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MG2 - WITNESS ASSSESSMENT FOR SPECIAL MEASURES

The purpose of this form is:
give evidence in a case

witnesses’ needs.

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

o To support the CPS in making an application to a court for specified special measures to meet the

-l.l.l.l.l.lll RESTRICTED {(when complete) .I.l.l.l.l
EEEEENEN i H N EN

Not Disclosable

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

vh[m | m|m]|m |

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

Name of witness:

Age: Date of Birth:

1. Identification of Witness @ome B per withess)
Tick whichever boxes) below apply to the witness

o Pavomaficalyeligble}— ||

Vulnerable Inti midated

a) Youth under 18 * (] ) Witness in feardistress about giving evidence [
b) Witness with 3 mental disorder m} f) Complainantin sexual case * O
©) Witness with learning disabiliies O | 9)Weapons offence m]
d) Witness with physical disability/ disorder O

Generally, an MG2

need not be Completed 2. Bigibility for 'Special Measures'

T

Show here the
type of witness
requiring Special
Measures

Explain briefly the nature of the witness vulnerability and show how Special Measures are likely to improve
the quality of their evidenca. Fadtors to consider: drcumstances of the offence, age of the witness, their
social and cultural background/ethnic ongins, their domestic and employment circumstances, any religious
beliefs or political opinions, any behaviour towards the witness by the accused, his f her associates, family.

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.

Evidence of disorder/impairment or witness fear/distress:

The effect on the evidence (seek expert advice if necessany):

3. Special Measures

Explain to the witness what is meant by 'Special Measures', the measures that may be available
and what this would involve for them. Tidk belowthe measure(s) which would be likely to maximise, so
far as practicable, the quality of their evidence.

Consider: the needs of the witness, age, dewvelopment or disability, communication difficulties, the state of
mind (distress, shodk); the type and severity andfor the drecumstances of the offence (offender known to
the witness); the pumpose and likely value of a visually recorded interview on this occasion, perceived fears
aboutintimidation and recimination.

Special Measures

Visually recorded intendew as evidence-in-chief O
Intermediary O

Screening witness from defendant

Evidence by live link

Evidence in prvate Aids to communication =1

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

OOOoo

Removal of wigs & gowns

4. Witness views

What views has the witnessfperson acting on histher behalf expressed about:
¢ hisfher eligibility™
¢ whether Spedial Measures would be likely to improve the quality of histher evidenca?

¢ the measure(s) proposed?

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

N l.l RESTRICTED (when complete)
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:.:.:.:.:.:.. RESTRICTED (when complete) | | a [::]

Not Disclosable

5. Mews of any other irterested partiessgerncies invaved e.g. Parentiguardian, Doctor, Sodal
Services, schools, ete. indude contact details and address(es).

Is there any other supporting material attached?Yes/Na. If Yes please list:

6. Special Measures Meeting
Is a Special Measures Meeting required? Yes/No

Assessing Officer:
This is the officer | | Name: Rank 7 job ftle & No.: Date:
completing the Tel: Mob.: E-mail:
MG2.

Elle u » RESTRICTED (when complete) I:I:I:l:l:l:l:
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1.

MG2 - INITIAL WITNESS ASSESSMENT
GUIDANCE NOTES

Witness Availability

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

(i)

(ii)

(iii)
(iv)

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

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.

Complete an MG2 except in anticipated Guilty plea cases.

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

Initial Witness Assessment — MG2

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

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

Completing form MG2

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

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

Any behaviour towards the person by the accused, the family or associates of the
accused or any other person likely to be an accused or a witness in proceedings.

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

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

the views of the carer about the witness going to court
how supportive is the carer of the child and the prosecution
strengths and weaknesses of the child, such as:

> developmental age

> linguistic and emotional development (e.g. the child’s level of understanding,
or grasp of time intervals — may be relevant to specimen charges).

> attention span (relevant to requests for breaks when giving evidence)

the child’s preference, the carer's and police view about how the child should give
evidence (i.e. use of screens, TV link, and/or other special measures).
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MG4 CHARGES

The purpose of this form is:
o To record the specific offence(s) that a defendant has been charged with
o Torecord the defendant’s reply after charge
e Torecord 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.

»

=TT ¥ | e A i AP e Pt Custody No. | | I |

FOrRNAMELS): ..uivuiisisiviiisiiniisdoiiesivisiinsinoiaoiinss First arrest date: ... URN | | | I |

A rRES S s R e e s e ppod vo[O AJS No. | |
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA md rQd Date of birth | | | | Include dialect
....................................................................... Ethnicity Code: PNC  16-point self-determined system Where approprlate

o . e
POt s o o s o e S e e e e Intempreter: language/dialect................. i to aid provision of
) interpreter .

Contacttelephone number: ..........ococoevcvevennne. Name of interpreter | | te p eter at court
You are charged with the offence(s) shown below. You do not have to say anything. But it may harm yourdefence if

you do not mention now, something which you later rely on in court. Anything you do say may be given in evidence.

SeqeeatalNo. | Charge ) CCCIS O e Code

Continuation charges: Yes [ No O

Zeply.‘.‘.’a.‘.}:: ............................................................................................................................................ Record any reply
.............................................................................................................................................................. after Charge

Signed (person charged).........coooiiiinii s Signed @EYomaRadid: ....ocevviiiiiiiin T — | Contem oraneo Sl
Officar charging Surname: Ranke il . Station:. p usly.
Officerin case  Surname: RankiJob title: ...... ... Station:.

FOR POST-CHARGE UNCONDITIONAL BAIL ONLY (for 3l other frpes of bail use MG4A

| understand that| am granted bail and must surrenderto the custody of

AU PINICIESS) ..o croo conasnonssrasrsssasasnuntosasrsssnasmus tssash sssssansstssasrasgssachss on

| have been informed thatif| fail to do so | may commit an offence and be fined, imprAsoned orboth.

Signed (ersonDaNed): ..........cocerieeiiieiiisnesiineissnesssressseeesaees Signed @EEYOIRRAAND ..ooveiiieiee s
Officer granting: Surname: ... Rank: ........... NOLIENEE Time:........... Date:.iini

File copy

D Court copy
201011 ’

RESTRICTED (when complete) |
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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

Variation No......

RESTRICTED {when complete)

surety, MG6C
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

Variation
Only complete this
when conditions

¥ hail isuncondifona or vaded ender "2l prevous conditions cancalled, mleased on uncomdifonal hail".
¥ sumety or secunty is changed ender sumetylszcudty changed " and complete MG4C.

File copy : Court copy : Custody record : Person bailed :
RESTRICTED (when complete)

Date:...... \I\

PRE-CHARGE UNCONDITIONAL [JPre-cHarGE conomonal [ post.cHarse conoimonar O N have been varied so
e that the most recent
o ustody No. | | | I o
SEANON .. <o nemneiomashiondsnask s sasahsstomnshns i ansh sndsn amns damashas smasssachisnsings Condltlons can be
SUMAME:.. i i iioes Forenamelsk. .. iiiioiioamiodses URN | | | | I eaSily |dent|f|ed
Grounds for i mposing conditions
The above named person has been granted bail subject to the following conditions (number each separatehy).
These conditions are mposed because they appear necessary to prevent tha person from:
Failing to sumenderto custody D Commiting an offence whilst on bail |:]
:'ﬂe;f:;ing w‘nh. i 'for aher\.uise.rtL " '(‘f-g::edcourse ofjusti:e) D For tha person's own pratection D |f a SeCUrity or
or person's own welfare or own interests (f child oryoung person;
O surety has changed
No. Condition / vanation Reason(s) why conditions appear necessany enter
v “surety/security
L <
< changed” and
complete a new
™. State specific
Continued on separate MG4AY es No
2 Qe reasons why the
Wh/Aecord | rotpartof e cas By eo0rd, a 1ok of Bie e a0y MISTEe mak ob the c s tody record. "
conditions are
understand that | am granted bail with conditions / withaut 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 béNfjned, necessary-
imprisoned, or both; that if | fail to comply with any of the condifegps set out above, | may be arrested; and thatVd|
wish to vary any of the condiions | may apply to either the police sta or court specified, stating my reasons. | have
been given a copy of this form.
Details of court/police station [Grant of bail only) Variation

State reasons for
the variation.

Variation

Enter either the
varied condition’s
details or state
“conditions
removed”.
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MG4B REQUEST TO VARY CONDITIONAL BAIL

The purpose of this form is:

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

RESTRICTED (when complete)

REQUEST TO VARY CONDITIONAL BAIL  RequestNo. [ 4

PRE-CHARGE CONDITIONAL BAIL [ POST-CHARGE CONDITIONAL BAIL [

Station: Custody No. | | | |

Surname and initials: URN | | | | |

Describe here what
variation has been
requested by the
defendant.

Current no. | Variation requested Reasons given for request

T

| request that the conditions of my bail be varied as abowe for the reasons stated above.

| hawve not had an application to change my current bail conditions heard by a court.

Signed (person bailed):..........ccooviiiiiiiiiii Signed (appropAate adul): ...

DECISIOHN [complete section Aor B

(&) Application refused

Is this a first or
a subsequent

request to vary
the conditions?

— |

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

The condiions of bail setouton form MG4A ... remain unchanged

| have been informed that my bail has not been changed. | have been given a copy of this form. | understand
that this does not prevent me from making further applications to either the polica station or court specified,
for the conditions to be vaned.

Signed (PersoR DaNEd): ........cccevinuenierinieiiiiiniiiie e reaeees Signed @uromia®adinl e

If application
granted
complete an
MG4A

(B) Application granted
Conditions ofW‘ledqa':eciﬁ edonform MGIA .. (complete MGAA)

File copy O Court copy O Custody record O Person bailed []

201011 RESTRICTED (when complete)

This section
will be
completed by
the custody
officer.
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MG4C SURETY / SECURITY

The purpose of this form is:

e 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 RESTRICTED (when complete) | ncsc |4—| This form may
security is to be only be used in
taken, rule , : - : conjunction
i ’h i SURETY / SECURITY - (for police conditional bail only) with MG4A
rough the
- Grant or
section 'lihat does I Station: Custody No. | | | | ﬁ/ariation Of
not apply. "
Conditional
Personto be bailed URN | | | | | bail).
| Surname: Forename(s): I
In order to withdraw Surgly
Surety or Security_ | have been informed thatthe above namedwill be bailed on my surety and must surrender to the custody
f:
See notes 2.5 and :t e Inform the
2.6. on [ 2t BN am / pm surety of any
| acknowledge myliability to pay £ to the courtif the abowve named person fails to surrender to variation to
custody as shown above. / p0|ice bail
\‘ | have also been told that: / conditions.
(i)  Ifllater decide thatthe above named person is unlikely to surrender to custody and for this reason i
wish to be relieved of my obligations as a surety, | need to notify a police officerin writing. A/ Fallure to dO S0
(ii) lwill be informed if the above named person requests the police to vary any of the bail conditions. may aﬁeCt the
|f the SUrety or Signed (SWeY): .......coceuuereereiiiunneriisiissnnsneereennns TN ssvswes ssesdassssostenissvndes sononiassss Date:...ouiinwiins COUrt,S deC|S|0n
o on seizure.
security is the result Surmname: Forenames):

of a variation in
conditional bail, then
enter the number of
the variation in this
box as shown in the

Recognisancetaken by:
The above recognisance was taken by me and | gave the surety a copy of this record.

accompan in Officer: Signature: ... THMIBY o soavissssinsssssssnsssissaovvsssssndis Date: o
p y g SUINAMEL L e s el a i a o Rani s aisisaiubniibGaiigaing Nosossninbais
MG4A. Additional surety on separate MG4C Yes[J No[

Security

\ Because it appears thatthe above named person is unlikely to surrender to custody, security of
as been accepted from:

Sy Forename(s):
If there are reasons
to believe that the Address:
suspect will commit for the surrender oPthe person bailed to the custody of || magistrate's sourt
further offences or on ] i
interfere with <

MG4AVarnation number @apicane)

witnesses then a
Surety or security File eopyl:l Court copy O Custody record O Surety/Se curity providerD

should not be used.

’ RESTRICTED {(when complete) |
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MG4C - SURETY AND SECURITY
GUIDANCE NOTES

1. SURETY

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

21

2.2

23

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.

STANDING AS A SURETY

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:

o 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:

o Isover 18 years of age
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24

2.5

26

2.7

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

e Has a permanent address
o s likely 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

3.4
3.5
3.6

3.7

3.8

3.9

3.10

3.1

4.1

4.2

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.

SPECIAL CONDITIONS RELATING TO YOUTHS (Under 17 YRS)

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:

¢ 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{ Parent Guardlan

Written Charge(s)
Parent Guardian

Name and Address of
[Name and address of Defendant

parentguardian}

Date of hirth

URN
(if appicable)

Custody Number
(if appicable)

Arrest summons Number

POSTAL
REQUISITION

(Hame of Defernxdant) is charged with the offence(s) below
On jdate}] at Rime]}

They must appear at the courthouse at [name and address of magistrates’Youth Court )
to answer the charge(s). When they appear at (Name and Address of Mag's/Youth Courd
you are requied to atend with them to act as their Parent Guardian.

If THEY do not attend, the court may hear the case in their absence and may
issue a warrant 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(s) they do not have to return to the police station
and their police bail has been cancelled.

Advice ax help

If you need advice about what to do you should get help from a solicitor or advice agency at
once. If (Name of Defendant) cannot afford a solicitor they may be able to get free advice
about their plea, or howy to apply to the court for a representation order so that they can have
a solicitor at the hearing. Do not wait until they first come to court. If you need any general
advice about the court, contact the court office at [address of the court office]

Page 10f3
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MGAD( Parent Guardlan )

=Page hreak=

CHARGE(S)

=PMNLD charge=

[This offence carries penalty points.)

Charge Authorised by:
Prosecution contact details:

Date:

Driving licence

[At least one offence carries penalty points. If they are convicted, it will be recarded 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 be suspended until the court has received it. They
will not be allowed to drive while their licence is suspended.]

Statement of means

Please ensure they fill in and bring the enclosed satement of income and expenditure to court.
If this information is not pravided, they may be ordered to pay a fine which is more than they
can afford.

Page 2 of3
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MG4D( Parent Guardlan

Discount for early plea of guiky

The court, when passing sentence on them, will consider giving them a lower penalty if they
enter an early guitty plea.

The amount of any discount 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 prosecutor 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 solicitor they
should speak to their solicitor first.

They can tell the court how they will be pleading at any hearing of their case, even if their
case may have to be heard at the Crown Court.

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

Page 3 of3
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MG4D POSTAL REQUISITION

The purpose of this form is:

e 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

URN

[Name & address of parentiguardian] .
(if applicable)

Custody Number
(if applicable)

Date of hirth

Arrest summons Number

POSTAL
REQUISITION

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

you must appear at the courthouse at [#ame and address of magistrates’Youth Cowrt])
to answer the charge(s).

If you do not attend, the court may hear the case in your absence and may
issue a warrant for your 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 you are on police bail for the offence(s) you do not have to return to the police station and
your police bail has been cancelled.

Advice axl help

If you need advice about what to do you should get help from a solicitor or advice agency at
once. If you cannot afford & solicitor you may be able to get free advice about your plea, or
howy to apply to the court for a representation order so that you can have a solicitor 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]
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=Page break=

CHARGE(S)

=PNLD charge=

[This offence carries penalty points.]

Charge Authorised by:
Prosecution contact details:

Date:

[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 be disqualified from
driving.

Because of this you must bring your photocard driving licence and the counterpart to the
hearing or send them to the court before the hearing date. If you do not do this, you wil
commit an offence and your licence will be suspended until the court has received it. You
will not be allowed to drive while your licence is suspended.]

Statement of means

If you are found guilty, you may be fined for this offence. The court will expect you to pay on the
day. Please fillin and bring the enclosed statement of means when you come to court. If you
do not provide this information, you may he ordered to pay a fine which is more than you can
afford.
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NG4D

Discount for early plea of guiky

The court, when passing sentence on you, will consider giving you a lower penalty if you
enter an early guitty plea.

The amount of any discount will depend on how early you indicate your plea, as well as the
circumstances that made you plead guitty.

If you wish, you can wwite to the prosecutor and the court as soon & you have been
charged and are sure that you want to plead guitty. If you intend to see a solictor you
should speak to your solicitor first.

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

Hothing stated here is intended to persuade you to plead guilty.
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MG4E POSTAL REQUISITION

The purpose of this form is:

¢ 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.

[eeiz]

<Defendant copy >

Written Charge(s)
59 statements endosed/ MCA statement of facts only

IName &address of defendant} (if appl cLanR.-’S I ] I |

Custody number
(7 applicable)

Date of birth | | | |

Arrest’Summons l |
MNumber

POSTAL
REQUISITION

You are charged with the offence(s) below.
On jdate] at Rime}

[name and address of Magistrates’ Court }will hear the case.

General notes
Please 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 prosecutor says you have committed. The evidence
for this is in the enclosed witness statements. This notice tells you about the court
procedure and the choices open to you. it also tells you how to fill in the plea form enclosed
with this charge.

Warning
If you do not reply to the charge, or attend court, the court may find you guitty in your
absence.

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

Advice axl help

If you need advice about what to do you should get help from a solicitor or advice agency at
once. If you cannot affard a solicitor you may be able to get free advice about your plea, or
hovy to apply to the court for a representation order (legal aid) so that you can have a
solictor 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]
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[weee ]

<Defendant copy >
=Page break=

CHARGE(S)

=PNLD charge=

[This offence carries penalty points.]

[Statement of facts]

A brief statement of the case is set out below. This statement may be used as a summary
of the prosecution case if you plead guilty.

{=Statement of facts=}

[=Prosecutor default costs statemert>=]

Charge Authorised by:
Prosecution contact details:

Date:
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<Defendant copy >
=Page break=

Your choices

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

1. Youmay plead guilty by post — Section 1 explains what to do; or
2. Youmay aftend court and plead guilty — Section 2 explains what to do; or
3. Youmay plead not guilty — Section 3 explains what to do.

Decide how you want to plead to each offence listed in the charge. If you need help with
this, see a solictor or advice agency at once. |t is 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 this charge contact the court office. The address is at
the top of this natice.

Section 1 — Pleading guilty by post

If you admit the offences listed in the charge, you may plead guilty in writing without
attending court. If this is your decision, tick those offences in Column 1 on the plea form,
sign the form and return it to the court. You need not attend court on the date shown on this
natice.

Fillin the enclosed statement of means form and send it to the court with yow plea form.
Giving these details helps the court decide the right amount of any fine. If you do not give
these details you may be ordered to pay a fine which is more than you can afford. You
should also 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 this fill in the mitigating
circumstances section of the plea form. Send the completed plea form to the court with
your statement of means.

[You must send your photocard driving licence axl the paper counterpart to the court
before the hearing date. If you do not do this, you will commit an offence and your licence
will he suspended until the court has received it. You will not be allowed to drive while your
licence is suspended.]

At the hearing the court will hear only
+ [the statement of facts;)
+ thewitness statements with these papers, or a summary of them;
* any other matters included with this charge (such as aclaim for costs);
* details of your driving record, and
+ anything you write on the plea and statement of means forms.
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[we ]

<Defendant copy >

If you want to plead guilty in writing you must act quickly. Fill in the plea form and the
statement of means form and send them to the court so that they get there at least three
days before the hearing date shown in this charge.

If you plead guitty by post, you will normally be convicted by the court on the date shownin
the charge. The court may put the case back for up to four weeks without having to tell you.
The court wil write to you soon after the hearing to tell you what sentence the magistrates
have given you.

If the court decides not to accept your quilty plea, it will tell you why in writing and give you a
fresh hearing date.

Changing your plea

If you have sent the plea form to the court saying that you want to plead guity, you can
change your mind at any time before the hearing. If you do change your mind you must tell
the court inwriting as soon as possible that you want to plead not guitty.

Section 2 - Pleading guilty at court

If you admit the offences listed in the charge and want to plead guitty, you can do this in
person at 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. You must attend court on the date and at the time
showvn in the charge.

[You must bring your photocard driving licence and the paper counterpart to the hearing
or send 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 it. You will not be
allovved to drive while your licence is suspended.]

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

At the court hearing, you will be asked if youwwant 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 included with this charge (such as aclaim for costs),
* details of your driving record; and
+ anything you say about the offences and your income and expenses.
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[weee |

<Defendant copy >

The court will then decide what sentence to give you. If you are fined for this offence the cout
will expect you to pay on the day. If you do not provide the court with the statement of means,
you may be ordered to pay a fine which is more than you can afford.

Attending court to plead guilty lets you tell the court things, in your cwn words, which might
be difficult 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 guiky

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.

You should not attend court on the date shown in the notice. The court will tell you in
writing of a fresh date for a trial hearing when you must attend with your witnesses and any
documents you wish the court to see. You should bring the original documents, not
phatocopies.

If your trial is expected to occupy some time or involve a lot of witnesses, the court may ask
you to attend a pre-trial hearing to review your case so that the trial can be planned and
arrangements made for the witnesses so that they do not have to wait at court longer than
necessary.

Your withesses

It is important that you tell the court the number and the names of the witnesses you want to
give evidence for you and when you or any of youw witnesses cannot attend in the next 3
months. Fill in the extra part of the plea form to give the court this information. The court
will 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 want the witnesses to come to court to give
evidence. If you want any of these witnesses to give oral evidence, you should tell the
prosecutor, whose name and address is on the notice accompanying the statements, as
soon as possible. If you do not do this within seven days of receiving this notice, you wil
lose your right to prevent the statements being tendered in evidence and you will only be
able to require the sttendance of the witnesses with the court's permission.
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[weee ]

<Defendant copy >

What will happen if you do notreply to this charge

If you do not reply to this notice, the court may deal with the case in your absence on the
date showwn 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 is in the witness statements the
court will find you either guitty or not guitty of each of the offences in the charge. If you are
found guitty of any offence, the court may sentence you in your absence.

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 case.

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

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

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

If you send in & plea of guilty by post but dispute the claim for outstanding duty sign Box B
on the plea form. You will then have to come to court (with any witnesses or evidence or
haoth) on the date shown in this charge to support your argument that you should not be
ordered to pay. If you do not say whether or not the claim is appropriste, the court will
proceed as if you had admitted the claim ]

[Motoring Cases

If you plead guilty by post the court will normally convict and sentence you on the date
showwn in this charge. But if the court is considering & driving disqualification, it will not finish
the case on that date. The court will send you a 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 sttend the
hearing about disqualification, the court may issue a warrant for your arrest or sentence you
(and disqualify you from driving) in your absence.]
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[mee ]

<Defendant copy >

Discount for early plea of guiky

The court, when passing sentence on you, wil consider giving you a lower penalty if you
enter an early guilty plea.

The amount of any discount will depend on how early you indicate your plea, as well as the
circumstances that made you plead guitty.

If you wish, you can wwrite to the prosecutor and the court as soon & you have heen
charged and are sure that you want to plead guitty. If you intend to see a solicitor you
should speak to your solicitor first.

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

Hothing stated here is intended to persuade you to plead guilty.
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[woee |

<Defendant copy >

=Page break=
[Please read this notice carefully now

You have been charged with using a vehicle without the necessary documents (a
driving licence, a test certificate or inswance). The charge may also say you did
not produce the same documents to a police constable (or take them to a police
station for inspection) as required by law follovving & request by the police.

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

If you have any documents that would cover your use of the vehicle at the time
you wwere asked to produce them, you must produce them as soon as possible at
the police station you originally selected when the police officer asked you to
choose one. The police will then be able to check your documents and note the
fact that you have produced them. Arrangements will then be made for the court
to be told about this. You should note however, that the production to the police
of these documents noww will not be a defence to any prosecution for failing to
produce the documents within seven days of the date of the original request.

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

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

If you attend court without having driving documents checked at a police station,
the case may he put off so that you can take the documents to the police station
you selected and have them checked there. If time permits, you may be able to
return to court later on the same day for your case to be completed. Otherwise
the court would have to be put your case off to another day for you to return.

If you do not produce your documents at the police station, t could result in

additional loss and inconvenience to you, as well as lead to an application for
additional prosecution costs for the extra work involved.)
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NGIE

<Defendant copy >
=Page Break=
Pleaform
From: <Defendant Full Hame>

<Defendant Address Line 1> Case number: <=Case
<Defendant Address Line 2> Number =
<Defendant Address Line 3> Born: <Date of hirth=
<Defendant Address Line 4> Gender: =Gender=
<Defendant Address Line 5>
<Post Code>

Please complete the hoxes helow if your details are different from those shown above

My name is: Date of hirth:

My address is:

Postcode:

Tel. numher: Gender:

Important

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

If you intend to plead guitty and ask the court to deal with the case in your absence, put a
tick ( ¥)in column 1.

If you intend to plead guilty and come to court on the date shown in the naotice, put atick ( v)
in column 2.

If you intend to plead not guilty, the court will not hear the case on the date shown in the
notice and wil write to you with a 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 this case put a tick ( ¥) in column 3.

Offence(s) charged Col:mn Coltzmn Coll3mn

Guilty by | Guilty at Mot
post* court** Guilty

{=Offerce suffix= <Offence Title=}

* If you are pleading guilty by post you must also fill in the statement of means form and
mitigating circumstances section.

** |f you are going to plead guilty at court you must also fill in the statement of means form.
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=Page hreak=
[Company warning

state your position with the company here

[eei]

<Defendant copy >

If you are filing in this form on behalf of a company you can sign it only if you are a director, the
company secretary or the company's solicitor. If this applies to you,

Sign here

[Sign in Box A if you admit the clainfor
outstanding cuty

| admit the claim for outstanding duty

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

| will attend court on the date shown in the naotice
with witnesses or evidence (or both) to support
what | say.

Will you have a solicitor to represent you?
(tick () in the relevant hox)

If you have answered ‘Yes®, please give the name,
address and telephone number of your solicitor in
the space helow.

My pleas to the offences charged are as shown above.

Box A

Box B

Yes

Ho
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[weie]]

<Defendant copy >
If you have filled in Column 3 to plead not guilty, fill inthis
part.
My witnesses are:
Please avoid the dates below when arranging my trial hearing:
[Driving licence
Yes Ho

Have you enclosed your photocard licence and the paper
counterpart with this form?

(tick () in the relevant box)

Write your driver number in full here:

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

<Defendant copy >
Mitigating crcumstances
Please use the space below to write what you want about the offence(s) and yourself. Mitigating

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

Page 12 of 13




Manual of Guidance 2011 - Section 3

[weie ]

<Defendant copy >

[Certificate of Service —Postal
Magistrates Courfs (Miscellaneous amendments) Rules 1992)

I, [rame] of [name of prosecuting organisation] hereby certify that | served [name of
defendani] with the Requisition / statement of facts / natices f Doctor's certificate / certificate
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 this is a true copy f these are true copies* by sending them by 1°' class
post to him £ her or by post in a pre-paid recorded delivery service letter, posted by me at

[name of post office] at hourson ... daythe ... OF - soon s woronca goron s s

and addressed to [address of defendant being his f her last (or usual) place of abode.
Datedthe ... OF

I s e i N A B A A e A Rank-fPoslion:: ..:.cccosnmsanasa, ]

(delete where applicable)

[Certificate of Service — Personal
Magistrates Courfs (Miscellaneous amendmenis) Rules 1992)

I, [rame] of [name of prosecuting organisation) hereby certify that | served [name of
defendant with the Requisition / statement of facts / notices / Doctor's cerificate / certificate
of analysis J evidence* as prescribed by the Magistrates' Courts Act 1980, Section 1 (1) and
3and 3/ Criminal Justice Act 1967, Section 9/ Road Traffic Offenders Act 1988, Section 13
or 16(6)* of which this is a true copy f these are true copies* by delivering the said
Requisition ! statemert of facts f notices [ Doctor's cetificate [ certificate of analysis 7/
evidence* to him / her Personally & ...

By leaving the said Requisition / statement of facts / notices f Doctor's certificate [ certificate
of analysis Jevidence* for him her* with ... (person) at
................................................................................................................. (place), being the said
[rame of defendand] last known (or usual) place of abode.

Datedthe .........ccees Of it ot oot
Slgned: i S S A R N AR S A Rank § Position: ........ccccocveeviniinceceenene, ]

(delete where applicable)
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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.

NG4F

NOTIFICATION OF NO FURTHER ACTION

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

Offence 1: Date:

Offence 2: Date:

Offerce 3. Date:

Police Station: Custody Record No:

It has heen decided that no further action will be taken at this time in respect of the
offence(s) detailed ahove, for the follwing reason(s):

O There is insufficient evidence to provide a realistic prospect of corwiction.

O Although there is sufficient evidence to provide a realistic prospect of a conviction, a
prosecution is not in the public interest. You should note that the police may contact
you further to inform you that your name will be retained on their records as being
responsible for committing the offence(s).

The case will be kept under review. If further evidence becomes available in the future, you
may he re-arrested and a decision to charge may be made.

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

This notice only applies to the offence(s) specified above. If you are curently on bail to
return to the police station in respect of these offence(s) it will not now he necessary for you
to return. R is important to note that any bail conditions imposed in relation 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
pursuing criminal proceedings or civil remedy.

Yours faithfully

[Signed Custody Officer]

cc: Parent / Guardian (if applicable)
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MGS POLICE REPORT

The purpose of this form is:
e To summarise the details of a case for first hearing at a magistrate’s court
e 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.

NGS
RESTRICTED (once complete} |

POLICE REPORT

URN[H [m [ [ |
Defendant 1: Anticipated plea: - select-
Defendant 2: Anticipated plea: - select-

1. Summary of the Key Evidence - ‘Key evidence' establishes every element of the offence and that
the defendant committed the offence with the necessary criminal intent.

® Setoutthe facts in chronological order, telling the stony and covering the 'points to prove’

4 The summary must be balanced and fair

® Record address and contact details of civilian withesses on MG (and &V datesto 2vold o MG 10).
Key evidence:

Key withess(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):

2. Defendant Interview

4 Setoutthe explanation given by defendant as to howashy offence happened: indude any
mitigation/remorse putfonvard.

Where the defendant 4 Note any Special Warnings given. <
haS admitted the ® Stateifno comment made.

. 4+ Attach copy of CCTV if shown in the intenview (to file).
offence(s) charged in Doss &

interview, the actual

. Date of interview:
wording of the

Interviewing officer(s):

admission should be Other person(s) present:

shown as this may Summary of defendant explanation:

help a defence lawyer Defendant's responseireaction to CCTY (if 'key evidence' and shown in 149
in deciding whether to Relevant admissions and their startfinish counter reference times:

advise the defendant

to enter a guilty plea.

3. Non Key Evidence - list witnesses present but not 'key’. State what evidence they contibute e.q.

additional eye witness, arresting officer, charging officer; officer seizing CCTV. Record contact details
of divilian witnesses on MG2 and dates to avoid on MG10.

MName of non-key withess{es) and their role:

4. Visually Recorded Evidence — ccTV, photos, mobile phone(s). Attach a copy Gdentfy
playhack format). Custody suite CCTV should be induded as unused material unless ‘key evidence'.

Is there VRE? - select-  If'Yes', does it provide 'key evidence? - select-

o || RESTRICTED (once complete)

See Note 1. re “no
comment” interviews
and use of special
warnings.
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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 MG5.

e

RESTRICTED (once complete) |

Give details of what it shows (whether 'key' or not) and include tape counter reference
times for relevant key sections (i.e. defendant punching victimvkicking wincow)

5. Iniuries — a medical statementis NOT required unless needed to interpret x-rays or describe injunes
not visible to the naked eye. idim(syeye witnessfpolice officer should describe any visible injuries,
photos should be taken and attached (if nottaken.attached, state why).

Description of injuries:

6. Forensic Evidence - fingerprints, drugs evidence (weight, number ofwraps,ete.). Indude details
such as street value and purity as this is essential for sentencing information. State if drugs field tested

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

7. DIP testing — attach DT2 for prosecutor.
Def. 1: Tested? O Trigger off.: O
Def. 2: Tested? O Trigger off.: O

Result: (pos/neg)F select - Drug:Fselect-

Result: (pos/neg)- select - Drug:- select -

8. Application for Order(s) on Conviction — consider applying for an orderon conviction, e.q
compensation, forfeituresdestruction (see order list).

Defendant:
Order(s) applied for. - select-

9. Application for Compensation — state if an estimate. Attach quotesireceipts if available. An
address for compensation must be provided on MGE. (¥ more thar one Wetmide®ndant, ist ore afer
the other and ¢fve delzils in the descipfor hox).

Defendant: Victim:
Description of injuryfloss and or damage:

Amount of compensation applied for: Has an MG13 heen sent to victim?:

10. Other: MG18(TICs)? [J Pre-cons/cautions attached ? [0 MG6? [

11. Officer’s certification: | certify that to the best of my knowledge and belief, | have not withheld
any material that might reasonably 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 CPIA 1996, Code
of Pradtice, as amended.

Name & rankijob title:
Date:

12. Supervisor’s certification: The information in parts 1 =9 is an accurate summary of the
available evidence and complies with the DPP's guidance for a Streamlined Process. The file has been
built to the required standard.

MName & rankijob title:

SIONAIUIR. e Date:

RESTRICTED (once complete)

o] |
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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.

NG3
RESTRICTED (once complete) l

YOU MUST ALWAYS COMPLETE CONDITIONAL CAUTIONING SECTION
BELOW.

v

Defendant: (7 more than one defendant, use additona page)

Not suitable for conditional caution because - select -
OR
Suitable for conditional caution because custody officer is satisfied:

¢ There is sufficdent evidence to charge the offence and defendant has not denied the offence or raised a
defence, and

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

¢ Both the drcumstances of the offence and the offendermake it approprate to offer a conditional caution,
and

¢ The offence is one forwhich a conditional caution can be offered (see Annex A DPP's Guidance)

Proposed conditions

Condition Compliance requirements including
completion/progress check dates

Supporting evidence

RESTRICTED (once complete)

o] |
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MG5 - CASE SUMMARY
GUIDANCE NOTES

1. NO COMMENT INTERVIEWS AND SPECIAL WARNINGS

1.1

1.2

1.3

1.4

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
questions 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

21

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.

¢ 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 MGB6.

o 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.

o 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.

EEEEEENE NN
NN NN RN RESTRICTED (when complete) NN N e |
EEEEEEEE EEEEN

CASE FILE EVIDENCE and INFORMATION
Hot Disclosable

B L I [ = ]

This document is a communication between the police and CPS only.

1. Medical Evidence: @mvzcar orpzycivatecinjutes o csfenciart / vichim/ witnes 2 «
-

If medical evidence is required in this case, what is the target date for obtaining it?

2. Forensic evidence: (attach copy of MG21 / MG21 &):
If forensic evidence has been submitted for examination, what is the target dae forthe results?

3. Visually recorded evidence (CCTV / Photographs ete.) : |

a. Has all visually recorded matenal cumently in police possession been viewed and copied? . If No,
give atarget date for when this will be completed:

b. lf there is additional visual material to be obtained, state what it is and give atarget date for obtaining it:

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

v

4. Disclosure:

a. Isthere amy relevant matenal that may undermine the prosecution case or assist the defence case?
If Yes, provide details:

b. Isthere amy relevant third party matenal ™ If Yes, give brief details of what it &5 and who has it:

['Thind parly mak dal 1z balwhichbelomg: b pecple of aganizalon: ober han Il Prozeculon Team, ¢ 9. Soclal Sendces, Local
Aubedly, owne 1z ofCCTV makeral, wrenzic experls, p allce suygecn:,GPs hosplia dochors ek )

5. Victim(s) /Withess(es):

3. Aee there any outstanding witness statements to be obtained?
completion:

. If Yes, give atarget date for
b. Kfthisis an anticipated not-guilty plea case, are there are vulnerablesdntimidated witnesses?| . Kf "Yes'
complete form MG2 Witness Assessmert for Special Measures.

c. Willa Special Measures meeting™ be required? ["conzul | Wl h CPS ITunsure]

d. if any witnesses have refused to give a statement, give their name and address and state their
rolefinvolrement:

6. Other offenders:

In relation to the incident leading to this case file, give the name, address and offence details of any others:
3. Yetto be amested and interviewed:

b. Yetto be charged:

c. Dealt with using another out of court disposal (2.g9. caution/reprimandAinal waming/PND):

d. Charged:

7. Local f Public interest:

#ee there any matters of local/public interest in this case (consider community issuesfimpact staements /
priorties etc)? . If Yes, give details:

Page 1073
EN NN SN NN NN NN NN NN NN SN NN NN NN

RESTRICTED (when complete)
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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.

HEEEEENR
HEEREENEEREN RESTRICTED (when complete)
EEEREERER

8. Is consideration being givento any POCA or other asset recovery outcome inthis case? fe.g.
applications for confiscation or eRraint omers, compensation, deprvation or forfeiture; refemal to Mrancial
lnvestigation Unit, tive scale for submission of details efc.)

If yes, provide details and timetable for submission of necessary information to CPS
Contact number for Anandal Investigation Unit dealing:

Pl

<

9. ddditional information:

lf there is amy other relevant information in this case, give details:

v

Date MGE completed:

RATIONALE FORPOLICE CHARGING DECISION
Nhaccordance wih e DPP Guidance on C haglng (vé) he palice mus lrecord debdls ofhow e

> Full Code Tesleuvdental anvl public Inkrez bz mel %or a palice charge anlcipakd nol gully plea cummary only o Tnoe
where Ihe suzpecihas pul orwand aspechic dewnce o denled be otence (Paagraph

> Thverbold Teslrequirement: ard public Inkres ! ksl ae mel % a police chage anfcipakd nol gully plea Impriconable
wmmary only o noe (P arayraph 18

Evidential test applied:
Charge(s):

Full code Test [ Threshold Test [

pleaanicipalked):

Evidential criteria commenlcn edental 2 lak ofany wikess Lo, 'key of ol Ink nde wis) cord ucled ; whe Iher ‘gull 7 7nol gull Y

Public Interest:

Unused materid ommenlon he documentalon hal shoud be relired and Included on e GS schedues; specity any
Inviemnalon which shoudd be disclozed b arziz | e dewnce In be eary preparalon of belr case)!

WitnessAictimissues cicim persenal slakmenimade 7; s lak whe bera wikesz summaons shoudd be soughl ITW e s s relrack
slakmenl of I3 Sp eclal Measures applicalon|s required):

Chargng Decision maker mame,rank & Nocb 1e): Date:

Paye 2073

RESTRICTED (when complete)

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
thata 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.

.I.lllll.lllll ‘ RESTRICTED (when complete) .I.l.lllll m
EEEEEER EREEN

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

Defendant full name: | URN | I I |

Defendant date of birth:

The following section MUST be completed by pdice in ALL cases where a remand in custodyis to be
appliedfor at court AND thereis a risk of intimidation of the vetims(s) or any witness(es) by the
defendant.

The information is intended for use by prison staff to prevent unwanted contact with avictim or witness.

This prisoner MUST be prevented from contacting, by telephone, letter and visits, the following victms(s)or
witness(es) because there is a risk of intimidation. DO NOT disclose the contact details shown below to the
prisoner. See relevant PSlon "Tackling Witness Intmidation by Remand Prisoners” for futher guidance.

Name(s) and contact details of victim(s) and/or witness(es) (¥ wnder 18 years old, showage)
1.

2.
3.

Add further victms/uitnesses below as necessany:

Date:

Page 3013

m HE NN RESTRICTED (when complete) EENEENENN
EEEN e B 2 ] EREENERSR
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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 MG®6, 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 witnesses 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,



Manual of Guidance 2011 - Section 3

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:
o 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).

o 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.

o Praiseworthy conduct of witnesses.

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

° Victim’s Charter and Witness Care.

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

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

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

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

o Offences involving explosives;

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

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

) Intimidation/victimisation.

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

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

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

o Anything that may assist an argument for abuse of process

o 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:

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

o In response to focused questions showing relevancy, the prosecutor cannot say ‘Il
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 the justification 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:

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

RESTRICTED {when complete) ’

RECORD OF PRE-INTERVIEW BRIEFING

et | | W | [ =]

Suspect(s) Sumame: Forename(s)

Solicitor / Legal Representative: Fimm's name:

List of information provided to suspect or defence solicitor /1egal representative

Description of information / matenial

Time and date:| . Person briefed (ke how given: verball / writen / audo / visual)

ATRI@STEATY VIR SONGTV /180l leYaseiRTve D NGt /eCa X o/ iy maran

Officer completing: Rank & No. / Job title:

Station: Date:

Officerin case (farerenmom abowe):

Page 1ot

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:

e A criminal conviction or caution
e Been charged with a criminal offence
e Been subject of an adverse judicial finding

¢ Arelevant misconduct outcome recorded or has been notified of a requirement to attend a
misconduct meeting/hearing.

. . . . . . . .‘,-‘,-,,-,-,-,,-,‘,,-,-,-,-,-,,-,, . . . .
| B0 NN EEN RESTRICTED (when complete) -'l HEEE .
L H BB B ) I B I

Not Disclosable

There is no POLICE OFFICER / POLICE STAFF MISCONDUCT RECORD
requirement to
complete a negative T .
MG6B (or equivalent) ) N LIL] L1 Whers an fofﬂ(i,ler or p
ame: an o./Job Title:

to prove that an member of police sta
individual has no such Station: has any dqubt asto
matters against This form should be used by police officers (induding spedial constables) and police staff members whether this form should

g (induding police community support officers) when submitting any witness statementin connedion with be Comp|eted they are
h|m/her- any ciminal proczedings where any ofthe following apply: .

advised to consult the

(Please chack hox 25 approyiae)

Professional Standards

1. | have acriminal conviction/caution (see rofe 2). O D

2. | have been charged with a3 criminal offence indicated below butthe case has not yet been concluded. ept Of the relevant force
(see mote 2) O before doing so.

3. | have arelevant misconduct outcome recorded against me (see motes 3amd 4) O

| have been given written notice to attend a misconduct meeting/heanng (see nofes S and 6) O

5. | have anadverse judicial finding against me (see note 7). 0

Date(s)where | Nature of ciminal offence or misconduct. Give enough Criminal Punishmert /hisconduct
any of the detail to allow CPSto decide relevance to cument Outcome

circumstances | proceedings

1to 5 apphy

Whilst the MG6B is
primarily intended
for recording
police/police staff
misconduct, it may

also be used for

Staff from other This information is true to the best of my knowledge and belief and | am aware that | have a continuing
obligation to provide updated information should drecumstances change.

prosecuting
agencies as T BP0 Date:
appropriate.

| o B s essseseeeesseeeeee ll H B B B B B |
o0m I E H H ] RESTRICTED (when complete) (M N N EEEN
| B B § SSSttaantttne——— . A B B B B
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HEEEENN ‘ RESTRICTED {when complete) [
L B —

Not Disclosable

EXPLANATORY NOTES

The guidance inthe Prosecution Disclosure Manual or the force Professiona Standards Department
should be consulted if a police officer or member of police staff is in any doubt about how to
complete this form.

1. Please print details and give enough detail to allow CPS to make an informed decision about
disclosure.

2. Police officers / police staff making a witness statement, whether the statement forms part of the

prosecution case or not, should informn the pr tor of the exst of any criminal convictions or

cautions using this form. A copy of the Police National Computer (PNC) printout for that police officer /
police staff member must be attached if the offence revealed is a recordable offence. This is for all
offences recorded on the PNC whether spent or othenwise, as well as convictions and cautions in
Scotiand and other foreign countries. Bindowers should be recorded as cautions. Where a police officer
! police staff member has been charged or summons (including postal requisitioned) for a criminal

ff butthe p dings have not been completed, the p tor should be inf d using this
form.
3. A misconduct out is the out i d following misconduct proceedings (such as a written

warning or final written warning) and which is recorded on a police officers! police staff members
personal file. If a police officer/ police staff member is in any doubt as to whether a misconduct
outcome is still 'live’ then he or she should consultthe force Professional Standards Deparment (PSD),
HR Department or the prosecutor.

4. At the condusion of misconduct proceedings against them, officers will be advised by PSDs on whether
they must in future proczedings where they make statements reveal to CPS by way of this form MGGB
certain information relating to those misconduct proceedings (i.e. that the outcome is “relevant”). PSDs
will also advise officers on the wording of the MGEB and may also advise on the relevance of the finding
to certain types of future proceedings.

5. If mi duct p dings have d (namely that the matter has been referred to a
misconduct meetinghearing), the fact should be reported on this form.

6. Information about officers suspended, but who have notbeen charged with a ciminal offence or had the
matter referred to miscondudt proceedings, should be led to the p tor by the Head of

Professional Standards Department. This applies to both criminal and misconduct matters.

Where an officer has been notified of allegations made against him/er butis not suspended from duties,
heishe is not required to reveal to the CPS the details of the allegations. Howewver, the Head of the
Professional Standards Deparment should consider, in ligison with the CPS unit head whether the
interests of justice require the rewelation of that information and provide the prosecutor with the
information if required.

7. An adverse judicial findingis a finding by a court that a police witness, whether on oath or othennise,
has knowingly misled the court. This may be stated expressly by a court, or may be inferred from the
paricular drcumstances of 3 court's proceedings. This will include civil aswell as criminal hearngs. If
the police officer/ police staff member is subject to an adverse judidcial finding, the relevant Professional
Standards Department (PSD) should be contacted in order that it can provide guidance on the
completion of this form.

8. The prosecutor must be notified immediately of any change in drcumstances.

Q. The duties to reveal and disclose must be observed scrupulously. Failure to do so may resultin wrongful
conviction, undeserved acquittal or misconduct proceedings against the prosecutor or police officars.
Police officers/police staff members must become familiar with and follow the guidancs in chapter 18 of
the Disclosure Manual, particulady paragraphs 52 to 66. The ulimate duty and responsibility for
revealing ciminal convictions, ti and relevant misconduct findings rests with the individual officer
or police staff member.

N RESTRICTED (when complete) e
| g B g SehiitndidiehitaaiSy B R B R
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MG6C POLICE SCHEDULE OF RELEVANT NON-SENSITIVE MATERIAL

The purpose of this form is to:

o 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.

RESTRICTED {(when complete)

i If the item is difficult to
POLICE SCHEDULE OF RELEVANT NON-SENSITIVE UNUSED MATERIAL copy, the prosecutor
URN | »
iy ] | | I | should consider
FOR CPS USE: allowing inspection by
The Disclosurs Offier belisves the folloving RELEVANT MATERIAL uhich doss nct form part ofthe prosecution case is NOT Rl ek Lo O — / the defence where
SENSITIVE. Forfuther detailed guidance refertothe Disclosure Manual and Atomey General’s Guidelines. OND  Cleaty aot dasiboatle G w/ disclosure is required
Ty . ND = Document viewed and not di le .
Descnptlon ._ Items ShOU|d P!'zzlmlllllebw H;ERI‘;IIO{;IIV Dllﬂi):IcIl[dllg‘llb:D‘l‘mﬂlﬂ:n a.d‘"o“?e,“ uﬂPIé: ‘!EIE‘CI'I.I I‘I;Ieullie ofa
be fully described in a clear, tem Eéa..lz}é."i‘.?ima iy ilﬂiéwl' Z?}::-Vﬁ.folll’.‘.'.’g;:‘.nga:;m. o :“;...?a.a..g::"":“ I L g g STARER
f .| 0. | chicunstices ofthe case, 1kss Itk hcapabk oThavhg any | 01 e case. Do notipeculate Imitls |5 cl "
detailed and accurate manner ~ notconsldersd rslsvant do notrecord Iton the schedule. Gl as WMok 1y detlkd DESZRIPTIONof | 1M ca be Bundicatd
to help the prosecutor [ \lie 'elwa‘:;';ﬁ:i:;,‘,: Pros ecetor b make adeck oy on whe tier or notits houkl be examhed. ye
determine whether the SE——
material might fall to be T T T Detail whether the
disclosed i item is attached on the
: The Televar matenals; file or stored
T e aTEaTTE: < elsewhere. State
T VA maEaTT precisely where the
The relevart matenalis: item can be
The relevart matenal is. found/located -
The relevarnt matenal 1s.
The Televart matenal is.
Each completed form should be | |
individ "p [~ PR — Revieuing lawyer signature: For a more )
individually signed and dated. 2 Frie Name: comprehensive

CPS/Police guide to

unused material search
RESTRICTED {when complete) X
e i sl e

at www.cps.gov.uk
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MG6D POLICE SCHEDULE OF RELEVANT SENSITIVE MATERIAL

The purpose of this form is to:

o Inform the prosecutor of the description and existence of all sensitive material relevant to the case

o Inform the prosecutor of the reason for sensitivity

o Allow the prosecutor to record whether they agree that the material is sensitive or the prosecutor
needs to make a Public Interest Immunity (PIl) application to the court.

Each item must be
consecutively
numbered.

I

Description of the

‘relevant material’ should
be sufficient to enable
identification of the item

without disclosing the
source or nature of
sensitivity.

RESTRICTED (when complete) - Not Disclosable

POLICE SCHEDULE OF RELEVANT SENSITIVE MATERIAL

Rv

URN

serious prejudice to an important public interest.

The Disclosure Dfficer believes that the following RELEVANT MATERIAL is SENSITIVE and if it were disclosed it would give rise to a real risk of

RELEVANCE K tiat 1thas some bearhg on any otk ice 1ader

51301 OF by person behg s tate

01 01 the $110 11N SICUNETICES of

Record bebow MATERIAL ofary K, 1clwdhg (rlomatoes aul tiect. wikch & obtited  be core of 2 crimkal nestgaion axd wik) maybe EEWItn e nwstgaioy: avd
k of

L Vs Itk ncagab

Jauig ary Mpactos the case. D0 MotspectR Mtk voteontKierd ok a1t Ot oot Koy te SolsdE - GNe 3¢ IR My detalld DESCRIPTION of 4 fekvantmaterial b the
PIosectr to make A deck ko o) WheEr o Motits otk be examied.

“Check boxiFcey Ved B CPS

FOR CPS USE

Mtem | The relevant matedal is:

No. Reason for sensitivity:

Bgree
seritive? | disc

CPSdeckin

If ‘No’, liaise with
Disclosure Officer.

A

o|jo|jojo|jg|o|o|O

Wame:
Date:

Signature:

Reviewing lawyer signature: ...

Print name:
Date:

m o |
--.-.-j RESTRICTED (when complete) — Not Disclosable p

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

For a more
comprehensive
CPS/Police guide
to unused material
search the
Disclosure Manual
at www.cps.gov.uk
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MGG6E DISCLOSURE OFFICER’S REPORT

The purpose of this form is:
To highlight to the prosecutor unused material (sensitive or non-sensitive) that undermines

the prosecution case or assists the defence

To inform the prosecutor of any unused material that needs to be disclosed under Paragraph

7.3 of the Code of Practice
To provide the CPS with the disclosure officer’s certification

To give details of material likely to be covered by paragraph 7.3 on rear of the form.

[ ]
[ ]
[ ]
[ ]
Provide CPS with copy
of any item listed.
Either schedule MG6C

or MG6D.

AEEEER . HE N
B N W W W 1 RESTRICTED (when complete) - Hot Disclosable W |
HEEEEREN | B B

DISCLOSURE OFFICER’S REPORT

Rv URN | | | | |

\A The followingitems are listed on the schedule(s) for this case and relate to:

* Material which might reasonably be considered capable of undemining the case for the prosecution against
the accused, or of assisting the case for the accused

* Material required to be supplied under paragraph 7.3 of the Code (see owerleaf)

“ErercorD ©dkaote schedik MGEC or6Dand ener ftem 1o.om scheduk

* ltem REASON .fia:lecl
Schedie | no. 7

Corresponding item
number as shown on
MG6C or MG6D
schedule.

A

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

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

OO0oooooooooe oo

Certification in all cases:

To the best of my knowledge and belief, all matedal that is or may be relevant has been retained and
made available to me. It has been inspected, viewed or listened to and revealed to the prosecutorin
accordance with the Criminal Procedure and Investigations Act 1995 as amended, Code of Praclice and
the Attorney General's Guidelines.

Signature of Disclosure Officern ... Name: Date:

! have meviewed A of the mlewant waterdal, OR / have congddered the denoe stalement amd fudher
reviened all the elevant matedal (Welete 25 goplicamle) that has been retained and made available to me
and there is nothing to the best of my knowledge and belief that might reasonably be considered capable
\‘ of undermining the prosecution case against the accused or assisting the case for the accused.

N
Signature of Disclosure Officer ..., Name: Date:

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

HEn . HE BN NN
| RESTRICTED (when complete) — ot Disclosable [l M M u m N
| BB EEEENEN
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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 falls into the following 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 explanation for the offence
with which he has been charged,

- any material casting doubt on the reliability of
a confession;

- any material casting doubt on the reliabilty of
a prosecution witness;

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

The purpose of this form is:

e 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.

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

e Defendant’s antecedents
or previous convictions

o Defendant’s lack of
associations/community
ties

o Defendant’s previous bail
record

o |s defendant currently on
bail for other offences?

e Strength of evidence
against defendant.

EEEREEEREERN RESTRICTED (when complete)

Not Disclosable

REMAND IN CUSTODY APPLICATION - Adult /Youth

ven [m [m | |m]

Defendant Name : AgelDate of birth :

Is defendant a PPO?

Risk of intimidation to any wulnerabledntimidated vicim or witness™ IfYes record conta itsan
MGE

Timefdate of arrest for breach of bail ramicane:

Recommendation for a remand in custody fcheck one box only )

In custody [ Polica custody O Local Authonty Accommodation’Secure Accommodation

Reason(s)for opposing bail (check one or mom boxes)

1. Fail to surrenderto custody a 5. For the defendant's own welfare (veus aniy) a
. Commit offences on bail m] 6. Charged with or convicted of a violent/ sexual
offence equivalent to 14 plus years o
imprisonmentin the case of an adult(vou aniy)

3.’nterfere with witnesses or

e miles Sbanid e SGas o o 7.The onlyway to protectthe public from serious o

harm (roeu o))

justice
4. For the defendant's own m} 8.To prevent the commission of imprisonable o
protection offences (vour anl))

’Gi\te full details to substantiate each ground foropposing bail and seeking a remand in custody:

Estimated date when an upgraded file could be completed:

If the application for a remand in custody is not granted, what bzl conditions are considered approprate
with reasons frduwle wetes). o

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.

| A

Give details of co-defendant(s) - name(s), court(s) and hearing date(s) - in this or other outstanding cases.

\

Child Abuse cases
(See note 2)

||
2010011 .l | W W RESTRICTED (when complete) EEH EEEEN

Officarin case: Rank & No. fJob tile: Date:
Sypenvisors name: Rank & No. /Job title: Date:
Page 1ot !
EEEpFP======m= = = = = = = EEEEEERN

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

¢ The information supplied must satisfy the court that conditions are necessary to prevent the
defendant failing to answer bail, committing further offences, interfering with witnesses or
obstructing the course of justice.

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

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.
o Defendant has no fixed abode, community ties, or is a foreign visitor to the UK.
o Likely sentence may be an incentive to abscond.
¢ 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.
o ‘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:

o 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:

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

o 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.

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

This form is to be
completed for a

Give details of the alleged breach(es):

Officer in case: Date:

Result of breach hearing:

RESTRICTED (when complete) [ MGe breach of police or
court imposed bail
BREACH OF BAIL CONDITIONS conditions. It may be
P (The defendant MUST appearin courtwithin 24 hours of arrest) hand written but must
be legible. The form
POLICE POST-CHARGE CONDITIONAL BAIL [J COURT CONDITIONAL BAIL [ must be copied to the
i | | | | | defence (given to
— defendant or their
Defendant's surname: Forename(s): Iegal representative)
Date of Birth: rprod vyoO and to the court as
soon as possible.
Address (if not shown elsewhere):
Court/Police Station: Date of Appearance:
Time and date of arrest for breach of bail: |nsert Original
Original URN (if different from above)l | | l [ A/ or new URN as
Bailed from: on: (date) appropriate.
To appear at Courton: (date) See NOte 1
Give the details of the original charge(s¥offence(s) and the dreumstances of the offence(s) thatled to
Conditional Bail orwhere available include copies of MG4, MGS and MG7/the odginal file check #amered) O
List conditions (in full — orwhere available)indude copy of MG4A fthe onginal file check ramerea) O
At the end of the

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

RESTRICTED (when complete)
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MG8 — BREACH OF BAIL CONDITIONS
GUIDANCE NOTES

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

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

(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:
e To provide the prosecutor and Witness Service with witness information and contact details

e Toindicate to the prosecutor the number of statements and whether or not the statement
has been attached to the case file

e Toinform the prosecutor as to which witnesses are victims or intimidated witnesses.

- SR E LB 2 LR The form should be
An MG9 should be Not Disclosable A=~
I t d f " t The whole column marked & must be expunged before passing to a third party dated to |nd|Cate
CUPIEE L plr el 062 when PNC checks
harae fil WITNESS LIST
charge files. - ven [T ] 3 were conducted on
Date of completion: <4— Witnesses.
* Tick if statement attached
# Previous convictions? Enter Y or N
\ﬂm' Witness Details Stkment * -
0. Number
i the “WIt.Ho. column enter V' ITthe witnes s s a vietim, *vu’ It vulnerabls or IntimIdated )
1 Name: 1 o -
Address: o Witnesses should be
Post Code: - listed as follows:
Occupation: Date of Birth: 5 [ VICtIm/maIn WitneSS
- Telephone No.(Home): Qifork): ° Non_po“ce Wltness(es)
If there is a change to Mobile: E - mail address: e Expert witness(es)
the details of a known : .
witness, a revised MG9 rame ° 0 (lirer ol offiears
Should t’)e Submitted Address: Post Code: o (|n Ol‘der they
headed “Revised ’ Occupation: Date of Birth: o witnessed events)
Witness List". The Tetebons N o Worky: o o Officer in case (OIC)
revised I|St and any Mobile: E —mail address: W|tne$S MG11S ShOU|d
accompanying MG11s = appear on the file in the
R Name: m nce.
should be sent with a o Same sequence
. Address: Post Code:
covering note on form
MG20 hlgh“ghtlng the Occupation: Date of Birth: m]
new W,Itness and/or Telephone No.(Home): (Waork): a
MG11s. Mobile: E — mail address:
Name: - Before the MG9 is
Address: Post Code: = passed to the Witness
Ocecupation: Date of Birth: [m] Sel’Vice the pl’eViOUS
Telephone No.(Home): (Work): o ConViCtionS CO|Umn
) ] should be edited out.
Mobile: E —mail address:
AEEEENERDN

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

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

to inform the prosecutor of reasons for non-availability.

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

RESTRICTED {(when complete) -‘!I.I || l.l
THET T '-"J . . . .
Not Disclosable
WITNESS NON-AVAILABILITY

| URN LIL] |

[ Crown Court No. [

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

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

The witnesses’ names

Rw
Witness (names)* (1) (). should be indexed by
Insert No. = (m ) entering copsgcutlve
) ™ numbers within the
Marie dates when police and cther witresses are MOT available. Codes for polce non-availabilty: B braCketS (as per’MGQ)'
R=festday L=Lleave C=Course M= Nghtduty §=Sidness O = Cher As each witness’s non-
1] MNowts D Mot D Mot D Motk 1} Motk [} Motk avallablllty 1S entered
3 3 3 2 2 2 into one of the monthly
) “Whaess No. e “Whess No. & “Whess No ) “Wihaess No. & “Whaess No. ) "Whaess No. CO|UmnS, the Wltness
! 1 1 ] 0 ] number should appear
3 3 3 3 3 3 at the head of that
4 4 4 4 13 1
5 5 5 5 5 5 column.
: 5 : 5 : 5
B 5 5 5 5 : The prosecutor
= - - - . o should not disclose
13 ] B 15 5 5 reasons for witness
1 1" 1" 1 1" 1" . e
E 5 s s 5 E non-availability. See
1 15 6
: |'.J ::’ :: :T :o Note 6.
18 18 18 18 18 18
19 19 19 19 19 19
20 20 0 20 0 0
21 2 21 21 21 21
= = = = 5 5
24 24 24 24 2! 2!
= 5 = = = = When an MG10 is
= = = = = = submitted, it must
= = = = 2 2 accurately reflect all
E] E] E] E] 3 3 . \ i
E] El El E] 31 3 witnesses’ dates to avoid.
dl
-

0','C' and 'S'codes - give full details: /

Name of person submitting fomn: Date:

= -,-,-,---,-,--ﬂ . .. . . . .
RESTRICTED (when complete) AN ENEEEN

:::—llllllr'
2010/11 HEEB
EEER e e B B 0 BB BB

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.

It must also be updated
expeditiously, in order to
prevent officers from being
called on an inconvenient
date. See Notes 5 and 7.
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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 withnesses 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.



Manual of Guidance 2011 - Section 3

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)

WITNESS STATEMENT
Criminal Procedure Rules,r 27.2; Criminal Justice St 1967, 5. 9; Magistrates' Courts fct 1980, s.5B

uRN | [ | [ |
Include full name to Wi
enable a PNC check | —+179¢ if under 18: (rover 13 inzat orer W9) Occupation:
to be completed
This statement (consisting of page(s) each signed by me)is true to the best of my knowledge and

belief and | make it knowing that, if it istendered in evidence, | shall be liable to prosecution if | have wilfully
stated in t amything which | know to be fake, ordo not believe to be true.

(witness) Date:

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

2010643 RESTRICTED (when complete)
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Witness contact details

e RESTRICTED (when complete) e
whenc €
EEEEENEN EREN

Hot Disclosable

Home address: Postcode:
Home telephone No: Work telephone No:
. . Mobile: E-mail address:
Itis essential to
\ Preferred means of contact cpecy cetava:
record either the . N
Tadkias o el Best time to contact cpecry cetalia:

Specific | Gender: Date and place of birth:

Or. the fact that the Former name: Bhnicity Code (16 + 1):

witness has no dates DATES OF WITNESS NON-OVAIL ABILITY:

to avoid.

See Note 3 Witness care
a) Isthe witness willing to attend court? If "No', include reason(s) on formn MGE.
b) What can be done to ensure attendance?
c) Does the wnness require 3 Special Measures FAssessment as 3 wulnerable or intimidated witness? joun

i i men @l dsorder, leaming or physical dsabily; or vi Tass In Bar of guing evidence orvwimass
In 2 semal avencecase) || K "Yes' submit MG2 with file in anticipated not guilty,
ctable only cases.
d) Does the witness have any particular needs? If "Yes' what are they? Disanly, 'ea meare, chiidcare,
ranspvt dsabily, language amcultes, vssallyimpalred, resticed mobly or omer Concen 57
The VPS gives

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

See Notes 7 -
12.

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.

Witness Consent [for witness completion)

3) The ‘Mctim Personal Statement scheme (dcim: criy) has been explainedtome  Yes 0 No O
b) | have been given the \dctim Personal Statement leaflat Yes @O No O
¢) | have been given the leaflet "Giving a witness statement to the police...” Yes @O No O
d) |consentto police having access to my medical record(s) in relation

to this matter joblained iv accomance wih bcal practie) Yesd No @O NALD
&) | consent to my medical record in relation to this matter being disclosed

to the defence Yes@d No @O NADO
f) | consenttothe statement being disclosed forthe purposes of civil, or other

proceedings if applicable, e.g9. child care proceedings, CICA Yes@d Noe @O NADO
Signature of WRNESS:........oocviiiiiie PRINT NAME: ......cvoiuvesnuessuesssunssnusansnnasssuasssns
Signature of parent/guardian/appropriate adult: ............ccoooiiiiieenn. PRINT NAVE: ...

Address and telephone number (of parent &c.), if different from above:

Statement taen by: Station:

Time and place statement taken:

.lllll.l RESTRICTED (when complete) .I.I.I.I.I.I.I
AR EN EREENRNNEDR

\ The question re

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

See Note 5.
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10.

1.

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

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

e Recording any difficulties that a witness 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.

o 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 withesses.

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 witnesses who potentially fall
into the above categories, as soon as possible. Further information can be found in the
Guidance Notes for form MG2 (see 3.3).

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 witness

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:

o Toinform the prosecutor of the exhibits that are to be produced in evidence in the case
e Toindicate the location of the exhibits if a copy is not contained within the case papers.

RESTRICTED (when complete)

|

List items in the
order that they - EXHIBIT LIST
appear in the i | | | |
statements.
* Chedk box if exhibit attached
Police Brief description ofitem Exhibit Person producing and current location of %
property (indicate if copy) reference exhibit
reference no. o
Insert the number |__—" Person producing: [m]
. . /
used to |dent|fy the Current location:
property in the Person producing: a
p0|lce property Currentlocation:
store/system.
Person producing: [m}
Current location:
Person producing:
«— [ |
/ Current location:
Consider / Person producing: [m]
phOtOCOpying non- // Current location:
documentary items Peison fiodudng: o
such as knives efc. Cunentlocation:
Person producing: =]
Current location:
Person producing: a
Current location:
Person produding: a
Currentlocation:
Date the form to Peson produdng: o
assist CPS and 5 -
. . urrent location:
police supervisors ,
to determine the | Deron produdng: o
chronological Cumtiaaon:
order of form
.. P Date of completion:
submissions,
such as when
Page 1 ot

additional items
are exhibited after
the initial

RESTRICTED (when complete)

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

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

submission.

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

Each item must
be given an
exhibit reference
number that is
made from the
initials of the
person producing
it with a
sequential
number e.g.
WR1, WR2 etc.
If two people
have the same
initials, then use
the second letter
of the family
name, e.g. Walter
Roberts - WRo1,
William Richards
- WRitetc.
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MG14 CONDITIONAL CAUTION

The purpose of this form is:

e Torecord details of a conditional caution including the offences to which it applies and the
conditions to be complied with by the offender.

o Torecord 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) ‘
CONDITIONAL CAUTION
Offender surname: ASS No. | I
Forename(s): URN | I I I |
D.0.B: Gender: Ethnicity Code: PNC: 1 (16 +1):
Address: Postcode:
Tel:(home) Mobile:

Details of the offence(s] mcuce oS 25 Poharged a2 B(s)of avence /ares)

Sequentid Of CJSSS Offence
ence
No Code

| admit to the offence(s) set out above. | understand | have the rightto legal advice.

Signature of person cautioned: ... Diater 87 n i AiaTiaaE

Conditions
| agree to comply with the following conditions of the caution:

Condition(s) Compliance requirements, including Evidence required
completion / progress check dates

1.

2}

3.

4.

Contact details for reporting compliance with the conditions:

RESTRICTED (when complete) Page 1 ar2
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RESTRICTED (when complete)

Offender Declaration - | understand the folloving:

1) That if | fail within the agreed time to comply with, or to complete, any of the conditions
aftached to this caution, | will be liable for prosecution for the offence(s) outlined above and
this signed form may be presented as part of the case against me in a court of law,;

| will inform the contact shown above without delay if: | am unable to comply with any of these
conditions and explain why or | change my normal place of residence, as recorded overleaf;

2

~—

3

4) That the conditional caution may bhe disclosed, when appropriate, to certain potential
employers, or in connection with any future criminal proceedings;

A record of this conditional caution will be kept;

—

5) Where one or more of the above 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 requirements of Part 2 of that Act (commonly known as the Sex Offenders
Register);

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

7) lunderstand that a victim may still take out a private prosecution or civil action against me.

The Police may disclose my details to a victim for this purpose.

~—

Signature of PErSON CAUIONE ...t es et ne s

Signature of appropriate adult (WASKE GRPIICEIIEY ..o s

Caution administered By ... Rank & No. fJobtitle: ...l
Station: ... Signature: .
TelNob. s am o ang DEtE: i v s o e S e et s st e i e

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

| herehy certify that the conditions shown above have /have not been completed satisfactorily
(aftach any relevant evidence in support of this).

Rank & No. fJob title: ...

Name of officer / authorised person finalising the caution: ...

Station: ... Signature: ...

TN s nasamn aa Date: s amaiga

RESTRICTED (when complete) Page2or2
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MG15 RECORD OF INTERVIEW

The purpose of this form is:

e 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) | [M
RECORD OF INTERVIEW
A record of
| _» [ URN | | | | interview is an
exhibit and
Person interviewed: Police ExhibitNo:
|+ — should be
Place of intendew: <« | produced by the
Date of inteniew: Skeature of Itz vk wer procachg exibit person Creating
Time commenced: Time conduded: Duration of interview: the interview
Audio tape reference nos.: Visualimage reference nos.: reCOI'd.
Intend eve(s):
Otherpersons present:
Tape Person Text
counter speaking
times
The body of text
should include:
o Admissions
o Main salient
points
o Aggravating
factors
o Mitigating
circumstances
- e Significant
silence etc
o Summary
o Special
Warning
o Offences TIC
= 4
/
SHANERUIBIEY. ..oooevveeeoeeveeeseeseeesee s sssse s
2 RESTRICTED (when complete) fogg fon2
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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

o 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)

EVIDENCE OF DEFENDANT'S BAD CHARACTER AND / OR DANGEROUS OFFENDER INFORMATION
Information required for an application to the court by the CPS

TR S S —————————— T
Evidence of Bad Character (BT i 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 convictions for offence(s) of same or similar description (same charge /indictment) or category;
+ The commission of any other related type of ffences (even where not of similar description orinsame categony);
+ The defendant's untruthfulness, e.g. convicions for perjury offences, deception.

Dangerous Offender (DO )information (Information for sentencing —specified offences of sex /violence)
# List below information for the sentencing court when assessing whether the defendant poses a significant risk to the public of serious harm.

Brief details of charge(s) or N Relevant Evidence / hfcrmation
proposed charge(s) BC | DO [=  Previous convictiors: include more detailed information than cortained on PNC prirtout, ie. MO, plea entered, conourrert charges,
other disposals (TIC, cautions, reprimands and final wamings, PNDS), previous defences used (fknoun).
= Evidence oriy ion (otherf ictions} includes i i , avquitals, i previous
i against incidert i i i i

oo
(Atmch reievan =ton)

oo
(e reeia @ton)

oo
(Amch relev@ntaX umeniaton)

oo
(e reeanacumenaton)

Officer completing form (rark, number or job tile) Duty Prosecutor / Reviewing lauyer

Name: Date:

Name: Date:

“Hay e 200k i 8 o BOTH Bad Chara ecw and Dan qarou s OFFandar YO WSIONS (6 86k DOK/S) 25 30X AT

RESTRICTED (when complete) i
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MG18 OFFENCES TAKEN INTO CONSIDERATION (TIC)

The purpose of this form is:

To list those other offences that the defendant has agreed to have taken into consideration
(TIC) when appearing at court for other offence(s) charged.

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

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

RESTRICTED (when complete) ik
OFFENCES TAKEN INTO CONSIDERATION
Page No.......... of i

Defendant (full name): URN | | | | |
Pleass note the following:
Charged /Indicted offence(s):
For hearing / tial at: on:
1. The attached schedule gives pariculars 3 offences, which you have admitted committing but hawve

notbeen charged with.

2. If you 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 or any of the offence(s) in the attached 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
consideration, those offence(s) may resultin further prosecution(s).

4. If you wish to volunteer any further information concerning any of these other offences you may do so in
writing, efther at the bottom of this form orin a separate letter. Ifyou prefer, you may ask a police officer to
take any statement you may wish to give.

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

Receipt to be signed by the accused

Record here any
comments that
accused makes
when signing the
receipt.

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

P
No. | CrimeRef. [ Place Date of Details of offenca(s) Name of | Property COURT USE
o. committed | offence | For EACH offence: vietm | (a) Value ONLY
o record PNLD offence code; (b) Recovered Accepted at
— | « relevart fastors —voluntary admission, vulnerable victim, ete. (¢) Damaged court?
[P+ if compensation is required attach MG13. Y or'N

A

Signature of defendant

Rile off any remaining space aterthe st TIC has

201011

! and ingite the igr finalentry (rpeat

RESTRICTED (when complete)

where there & more than one sheet).

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 should be
listed in chronological
order.
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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:

¢ 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.

RESTRICTED (when complete)

APPLICATION FOR COMPENSATION

For Police Use

e Loen [ [m [ [

Offence: Date of offence:

Compensation form — notes for quidance

For queries regarding completion of this form, contact the Witness Care Unit (WCU):

The offence for which proceedings have been instituted may give rise to the guestion of

compensation .

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

date page 3.

It iz very important that this form is completed as soon as possible. If sent to you by post it 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 heing made on your

hehalf. If you do find that you 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 authority 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

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

It is important that you provide documentary evidence to support your claim. This means that
copies of receipts, estimates or bills shoukl be provided wherever possible. Property
recovered by police but not yet returned to you (due to it being used in evidence) should not be
claimed for, as this will be restored upon completion of the court case. If your case involves a road
collision, it is important that you provide us with details of your insurance company so we can liaise
with them during the prosecution.

Name and address of your insurance company:

Policy No

Description of tem(s) stolen/damaged*: Costs of replacement or

repair (including VAT).

Total:

201011 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

to be retained b
RESTRICTED (when complete) . f y
police. Copies to
CPS should be
edited so as to not
B. Other expenses ncurred as aresult of the offence 2 B
_ . - o disclose the victim’s
This relates to any loss of earnings (f you had to take unpaid time off work due to injuries [ +——
sustained), taxi fares or hospital expenses incurred as a result of your injuries. 4| address.
It is important 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 losslexpense® Amourt:
Total:

C. Personal injury (include an injury sustained as a 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 WCU informed of your condition
as the case progresses.

The police can only oktain medical evidence on your behalf if you have signed a medical consent
form which authorises us to do so. We can then contact the hospital, your GP or dentist and ask
them to provide a statement detailing your injuries and treastment. The police officer in charge may
have already asked you to complete a form. If not, please contact the WCU as soon as possible.

Describe yow injuries®:

Details of medical reatment received*:

Date(s) of hospital sttendance:

Name of consultant/doctor:

[*Please 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 is important that you tell us of any claims you have already made or intend to make via your car /
home / medical insurance. Please ensure that a copy of your claim form and f or the company's
reply is attached to this form.

Name of insurance company:

Address of inswance company:

Policy number:

Loss of 'no claims bonus'? Yes [ Mo [0 If 'Yes', please give amount:
Excess on policy? Yes [ Mo [ If 'Yes', please give amount:

Confirmatory letter from insurance company attached? Yes [ No [

Details of claimant

Name:

Address:

Home telephone: Mohile:

E-mail address:

Victan Personal Statement (VPS)

You have the right to make a VPS. This is a record of the impact that the crime has had on you
and your family. t gives you a chance to explain, in your ovwnwords, how the crime has affected
you, whether physically, emotionally, financially or in any other way. If you have not already made
a VPS and you wish to do so, contact the WCU on page 1.

[ RESTRICTED (when complete)
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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 illness, 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.

RESTRICTED (when complete) ‘

FURTHER EVIDENCE / INFORMATION REPORT

=]

To: Crown Prosecution Service URN I | |
Office:

R

MNext court date: at:

Offence(s):

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

P Submitted as indicated

Exhibit list (MG12) Witness statement (copy) (MG11)

Forensic Evidence (including MG21 / MG214) Witness statement (original) (MG11)

Bad Character / Dangerous Offender (MG16) O Outstanding case f revocation order
details (state below)
Case file evidence & information (MGE) O Proceedings finvestigations outstanding
CCTV —tapes /discs O Proceeds of Crime Act (POCA) (MG17)
Compensation — receipts f estimates (MG19) O Prisoner production copy order
Conviction memorandum (certified copy) O  Record(s) of interview (MG15)
Custody record (copy) or updated copy O Recorded interviews (video /tape / DVD)
DVLA printout O Special Measures Assessment (MG2)
Defendant previous convictions f cautions etc. O TIC schedule(s) (MG18)
Disclosure (MGEE / MGEC / MGSD / MGEE) O witness availability list updated (MG10)
Drink drive forms roadside f hospital f station o Witness list updated (MG3)
procedure
Exhibit (copy documents) O wWitness previous convictions / cautions
O
O
O

Medical report / Surgeon's statement (copy) Other - specify

\‘Further information fremarks (continued on separate sheets if necessary)

Officer in case: Rank & No. [ Job title: Date submitted:

RESTRICTED (when complete)

201001

EEEEE BE O

EE E E

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:

To accompany samples submitted for forensic examination
To provide an audit trail
To request provision of details on specific points to prove the case

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

Unique Reference
Number (URN) -
required on each

page.

RESTRICTED (when complete)

SUBMISSION OF WORK FOR SCIENTIFIC EXAMINATION

—a| | | | |

Insert details of
reviewing
lawyer where
known.

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

1. Pdlice Crime Reference Number: 3. FSP Reference Number:

(FSP Use Onhy)

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

Must accord with
Force protocol.

Aspects of submission required URGENTLY

> D Refer to secticn 10

Authorised by MEan U P s N U A RS

Rank £Job TRIE: .. «...ovivsmesdiinestniseitrsnesdoasesdsans

Date / Authorisation Stamp

Wior any reason the cimunstances inthis case change orthe case is discontinued and the forensic evidence is no bnger
required thenthe FSP showld be inmediately informed by Tacsinile or e-wail. <

RESTRICTED (when complete)

Early notification
of changed
circumstances or
discontinuance
will save time and
resources for all
agencies.
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RESTRICTED (when complete)

o[ T ] |

Include between times
and/or dates where
applicable.

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 ?

o Does it form part of a
serious investigation ?

o What are the major lines
of enquiry?

e The result of pre-charge
CPS advice.

¢ The points you want the
FPS to prove.

o The crime scene
assessment.

¢ 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).

7. Circumstances of hcident(s)

[ suspect ) idertified [ Mo suspeat ) idertitied

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

... Contiree onsepaake steet ¥ recessary

b) What account (if any) has been given by the suspect (s), [specify who] indude admissions, denials,
defences etc

............................................................................................................... Contiree onsepanale steet ¥ necessany

c) Add any other relevant information eg an account provided by the subject (s) [specify who], other
aggravating factors or whether there is there a child vicim, wulnerable fintimiated witness involved?:

8. What zre the paintsto prove?

What are the reasonzble lines of enquiry and / or the evidential points to prove (2.9. whether ornot sexual intercourse
occumed between the suspect and complainant, whether or nat the suspect is the person who broke the window). These
issues should reflect the advice, the case straegy and the decisiors that have been agreed between the investigator,
prosecutor and, where appropriate, the forensic sciertist. Specifythe aspects of the examination necessanyto support a
charging decision.

o ContiGUE O Separate sheet i recessary

¥ior any reason the cimumstances inthis case change orthe case is discontinued and the forenstc evidence is no bonger
required thenthe FSP should be inmediately informed by 7acsinie or e-wail.

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.

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.

¢ Auto crime and
burglary involving
fibres

o Offences involving
broken glass

o Offences involving

footwear impressions.

RESTRICTED (when complete)

URN: I I

matenial:
Sexual Offences

NFFID Form

9. bdditicnal Pformation attachedto this form
indicate what this is by etherticking the relevant box (es)below or by describing the nature and relevance of the

O
Oe— |
O

Scene Examiner's Report

Photographs / \tsual records

Firearme Safety Fom I:] Plans

Toxicology Form I:] Witness / \etim's Staemerts D

DNAMgtch Report D Critioal Success Factor Forms 3, D
her (please specify)....

—

CCTV, crime
scene video
etc.

10. Contact with FSP

aspect tothe work:

Deceased / Mctim /Yitness number
(1, 2 and /or 3 ete, if applicable)

Has the work been dk

If ¥ ESto whom does the urgert aspect relate?

Fee aspects of the submission required urgenthy? Y /N

It &5 advisable to cortactthe F SP before submission where thereis NO SUSPECT and / or where there is an URGENT

d with any rep
If YES - Provide the time, date and name of the F$P representative: I
Specify any related Police or FSP reference numbers: |

Suspect number (1, 2 and/or 3 e, if applicable) El:l:[l (Referto section 12)

ive ofthe FSP? Y /N

Provide FSP reference numbers of any previous submissions (e.9. related DNAcrime stain submissiors):

D.0.B:
Occupati

*16 Point + 1

...."Bthnicty code:

quiSdmamme: il ARl Forename (s S i i e e an MJ/F
D.oB: L E PENA 3 Deceased /Mctim / Witness / Subject for Bimination {Welde as applicable)
QOceupation:............. ...."Bhnicty code: ... PNC Waming Signs..........ccoeeeenn
2.8 E F £=3 SOT USRS RRRSRRRORI MIF
D.o.B: L Y R D Deceased /Mctim £ Witness £ Subject for Bimi (dekte as applcable)
Occupati ..Bhnicty code: PNC Waming Signs........ccccveeeens
FOrename(s.....coouvireeiiiireeieineee e MIF

Deceased /M\ctim / Witness / Subject for Bimination {delete a5 applzadle)
PNC Waming Sigres

RESTRICTED {when complete)
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MG21
12. SUSPECTKEY DATES lete ONE ect Include all
- complete persusp |
—] forenames
<« |
Suspect Number of SUMBME ... FOrenameE). ..o
Date of: Bl zcl 2 il e e e e R e PNC uwiaming Signe-c sl s el il s iie o sl s e ian e e el e
DoCUPatIoN:: .« iseiii it s siie i eaidnpasain oo Bthnicity code (16 + 1)............. A t/S
I
" P est/summons
Date of Amest...........ccoeviiiiiniiiniiinnd Time of Amesti......ooooiiis AfSnumber.......... <1 number must
DNA PACE sample barcode refererce (beginning 96 or higher) | | | | | l | | | relate to this
pro ] vo[] pro [ particular
suspect.
[:I KNOWN SUSPECT — NOT YET ARRESTED
Date agreed for despach of work after discussion withthe FSP | |
Y
D PRE-CHARGE — ARRESTED [cumerdyin police custody) \
Date agreed for despach of work after discussion withthe FSP | | \ Al relevant target
D PRE-CHARGE AND ONPOLICE BAILED TO RETURN dates must
Ratum: Bl date l ] correspond with
Iteme for examinaion to be received & the FSP Laboratory by [ ] those recorded
Date agreed with the FSP by which the necessaryreaultsto assist on MGG
the chargng decision will be despatched | l
[[] CHARGED AND BAILED TO COURT
Date Charged [ I
Date fixed for service of the prosecution case (fknown) I |
Next key court date (e.g. Trial Date) I I
[:l CHARGED AND REMANDED IN CUSTODY
Date charged I I
Date of next remand hearing I I
Agreed action date forfull code test (if applicable) I I
Date fixed for senvice of the prosecution case (fknown) [ l
lterrs for examinationto be received athe FSP Laboratory by I I
Date agreed with the FSP by which the necessary reaults will be [ ]
despatched
D POST PLEA REQUIREMENT
Date agreed between the Prosecutor andthe FSP by which any
additiond examinations and / or evaluative repots will be despatched I I
Wior any mason the cicumstances it this case change orthe case is discontinued and the forensic evidence is no bnger
required ther the FSP should be inmediately infomed by facsinie or e-wai.
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.

Must correspond with exhibit

RESTRICTED (when complete)

ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)
All tems st be propedy packaged and iabeiled to preserve the integrity of the evidence
(The exhibit number and description given below must comespond with the exhibt label. Include barcode reference number of al PACE and \blunteer samples)

FSP Reference Number: URN | | I I
Serial No. | Exhititor | Exhitit Bag Deseription of ftem(s) This item reates to: Date andfime | Name of perscn
Barcade | Seal No. (Subject orlocation recoverad from) found /taken seizingitem
(DNA) Ref.
<
<

Full but concise
description. No
abbreviations.

items.

>

label. L

nghllght any SUC-h rlSkS In »  Any known health and saie&ynsks eg. ﬂads Hepatitis, Scaales ete rrust be stated ~the notification shuudbe provided as SECTION of the description of the item to whichit
column for description of ¥ applies.ller separate sheet

be appropriately packaged and labdled. For advice on these matters
SRRtk vy member of SN SameRt

Method of delivery: By Hand[] Couriers D Registered / Recorded Pos!D (FSP use only)
Person receiving at FSP

Pii

Seal numbers:

Name of person delivering (block letters):

ignature:.

Rank ZJob Title: ign att

Date: FSP Date Stamp

Indicate hereif the SID / Exhibits Officer needs to be contacted priorto the return of any exhibits to the force [
wtorany e orthe case anine

torger FEP SO,

RICTED (when complete)

Page: ol

oy fassitie o E-mail.
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RESTRICTED (when complete)

ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)

items mustbe propery packaged and labelled to preserve the integrity of the evidence
(The exhibit number and des!:nmlon aven balow st cormeapond uihthe exnibt iabe, Inlude barode referance number of al PACE and blunteer samples)

FSP Referencs Namber: L | | I | |
SeriaiNo, | Exhititor | Exhibit Bag Deseription of Rem(z) This ftem rastes 1o Tiate ard ime Narne of
Barcode | Seal Mo, (Subjact or location recoversd from) found ftsken perscn
(ONA) Ref. seizingitem

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

Seal numbers:

Person receiving at FSP

Print name:
Name of person delivering (block letters): Signature:
Rank Job Title: ignat Date: FSP Date Stamp

ndicats hers ITthe SI107 Elhlblh Officer nsed s to be contactsd prior to the rstum ofany & shibits to the force []
aror an

anyreason case change o he cace Is docon 1 e 1570 longer required Ten e FSP vl for med by facsimie o E-mal.

RESTRICTED (when complete)

Page.......of...




Manual of Guidance 2011 - Section 3

items
(The exhibit number and descrition Swen belas et comiepond S e EYRIE Tsbe relods bamods erames Pt of 3 PACE and Vblunteer samples)

RESTRICTED (when complete)

ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)
mustbe propedy packaged and iabel v the integrity of the eviden

v [

FSP Reference Number:
SerialNo. | Exhibitor | Exhitit Bag Description of ftem(s) This ftem reates to Date and time Name of
Barcode Seal No. (Subject or location recovered from) found /taken persen
(DN Ref. seizing item

Method of delivery: ByHand [] Couriers []  RegisteredRecorded Post []

(FSP use only)
Person receiving at FSP

Seal numbers:
Print

Name of person (block letters): Signature:

Rank Aob Title: Signature: Date: FSP Date Stamp

ndicats here ITthe SIO/ Eshiblts Officer need s to be contacted prior to the retum ounpxl\lblh‘o thetorce []

B2 FSP sl

anyreacon

RESTRICTED {when complete)
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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

0 0 N

SECTION A - Pdlice and FSP reference numbers

Police Crme Reference Number:

SECTION B - Additional |aboratory examination f work required as aresult of:

[] #dditional exhibis (see items for examination page) [] Further information inthe case (specifyin Section E)

D Additional deceased / victim Jwitness |:| Additional suspect(s)(See Key Dates pages(s))
(specify in section D)
Other reason (spechy precisaly wha

SECTION C - Pricrity and authorisation

No Suspect | Known Suspect — | Prechame Prechame and | Charged and Charged and Post plea
not yet arested amested in police | police bail to bailedto cout | remanded in requirement

Supervsory authorty for submission:

| Aspects of submis slon required URGENTLY
e 8/ Rank #ibob Tithes: 50 e Sns s ot o ol s et Sona et | Cantact SPprior to submis slons

Date / athorisaion {amp

(consecutive numbedng from pre viows submission)
FOrenamels). ...
Deceased / \ictim / Winess / Subject for Bimiartion

16 Polrt+1

SECTION E - Newinforamtion relating to the drcumstances of the case and additional points to prove

RESTRICTED (when complete)
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w1 1]

SUSPECT KEY DATE - complate ONE persuspect

Suspect Number of SUIMBIMNET,sssessiassessssssassssssasasssasssss FOTBIAIMELSN S o sessssasisasssassasaseassssssnumssnss

DNA PACE sample barcode reference (beginning 96 or higher) | | | | | | | | |

PPO D Yo D PYOD

D KNOWN SUSPECT — NOT YET ARRESTED

Date agreed for despach of work after discussion withthe FSP | |

D BEFORE CHARGE — ARRESTED [currentlyin palice custody’
Date agreed for despatch of work after discussion withthe FSP | |

D BEFORE CHARGE AND ON POLICE BAIL TO RETURN

Retum Bail date [ |

fterms for examinaionto be received & the FSP Laboratony by I I

Date agreed with the FSP by which the necessaryresultsto assist
the chargng decision will be despatched I |

D CHARGED AND BAILED TO COURT

Date Charged I |

Date fixed for senvice of the prosecution case (ffknown) | |

Next key court date (2.g. Trial Date) [ I

D CHARGED AND REMANDED IN CUSTODY

Date charged

Date of next remand hearing

Agreed action date forfull code test (if applicable)

Date fixed for senice of the prosecution case (ifknown)

ftems for examinaion to be received a the FSP Laboratony by

Date agreed with the FSP by which the necessary results will be
despatched

D POST PLEA REQUIREMENT

Date agreed between the Prosecutor andthe FSP by which any
aditional examinations and /or evduative repots will be despatched I I

¥ior any reason the o irethis case change orthe case is discontinued and the forensic evidence is mo bonger
required ther the FSP should be inmediately informed by facsimile or e-wail.

RESTRICTED (when complete)

200607 (1)
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RESTRICTED (when complete)

ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)

i ibems mustbe proped y packaged and labelled to preserve the integrity of the evidence
(The exhibit number and descnptlon given below must comespond with the exhibt label. Include barcode reference number of al PACE and Vblunteer samples)

FSP Reference Number: URN | | | | |
Serial No. Exhitit or Exhitit Bag Description of tem(s) This item relates to: Date and time Name of
Barcode Seal No. (Subject orlocation recovered from) found /taken person
[DNA) Ref. seizingitem

By known health and safetyrisks e g. fids, Hepatitis, Scabies etc must be stated —the notification shoud be provided as SECTION of the description of the item to whichit
applies, fuler details being supplied on a separate sheet if appropriste. NB Sharp /hazardous items must be appropridel y packaged and labdled. For advice onthese matters
contact any member of Scientific Support

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

Person receiving at FSP

Seal numbers:

Print name:
Name of person deliverng (blodk letters): Signature:.
Rank /Job Title: Signature: Date: FSP Date Stamp

Indicate hereif the SI0 7 Exhibits Officer needs to be contacted priorto the return of any exhibits to the force D
Wlorany mason the cicumsiances nrithiscase change orthe case s discontinued and the forensic ewdence &5 mo lorgermquiredthen the FSPshowd be inmediately iformed by facsimile ore-mail.

L EAY AN
RESTRICTED (when complete)

Page No.....




