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The PNC User Manual, version 12.01
For Use by Authorised Staff Only Foreword

FOREWORD

The PNC Manual describes the functionality of the Police National Computer and sets the
national standards by which the system must be used. The principles of using the PNC
effectively and legally are enshrined in the statutory document The Police National Computer
Code of Practice, which became mandatory in January 2005. Every attempt has been made to
distinguish operating practices and data items that are optional from those which are not and,
where appropriate, to include references to legislation and policy.

The importance of the Police National Computer as the cornerstone of the UK Criminal Justice
System, as the primary source of information for operational policing and as an invaluable
intelligence tool, cannot be overstated. In view of its current and future links to other police
systems, such as the Police National Database for Images, E-Borders, IDENT1, and the
Schengen Information System (SIS II), it is essential that the data itself and the processes by
which it is managed conform to the rules and guidelines contained in this Manual.

David Pryde
Assistant Chief Constable, Hampshire
March 2012
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 04.01

Cover Corporate PITO cover

Version Control New feature

List of Changes New feature

Amendment Request Form New feature

1 1.2 Manuals circulated by email

1 1.3 New mechanism for proposing amendments

1 2 Updated statistics, categories of user, links to other systems
1 2.6.2 Additional uses of and advice on Vehicles application

1 2.6.4 Arrested added to categories for which fingerprints are taken
1 2.6.5 Rewritten due to advent of CRB

1 3.3 Inclusion of references to Drivers Licences and Firearms data
1 4.3 Renaming of Data Control to BMS; new scheduled batch jobs
1 5 Renaming of NPT to Centrex; course details updated

1 5.3 Rewritten section on Training File

1 5.6 New contact details for Centrex

1 6.5 New procedures for resetting passwords and unbarring User-IDs
1 6.7 New section on access control transactions

1 7.1 New types of entry in TCODE field found in Transaction Log

1 7.2 New types of terminal name

1 9.1 Procedure for MLOG searches beyond 12 months in the past

1 14.2 Updated description of the communications network

1 14.3 Updated description of operational computer systems

1 15 Updated information on DCT, LFC and interface access to PNC
1 Appendix 1 Amended entries for CCA, DfT and VED

1 Appendix 1 New entries for CJX, CRB, OIC, PH, PICTTS, PSNI, SIRENE, SIS
1 Appendix 2 Additional information on Ethnic Appearance codes

1 Appendix 4 Expanded list of contact details, including email and web addresses
1 Appendix 5 New list of transaction codes

2 1 Addition of Motor Insurance

2 1.2 Updates to Direct Export, New V5 Issued, Personal Export

2 1.3 Update to As Notified by Police/Local Authority

2 3.6 Advice on monitoring cross-referenced records and on LOS reports
2 5 Policy on pairing LOS/FOU reports before deletion

2 6.1.4 New section on Motor Insurance

2 6.1.5 New paging in #VE and #VM

2 6.2 New code #VK

2 6.4 New guidance on use of #VC

2 6.9 New code #VL

2 6.11 Additional information on #VF

2 7 New description of VODS indexing process

2 7.5 Fuller description of the Match Unknown facility

2 8.1 Clearer policy on unknown VRMs in Police Records

2 8.2 Additional policy information on LOS/FOU pair deletion

2 9.8 Additional advice on start of incident date range

2 9.18.4 New section on handling cloned vehicles

2 9.20 New section on MO Keywords in Vehicle reports

2 Appendix 1 Inclusion of TWO-TONE

2 Appendix 2 Addition of Curtain-sided, Mobile Pump, Tel Material Handler
2 Appendix 6 Procedure for requesting insurance checks from MIIC

il
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 04.01

3 3 Clarification of data content, with mandatory fields highlighted
4 1.3 New advice for avoiding ambiguity with names in Broadcasts
4 5.1 Definition of blanket enquiries

4 5.4 Additional information about port warnings

4 5.5 Email facility for notification of unexpected service interruptions
5 2.1 Additional information about historic postcodes

5 2.4 Hays DX number replaces Telex number in #QF

5 2.8 Email address replaces Telex number in #QS

5 2.8 New reference to PNC Liaison Officer contact details

6 1 Clarification of search parameter options

6 3.2 Clarification of permissible search parameter combinations

6 3.6 References to lists of terminal name and transaction code formats
7 2.5 NPDNAR - DNA audit print

7 2.6 NPIMP] - Impending Prosecutions data extract

7 3.1 DL600] - Drivers batch update

7 3.9 NP410] - FP destruction print

7 3.11 NPADDR - Address statistics and data extract

7 3.17 NPPAFB - Postcode Address file batch update

7 3.19 NPPOF1 - Persistent Offenders report

7 3.20 NPPRST - Prosecution statistics

7 3.21 NPPYOM - outstanding PYO report

7 3.29 PR605] - Firearms download

7 3.30 PR750] - Property descriptive search weed

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 04.01

5.4 Additional Training Records
5.7 Refresher Training

7.2 Terminal Identifier

14.3 SAP Connections

Appendix 1 DPP deleted
Appendix 3 DCT Fault Finding Procedure
Appendix 3 World Manufacturer Identifier table deleted
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 05.01
2.1 HM Customs & Excise moved from section 2.2
NAFIS added to the list of applications that interface with PNC
Crimelink added to the list of current applications
Batch and media services now undertaken by Operations staff
Operations replaces references to Batch and Media Services team
, 6.5, 6.7 #SZ for unlocking Directly Connected Terminals
Email addresses of authorised persons may be registered
. Additional terminal naming conventions
12.4 Security Classification of PNC on-line and batch output
Appendix 1 CCA amended; new entry for NFLMS
Appendix 4 National Method Index inserted
Appendix 5 #SL amended; #SZ, #Z1-#75, @NE, @NP inserted
1.5.1,9.17 Advice about auditing of Blocked markers

NOOANWN
NOOWWHERF~W

1.5.4 New section on the RETENTION VRM marker

3.1 Recording Police Reform Act 2002 Warnings in INF report
3.6.3 Recording Model details in report text of Motorcycle records
8.2,9.1.1 Addition of LOS to an existing FOU report

9.10 Specific reference to Quad Bikes

9.18.4 Additional sentence about the confirmation of INF reports
Appendix 4 Updated entries on Government departments

3.6 Amended definition of Calibre

Appendix 1 Additional information about stolen unregistered Quad Bikes
3.2 Postcode added to list of Primary Input data items

1.1 Email addresses of authorised persons may be registered
1.3 New section on Security Classification of batch output
3.27, 3.34 PR602] and VE602] now run on Mondays

3.35 VDS now receiving vehicle theft/recovery notifications

NNNNNOWWNNNNNNNNRERERERERERRERREREREEBEERERE

Appendix 1 Computer Operations replaces reference to Batch & Media Services

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 05.01
7 3.35 ABI no longer receiving vehicle theft/recovery notifications
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 05.02

4.5 Internal PITO reorganisation

12.2 Additional details on responsibility for PNC data

12.6 Reference to force Information Security Officer included
13.7 New section on requests for no disruption to PNC services

Appendix 4 New details for MOT Certificate Database, TER and VOSA
Appendix 5 Implementation of #SC for User-ID creation
Appendix 6 Form for requesting no disruption to PNC services

1.5.2 Amended reference to Appendix containing useful contact details
1.5.3 Void marker on vehicles with Certificate of Destruction

3.1 S59 Warnings in INF report cross-referenced to LOCATE TRACE
6.1.5 New section on MOT EXPIRY field

6.1.6 Paging options added to #VC, #VL, #VP and #VR

6.11.3, 7.5 #VH no longer restricted to PNC and Centrex staff

7 VODS index file now updated four times per day

7.5 Extra text in definition of Match Unknown Models

8.1 VRMs in Police Records can no longer comprise letters only
9.13.2 New section on Vehicles removed by Local Authority

9.18.4 Updated and renamed section on Cloned Vehicles

9.18.5 New section on INF reports relating to Firearms

Appendix 4 New entry for HM Revenue & Customs; list made alphabetical
1.4 Revised paragraph on Hybrid Property

Appendix 1 Corrected entry for Jack Hammer

28&3 Electronic CSV output now available for several batch jobs

2.1, 2.2,2.8 3 or 4 digit Fce/Stn input allowed in ND200J, ND240], Nw200)

NNNSNSNSNSNSNWWNNNNNNNNNNNNNEREREREREREEE

2.8 Inclusion of SISID in output headers of NW200]

2.9 Sample Size and Confidence Level added to NW210] parameters
2.13 REASON parameter had been erroneously omitted

3.10 NP701 now produces printout sent to forces (from November 2005)
3.34 VIC now receiving vehicle theft/recovery notifications

Appendix 2 New version of Security Administration Form

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 05.02

1 4.3.4 Batch job NPPYOM is no longer run

1 6.3, 6.5 Service Desk no longer unlock directly connected terminals (DCTs)
2 Appendix 5 Deletion of “at Swansea” in reference to DVLA computer

7 3.21 NPPYOM deleted; subsequent sections have been renumbered

Vi
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 06.01
5 Update on training standards and accredited trainers
6.6 New reference to Security Administration Update Form
6.7 Indirect reference to #SC for creation of User-IDs
Appendix 4 New details for Buckley Scott, Datatag ID and Thiefbeaters
Appendix 5 Inclusion of #DQ, #DU, #D1 and new Firearms transaction codes
1 Royal Military Police renamed Service Police Crime Bureau

DVLA markers Scrapped, VEL Void, V23 Submitted amended
, 9.16.1 Use of RES report for emergency service vehicles
1 Electronic VODS output available via Force printer
2 New section on extended facilities within #VH
Definition of unregistered vehicle when creating Police Record
Emphasis that addition of LOS or FOU to create pair is essential
Vehicle reported stolen in different force area to the theft
Content of text field when number plates are stolen
Use of INF report for recently sold police vehicles
Vehicle stolen abroad and reported to a UK force
Property item reported stolen in different force area to the theft
GR and PP added to IM parameters; DP and MN renamed
Additional text in description about NP701 now producing printout
Additional text in NPWARM due to retention of some acuittals
PR820] - Plant Download
Cartridges replaced by email for most recipients
VE604] produces print when vehicles with LOS report are scrapped
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Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 06.01
Appendix 4 Contact details for National Method Index

1.2 NEW V5 marker no longer to be displayed

1.4 Reference to records with SA99 1LB postcodes (none now exist)
1.5.3 Redundant text under VOID CHER TRAN deleted

3.1 Message suggesting contact with TER no longer to be displayed
3.22 NPWSIM no longer deletes records due for weeding

3.35 Car Watch UK not receiving vehicle theft/recovery notifications
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 06.02

1 Appendix 1 New entries for BIC, FIND and ViSOR
1 Appendix 4 Contacts for ACRO, NIS Weeding Team and SIS
1 Appendix 5 Inclusion of #DE and various NSPIS and FIND codes
1 4.3.4 Title of NPWSIM batch job amended as it no longer weeds
1 5 Various updates relating to Training
1 7.2 SRG terminal type added; LFC no longer in use
1 14, 15 Inclusion of STIF Replacement Gateways
2 7.6 #VR shows the most recent search at the top of the list
2 9.4 Three new recipients of vehicle theft/recovery notifications
2 9.18 Suggestion to include generic “.pnn” email address in INF reports
3 3.3 Container Number should be the BIC Number where known
3 8.1.2 #PM shows the most recent search at the top of the list
6 2 Expanded description of Transaction Code field in TLOG
7 2, 3.15, 3.19, References to floppy disk changed to CD
3.31
7 2.2 Amended Output Types for ND240]
7 2.12 UT500] can search transaction types beginning @ or +
7 2.12 UT500] can search on truncated strings of Primary Input Data
7 2.13 PFI replaces X400 in UT700] search parameters
7 2.13 Changed functionality in ORIGINATOR/COLLAR NUMBER field
7 3.4 Run frequency of ND020J now specifies January and July
7 3.35 Three new recipients of vehicle theft/recovery notifications
Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 06.02

1 6.6 Service Desk processing emails 0800-1700 Mon-Fri (now 24 hours)
1 14, 15 References to STIF, IMDN and X.25

2 6.1.4.3 Insurance state NO is no longer a valid entry

2 8.2,9.8 Matching LOS/FOU pairs no longer generate ANPR hits

7 3.22 WEED deleted from title of batch job

7 3.35 VDS no longer receiving vehicle theft/recovery notifications

viil
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 07.01

Cover Corporate NPIA cover

All PITO & Centrex references changed to NPIA

1 1.1, 12.3 References to MoPI and Code of Connection inserted

1 2 Updated information about PNC terminal connections

1 2.1 Serious Organised Crime Agency added

1 2.3 NFLMS added

1 2.6.4 Reference to NAFIS changed to IDENT1

1 3.3. CJ Arrestees added to list of categories held on Names database

1 4.3 Increasing use of electronic batch output and updated statistics

1 4.5 Buildings security and facilities management added

1 6.2.2,6.2.4 Additional information about validation and renewal of passwords

1 7.2 Terminal naming conventions for IDENT1 and FIND added

1 13.3 More specific information about descriptive searches

1 14, 15 Minor updates, O, changed to Macquarie and S-170 to $S-190

1 Appendix 1 New entries for NPIA and SPSA

1 Appendix 4 Updated contacts for NPIA and SPSA; new entry for NCALT

1 Appendix 5 New entries for #DN, #D4, #LE, #NR and #P5

1 Appendix 6 New list of Force Codes

2 1 Addition of MOT and Vehicle Excise Licence fields

2 3.1,9.13.3 Use of REM report to record removals made by private contractors

2 5,8.2,9.16.1.1, Lifespan of INF and RES reports may be extended manually
9.18

2 6.1.6 New section on VEL Serial Number and Expiry Date

2 6.7.1 Extra valid combinations of missing characters allowed in #VP

2 6.8.4 Abbreviations used in #VF and #VR Summary Screens

2 7.5 Clarification of multiple DVLA marker searching in VODS

2 9.20 Some ANPR systems can search on vehicle keywords

2 Appendix 5 Additional information about new style V79 form

2 Appendix 6 Revised MIIC forms for DPA 1998 s5.29(3) exemption requests

6 2,3 References to LFCs changed to SRGs

6 3.6 PFI messages now generate entry in Transaction Log

7 2.3 NP230] output now available in CSV format

7 2.5 New DNA ISSUES REQUIRED parameter option in NPDNAR

7 2.6 NPIMP] has capability to produce output in CSV format

7 2.9 NW?210J can search on LOCATE/INFO and various new ORDERS

7 3.14 URN printed for Scottish records

7 3.21 SCRO changed to SPSA

7 3.23 Specification of when NW001J weeds LOCATE/INFO and ORDER

7 Appendix 1 New version of Batch Services Authorised Signatories Form

7 Appendix 2 New version of Security Administration Form

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 07.01

1 2.1 NCIS and National Crime Squad deleted

1 4.5 Finance, project support, product management, IMPACT deleted

1 7.2 LFC terminal type

1 Appendix 1 PICTTS and PITO deleted

2 6.1.5 Wording made redundant by completion of MOT rollout

2 6.4 #VC no longer excludes Blocked and Police in Confidence records
7 3.23 NWO0O01] doesn’t weed records with expiry date same as run date

1X
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 07.02

1 Appendix 4 New contact details for SPSA

1 Appendix 5 New entries for +DC, +DN, +DP, +DS and +ND

2 6.7.1 Minor improvements made to wording of #VP search criteria

2 6.7.5 Separated and revised section on choice of #VP output

2 7.5 Use of FOREIGN police marker in VODS

2 7.6.2 Limit on number of records VODS may return now shown in #VH
2 8.2 New warning screen when report deletion will delete whole record
6 3.2 Forces 01 and 02 treated as one force in Originator search

7 2.6 NPFCHR added; subsequent sections have been renumbered

7 2.7, 2.10 New body parts included in NPPHSR and NW240)

7 Appendix 2 New version of Security Administration Form

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 07.02
None
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The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 10.01

1.2 PNC Manuals are available via POLKA

Revised wording for section on outline of the system

Access Northern Ireland added

Data now transferred electronically

Updated section on mobile access to PNC

New section on PNC system capacity and force responsibilities

Section on current applications rewritten

Action replaces Information as an example of a police report

PNDs and NFLMS added; tape changed to electronic file transfer

Addition of link to National Mobile Phone Register

Updated description of Service Desk procedures

Changes to Batch and Media Services despatch processes

National Trainers register maintained by NPIA(ICTLP) not IITT

Updates to Police Training Roles and Managers courses

Duration of courses updated

Amendments to section on training materials

Additional information about SRG password standards

Visibility of Terminal name

Electronic and printed Message Log output

List of PNC Liaison Officer Letters added to Bulletin Board

TRNG enquiry records, course and Open Week dates added

PNC data held electronically to be deleted when no longer needed

Printout changed to electronic or paper output

Revised wording for section on communications network

14.3 S-190 mainframe changed to S-200

15.2 Central Services Gateway to replace STIF Replacement Gateway

15.3 Various updates to section on other PNC application interfaces

Appendix 1 New entries for HBV, NMPR, PDA, POLKA, SOCA

Appendix 2 New literals for Ethnic Appearance codes

Appendix 4 Contact details updated: ACRO, DVLA, FSS, MIB, NIS, NPIA

Appendix 4 Added: CESAR, Impact, NDNAD, NMPB, PANIU, POLKA, SOCA

Appendix 5 #DB, #V8, #V9, +EI, +HD added; +SM amended

Appendix 6 Updates to force codes 18, 29, 79, 86, 88, 2G, 2K, 2P

Appendix 6 New force codes 68, 3N, 3U, 3V, 3W, 3Y, 37

Appendix 7 New version of form to request no disruption to PNC services

1.6 Deletion of age-related VRM linked with CHER TRAN plate
Auto-email facility when FOU added to LOS with email address

, 3.6.1, 5, 7.5, 8.2 New vehicle reports ACTion and REAction

SEE and REM may not be added when unpaired LOS report present

If DES report present only INF or COR reports may be added

New facility to associate Hazard marker with certain report types

#VK should be the default for ANPR systems, not #VE

MIIC changed to MIB

Clarification of INS: UNAVAILABLE

#\VP provides Abbreviated print option (one-line summary)

New #VQ lists relating to Hazards, Autoemails, ACT Reports

New section on Model searching within VODS

Updated information about VODS downloads done at HDC

New display options and functionality within #VH
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments (cont’'d)

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 10.01

8.1 Postcodes added to police records now included in #VF and #VS
8.1, Appendix 5 Tape changed to electronic file transfer

9.1.3 New section on stolen trade plates

9.13.4 Vehicles removed by Highways Agency

9.18 Updated section on ANPR, ACT and INF reports

10.2 Prints changed to checklists

Appendix 4 Various name changes
Appendix 6 Revised MIB forms for DPA 1998 s.29(3) exemption requests
3.1,4.1.1 Additional CESAR Number field
3.4 Updated list of Animal Marker Companies
1.1 More detailed explanation of modifying previous #PS search
Role of PANIU in assisting with improved data quality
pendix 1 Use of BOBCAT, RAMMER, WACKER is not recommended
Revised guidance about Broadcast content transmitted via radio
DQ and WM added to #QN options
Confirmed PR page requests show in TLOG for #VE and others
Searching of fast-track ANPR automatic heartbeat VRMs via #TE
, 1.3, 2, 3 Updates to reflect change from printed to electronic batch output
New section on despatch of batch output
L (Lost or Damaged) option added to NPDNAR
NPIMP] may be requested for Division or Station
NPSRCH renamed QUSRCH; DNA search parameters added
Addition of Head of Branch or equivalent for 12-15 month searches
FCH added to list of scenarios when ND(010J will weed
FCH added to list of scenarios when ND020J will weed
NP270] may be requested by forces on an ad hoc basis
Amended Frequency information for NPADDR
Additional information about DNA Report Acquittals in NPDAFR
New section on NPPMSC, Persons-Master deletions for SPSA
NPWARM output suppressed for Scottish forces
VE602] now generates annual reminders for confirmed LOS reports
Changes to VE603] recipients and despatch methods

SRS
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Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 10.01

1 7.7 Section on Printed Output no longer applicable
1 15.3 Forensic Science Service DNA database link no longer in place
1 Appendix 1 CCA, LFC, NAFIS, NCIS, PYO, VDU (no longer relevant)
1 Appendix 1 ViSOR (no longer an abbreviation)
1 Appendix 4 NIS Duty Office and Weeding Team
1 Appendix 6 Assets Recovery Agency and Pensions Regulator
3 3.5 Reference to Metropolitan Police Marine database
4 1, 1.1, 2, 3.3, References to VDU replaced with terminal
3.6.2,4
7 1.1 Email requests limited to 0800-1700 Mondays to Fridays
7 3.10 NP701] deleted; subsequent sections have been renumbered
7 3.19 NPPOF1 deleted; subsequent sections have been renumbered
7 3.35 Penney Holdings, SMMT and Trader Media Group deleted
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 10.02
Glossary Whole section copied from Volume 2 of Manual; new entry for DIF
Use of DIF lists by Computer Operations staff
Service Level Agreements for PNC and other NPIA services

1 Police Training Roles course is delivered at NPIA Harrogate
13.4 Corrupt TRNG records should be reported to the Service Desk
Appendix 4 e-Borders National Border Targeting Centre added
Appendix 5 +PH added
Appendix 6 Updates to force codes 58, 83, 89, 3], 3Z
1.2,1.3, App 5 References to V5 changed to V5C
1.5.3 Additional detail on Void vehicles with Certificate of Destruction
New section on vehicles with Q prefix number plates
Auto-email facility when REA added to INF or COR report
, 7.2.12 Reason element of ACT report will be validated

New section on report combinations for auto-email facility
1 Updated section on police use of Motor Insurance Database
3 Effect of motor insurance policy renewals on PNC enquiries
Appendix 3 Asterisk (*) may be input to search for non-standard Makes
Disclosure purposes added to reason for retaining VODS details
New section for Legal Requirements in Scotland
#VU Entitlements for Record Creation/Maintenance
Amend Hazards option (H) added
#VU Entitlements for Report Creation/Maintenance
Footnote about partial recovery of vehicles
Use of keywords in text of Vehicle reports
pendix 3 New examples of Vehicle Identification Number construction; TVIS
pendix 7 Frequently Asked Questions on use of Motor Insurance Database
Temporary use of Crime/Reference Number in Property records
List of Plant manufacturers is available
Auto-email facility when FOU added to LOS with email address
Broadcasts must be acknowledged within 10 minutes
Amended phone number for National Ports Office
Revised wording for use of #QU transaction
Example of different transaction code format included
Reworded sentence to reflect most batch requests made by email
Modified statement about use of Home Office File Transfer Hub
Updates to reflect change from printed to electronic batch output
NIS changed to NPIA Reconciliations
Updated list of reviewable Information Markers in NPWSIM
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Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 10.02
1 15.3 Reference to NM & CP removed
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 11.01
Glossary New entries for IMEI, MIAFTR, NMPR

1 Appendix 1 New entries for CCU, FNP
1 Appendix 5 New entry for #VI; former #VI renamed #VB
1 Appendix 6 Force code 2] amended; 4B added
2 1.2 Scrapped marker can mean vehicle is legitimately on the road
2 1.6, 2.1 Void vehicle records weeded more promptly than previously
2 3.1 ACT Report - ASSESS introduced as new Action keyword
2 3.1 ACT Report - Reason keyword is now validated
2 3.1 Use of INF reports to hold overflow text for ACT Report
2 6.1.4 Additional information displayed relating to motor insurance
2 6.9 New #VI transaction, including historical insurance check
2 9.18 New version of ACT/REA Report Briefing Notes
2 9.18.4 Updated policy for recording cloned vehicles
2 9.18.7 INF changed to ACT for vehicle stolen abroad and reported in UK
2 Appendix 6 Introduction of #VI removes need for 5.29(3) DPA process
2 Appendix 7 Amended Motor Insurance Database Frequently Asked Questions
3 1,2.7, 4, New property type 11 - PHONES (NMPR)
4.1.7,5.3
4 5.15 Use of PNC Broadcasts for Operation Whittle
4 5.16 Use of PNC Broadcasts for Child Rescue Alerts
7 2.14 Expansion of RECORDS REQUIRED parameter in UT700]
7 2.14 Revised explanation of ORIG/COLLAR NO parameter in UT700]
7 3.12 Additional explanation of DATE OF RUN parameter in NPIPRM
7 3.34 Carweb UK added to VE603] recipients
Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 1, Version 11.01
4 1.1 Option to allow broadcast to fewer than two destinations
7 3.34 PVDTP and HPITP parameter options deleted from VE603]
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 03.01

Cover Corporate PITO cover
Version Control New feature
List of Changes New feature

Amendment Request Form New feature

Glossary Recordable Amended entry
Offence
Glossary Schengen New entry
Glossary SIRENE New entry
Glossary ViSOR New entry
4 7.3 KA maximum changed
4 8.4.2 PYO definition from Home Office web site
4 9.1 Made alphabetical, with priority order stated underneath
4 10.1 Various Information Markers updated; also made alphabetical
4 10.5 New paragraph on Local Persistent Offenders
4 19.2 New reference to LPOs in LX (Interest) markers
5 6.6 DNA status
5 6.6.2 DNA sample barcodes
5 7.4 Crime Reference Number
5 23.1 Resulting of court cases
5 27.5 Failure to comply with Rehabilitation Programme
5 28.1 Custody date
6 4 ORDER/SEXREG and LOCATE TRACE (ASBOs) updated
6 11.3 Power of Arrest
6 11.7 New paragraph on Sex Offenders Orders
7 1 Source of DD data
7 3.7 New paragraph on Drink/Driver Rehabilitation
8 1 Reference to legislation in Drivers Licence introduction
Appendix 9 27 Reduction in DD following Drink/Drive Rehabilitation
Appendix 9 31 Failure to comply with Rehabilitation Programme
Appendix 9 32 Entering and Resulting Breaches of Court Orders

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 03.01
Glossary Reportable Deleted entry

Offences
4 10.1 GR, Gender Reassigned, deleted
6 8.7 “for the original offence” deleted
6 9.1 Last paragraph deleted
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 04.01

4 10.6 Intensive Supervision and Surveillance Programme (ISSP)

4 19.2 Addition of ISSP to Interest Local Cross-Reference

4 32.7.3 Field Rules for entering Company Names

5 6.1 New description of Arrested and Reported process stages

5 6.5 NAFIS forces must not use F (Force held) option

5 17 Addition of police bail to Bail Address

8 2 Rules for surnames with MAC, apostrophe, hyphen or space in #DL
Appendix 9 33 Procedures for recording CJ Arrestees with NFA

Appendix 10All sections Enhanced appendix on MO Keywording

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 04.01
None
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 05.01

Glossary IDENT1 New entry

Glossary Livescan Amended entry

Glossary NAFIS Amended entry

1 1 Code of Practice for PNC included on list of compliance documents
1 2.2 National Fingerprint Office subsumed into PITO

1 3 Updated section on IDENT1 (formerly NAFIS)

4 9.1 Fuller description of use of Warning Signals

4 10.1 New entry for VS Information Marker

4 10.5, 19.2 Persistent Offenders changed to Prolific and Priority Offenders
4 32.10 New section on Gender Recognition Act 2004

4 34.5 Additional text saying Home Force field must be completed

5 3.1 Responsibility for creation of Arrest/Summons

5 23.15 Information about contested Penalty Notices

6 4 New LOCATE/TRACE entry for Police Reform Act 2002

6 8.5 Clarified definition of CONDARREST

6 11.4,11.6-11.8 Updated Field Rules for Registered Sex Offenders Orders

8 3.6, 4.4 Additional information on Cross-Referenced Driver details

12 2.1.6,2.1.7 New transaction codes #SL and #SZ for unlocking DCTs

12 2.5.2 Use of **NP Fce/Stn codes to exclude NPPA work in #NS
Appendix 4 MHA Weed dates to be entered under Mental Health Act

Appendix 9 1 Amended procedure for Remand in Care

Appendix 9 16 Adjudication changed from Non Conviction to Not Guilty
Appendix 9 34 New procedure for recording Police to Police Remands, Sec 47(3)
Appendix 9 35 New procedure for recording Conditional Cautions

Appendix 9 36 New procedure for recording Conditional Police Bail pre-charge
Appendix 9 37 New procedure for recording Fixed Penalties

General References to NAFIS altered to IDENT1

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 05.01
4 10.1 PERSISTENT OFFENDER pseudo Information Marker
10 3.13 Reference to PERSISTENT OFFENDER in DD printout
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For Distribution to CPs

For Use by Authorised Staff Only List of Changes

The PNC User Manual, version 12.01

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 06.01

Glossary EAW New entry

1 2.9.1 Early Release Scheme added to DEPORTEE Information Marker
4 4.7 Nothing except INFORMATION to be used for unknown surname
4 9.1 Expanded introduction to Warning Signals

4 9.1 Corrected title for XP Warning Signal

4 9.2 Mandatory Drugs Test added to description of DR warning signal
4 9.2 Mental warning signal renamed MENTL HLTH

4 9.4 New section on Retention Period of Warning Signals

4 10.1 Corrected titles for AS and OV Information Markers

4 10.1 Early Release Scheme added to DEPORTEE Information Marker
4 10.1 New GR and PP Information Markers

4 10.5 Amended section on Prolific and Priority offenders

4 32.10.1 GR used instead of OD for Gender Re-assignment

4 40.2 PCSO added to list of valid ranks

5 2.4 New section on method data used as evidence of bad character
5 2.8,6.6.4 Blood valid as DNA sample type

5 2.9 Reference to bail appearance at court “or police station” added
5 3.3 Rewritten section on Prevention of Terrorism

5 6.1 Additional paragraph about process stage

5 9.1 Children changed to vulnerable victims

5 23 Timeliness target for disposal entry reflects Code of Practice

6 4 New ORDER/HARASS entry for injunctions with power of arrest
12 2.1 Deletion of User-IDs dormant for at least 6 months

12 2.1.1 #SC transaction for creation of new User-IDs

Appendix 5 Amended hyperlink to Home Office Circulars

Appendix 6 FC added to #QV matrix

Appendix 7 FC added to list of Codes

Appendix 105 New phone number for NMI

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 06.01

(o3 @)W o) QN &, QFLN

Appendix 9
Appendix 9

10.1 Possible Impendings Information Marker no longer used
2.12,4.9.3 References to weeding after 42 days

4 Reference to reportable offence in LOCATE/NPF

8.2 References to committal and extract warrants

8.2 Reference to recordable offence in NPF Warrants

34 Amendment of Process Stage from A to C

36 Procedure for recording Conditional Police Bail pre-charge
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 06.02

Glossary ACRO New entry

Glossary PIAP New entry, replacing PSSC

Glossary PND New entry
1,2.9.2 Reportable changed to recordable (also Chapter 12, section 1.4)
2.14 Closure of National Method Index
2.18 Updated information about manual weeding of records by NIS

New section on Retention Guidelines
Updated list of organisations that may add WM reports

_ WP

1

1

1 .

1 3 Update on Scotland’s implementation of IDENT1

2 4 New section on Data Definitions

3 2.11 Closure of National Method Index

3 2.12 All A/S entries must be BRC'd, not just the most recent one

4 4.9.6 Update on DNA Barcode Number format

4 9.3 Warning Signal text mandatory, limit increased to 60 characters
4 10.1 New statement about no power of arrest in DR Information Marker
4 10.1 Impact of closure of NMI on MO Information Marker

4 10.2 Information Marker text now mandatory

5 1 “Offences can ..” changed to “"Offences must be recorded on PNC”
5 1 Additional information about PNC Code of Practice, with hyperlink
5 2.1 Addition of PND to list of processes for which A/S is created

5 6.6.2 Update on DNA Barcode Number format

5 28.4, 28.5 References to NIS replaced by IDENT1

5 2

6 2

6 2.1,3.4,8.1 WM DESERT now entered by Force 15 instead of NIS

6 3.3, 4, New qualifier LOCATE/INFO

6 9. Impact of SOCP Act 2005 on PNC procedures for WM text

8 5 #DQ Drivers Table Enquiry

10 2,9 Witness Print

Appendix 7 E3 Notifiable Occupations print not generated only upon conviction
Appendix 8 Column added for Witness Print

Appendix 9 10 All A/S entries must be BRC'd, not just the most recent one
Appendix 9 34 New subheading for procedure upon return after Police Bail

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 06.02

4 10.3 Records no longer weeded 12 months after entry of CD marker
6 2.3 Details about Deserters (now incorporated into sectign 2.1)
12 2.4.2 Reference to PSSC
Appendix 7 E4 DAF Print for National Method Index no longer produced
Appendix 101, 2.8, 5 References to National Method Index
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION

Glossary
Glossary
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Appendix 9 36

Deletions

CHAPTER SECTION

1
6

3
4

Appendix 9 33
Appendix 102.8

DESCRIPTION OF CHANGE (Volume 2, Version 07.01
Amended entry

New entry

IDENT1 now fully implemented in Scotland

Procedure for recording extensions of over 6 digits in DF requests
Amended entries for CD, FL, OV and VS

Additional information regarding Date and FS/Ref

Erroneous word ‘summoned’changed to ‘summonsed’

New section about makeovers involving FCH

FP Status of F should not be used by IDENT1 forces

Section 37(7) of PACE added to entry for P (Police Bail)

New reference to CJ Arrestees in section about No Further Action
WM Classes and Qualifiers listed in alphabetical sections

WM ORDER class updated with several new Qualifiers

Specific report types cause suppression of existing Detained (D)
References to new sexual types of ORDER added

Section on Football Exclusion Orders updated

New Firearms chapter; subsequent chapters renumbered
Signature box added to Source Input Document

Policy about recording of Fixed Penalty Notices

DESCRIPTION OF CHANGE (Volume 2, Version 07.01
Paragraph re Scotland’s progress towards IDENT1 implementation
Erroneous sentence about Detained weeding with Locate/Info
Procedure for recording CJ Arrestees reverted to original method
Use of Trademark when offender hasn’t used this MO previously
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 07.02

Cover Corporate NPIA cover

All PITO & Centrex references changed to NPIA

Glossary CRO Number Amended entry

Glossary DfT Replaced entry for DETR

Glossary DTTP Amended entry

Glossary NPIA New entry

Glossary SPSA Replaced entry for SCRO

1 1 Firearms Certificate Holder added

4 6.6.8,7.3 F (Firearms) in summary screen and FC page now active

4 7.3 Each A/S may have Bail Conditions, so maximum is 999

4 8.4.2 FC (Firearms Certificate Holder) added

4 8.4.2 “treated as a PYO” changed to “considered as a PYO"”

4 10.1 New system generated SUPERVISION Information Marker

4 13.11, 32.9.19 New body parts Ankle, Elbow, Eyebrow, Knee, Nipple, Penis, Wrist
4 19.2 Insertion of the word “former” in LX Interest marker

5 2.9.1 New section on Bail Conditions

5 3 National policy on record-keeping

5 6.6.8 New section on DNA ISSUES

5 7 Consent needed to take DNA/FP for non-recordable offences

5 23.10 Victim Surcharge details must not be added as part of the disposal
6 3.1 DETAINED report may be deleted by owner of any WM report
6 4.1 Use of Abscond/Prison for early release on Governor’s licence
6 4.3.1 Inclusion of Scottish legislation in relation to Vehicle warnings
6 4.3.1 Use of Locate/Info for Control Orders

6 4.3.2 Use of Locate/Info for high risk Domestic Violence offenders

6 4.4.1 Dog Control Order added to list of Orders

6 11 Additional guidance about sex offender registration periods
13 2.5.2 #NS no longer restricted to statistics for home Force/Stations
13 2.5.3 New #NR transaction to list records in specific timeliness category
Appendix 1 New Scar keyword TATTOO REMOVED

Appendix 1 New Mark keyword FRECKLES

Appendix 1 New Pecu keywords ATTACHED LOBES, BULGING, TWISTED
Appendix 1 New Tattoo keyword TRIBAL

Appendix 9 32 New instruction added to Appendix C

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 07.02

Glossary PITO Deleted

2 4 Firearms no longer an example of a future development

5 24.3 NFA Text is not a mandatory field

6 4.3.1 Use of Locate/Info for ASBOs and other orders (now in section 4.4)
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION
Glossary
Glossary

DESCRIPTION OF CHANGE (Volume 2, Version 09.01
Amended entries for CCRIO, Diazo, First Case, Recidivist, VISOR
New entries for CESAR, CHS, NABIS, NMPB, SCD26, SRG
Overviews of PNC Names and record keeping functions rewritten
0, 2.12, 3Various changes within NIS, including microfiche sent by email
3 DOTCOM/COMPANY as forenames in company names

3-series DNA barcodes for PACE samples

Revised Ethnic Appearance descriptions

Microfiche details now sent by email

Input of SH and SU warning signals on behalf of Prison Service
HIV/AIDS may not be recorded under Ailment Warning Signal
Additional text for Drugs Warning Signal

Amendments to LL, MO, RF and SO Information Markers
Spaces not allowed in F/S Reference (also in Chapters 5,6,7)
NFLMS can generate CD marker without UD marker present
Amended reference as to when NIS must update NASC factors
Non-police agency source input document (NPA1)

New section on European Arrest Warrants

New DNA status LOST/DAMAGED and new Test Method field
1,6.2, 13.1 Postal Requisitions

5 New DNA suppliers Eurofins, Forensic DNA Services and FER

; App 8,9 NAME CHARGED changed to A/S NAME

ARREST DOB changed to A/S DOB

Inclusion of Penalty Notices for Disorder
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New paragraph about LIBRA & cases remitted from other areas
Updated section on DNA Status

Removal of DNA ISSUES marker can only be done by DQIT
Revised warning message when adding non-recordable offence
Next Appearing On date corrected from 6 months to 1 year
Disposal codes for suspended sentence

More specific titles for Duration fields

Cautions for NPPAs not to be entered on PNC

New section on creating Penalty Notices for Disorder

New phone number and address for ACRO

HM Courts Service do not add DETAINED reports

More details on who can enter certain classes of WM report
LOCATE may not be used to circulate NPPA defendants

Names Working Party changed to Names Group

LOCATE/INFO for honour based violence or forced marriage
Breaches of exclusion requirements

New Orders DISANIMAL, MATHOMES, SCPO and VOO

Changes to who may create RECALL entries

Additional advice about Missing Persons

Number of bullet points corrected from three to five

List of data items in Firearms Certificate reports

Weeding of records with FCH reports

Hyperlink to legislation relating to use of #DL added

New #DB section, transaction to block/unblock address details
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments (cont’'d)

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 09.01

10 2.1.5 Revised Ethnic Appearance descriptions

10 2.1.7 Amended description of QUEST eye colour search

10 2.5 New printing and paging options in QUEST

11 3.3, 3.6, 3.14 Police Print includes Penalty Notice and Firearms Certificate data
11 5,6,7,8 NCIS changed to SOCA; CPS changed to Prosecutors

12 5 New section on Names Matching Decade of Birth searching

12 9,10, 12 Additions to list of Names Matching forename alternatives

13 2.1.1 #SC available via STIF Replacement Gateway terminals (SRG)
13 2.5.3 New text in #NR when A/S or Disposal has been deleted

Appendix 5 Updated website links for Home Office Circulars

Appendix 7 CA Inclusion of Warnings, Reprimands and Penalty Notices
Appendix 7 E2 DVLA report no longer produced

Appendix 8 WM, DD and FC added

Appendix 9 32 Breaches of Court Order where offence was non-recordable
Appendix 101 New phone number for Ian Pickard

Appendix 11 Additions to Firearms Certificate Holders data items matrix

N.B. Other than in Chapters 1 and 3, references to NIS have been changed to NPIA
Reconciliations in:

Chapter 4, sections 4.7, 11.1.1, 30.2.1, 32.6.1, 32.9
Chapter 5, sections 3.5, 3.6, 4.8, 4.10, 4.10.3, 11, 20
Chapter 6, sections 3.4, 4.2, 4.5

Chapter 8, section 3.1
Appendix 7

References to NIS have been changed to SCD26 in:
Chapter 4, sections 10.1, 32.5.1

Chapter 5, sections 1.3, 2.15, 21, 21.6
Chapter 6, sections 8.1, 8.8

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 09.01

1 2.8 Former NIS function HM Forces - now covered by SPCB

1 2.15 Former NIS function National Vetting Office

4 8.4.2 PYO flag removed from #NE status line

5 2.8 DNA status Rejected Resampling Permitted and No Resampling
5 23.10 Victim Surcharge details may be added if desired

6 11.7 Reference to NIS

9 2 Additional rules for #DL Surname and postcode searches

11 7,8,10-12 References to Rehabilitation of Offenders Act

11 16 Automatic conversion of fingerprint status after 12 months
Appendix 8 References to NCIS
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only

List of Changes

Additions / Amendments

CHAPTER SECTION

Glossary
Glossary
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10
10
12
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13
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Appendix 3
Appendix 6
Appendix 7
Appendix 9
Appendix 9

24.3

26, 26.5
Appendix 1
4.3.1
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Appendix 101

Deletions

CHAPTER SECTION

Glossary
3
5

3
30

DESCRIPTION OF CHANGE (Volume 2, Version 10.01

Entry for SOCA replaces NCIS

New entries for Bichard 7, CRASH, DVS, DYO, Libra, PentiP, YR]
Library move and new procedures for requesting microfiche
Functions of NPIA Reconciliations Team

Impact of Coroners and Justice Act 2009

Clarification of joint responsibility for adding prison release details
Microfiche Library moved to NPIA

Amended responses to #NE transaction

New entry for CC in Default Order of Display and Status Line

DF facility no longer available to request microfiche

SO marker used where owning force does not have ViSOR access
Advice to record mobile phone numbers in Identity Numbers field
Expanded section on #CI, including BRC of pre-Phoenix disposals
Postal Requisitions in use by DVLA and DWP

Use of Concurrent and Consecutive qualifiers

Recording Youth Restorative Justice disposals in NFA text
Recording Conditional Cautions as an arrest disposal

NPA1, NPA2, NPA3 forms

LOCATE/INFO for Curfew Orders and DYOs

LOCATE/INFO for foreign national prisoners

New orders CTTRAVEL and DRUGTRAV

Free text to be used for Drinking Banning Order

Inclusion of Restraining Orders within HARASS order category
Requirement to add multiple DETAINED reports

NPPHSR changed to QUSRCH

Requirement for SO to register if returning to UK from abroad
Updated description of sources of DD information

Amended definition of Interim disqualification

New section on DD Text field

Reference to mandatory DAF Reports in Phoenix Functional Spec
Amendment to FCH combinations searchable by QUEST

Driving with Expired licence during medical investigation

DVLA validation service for foreign driving licences

Extra rules for #DL surname and postcode searches reinstated
Additional advice about searching on contact lenses and glasses
Effect of new legislation on QUEST offence code searching

Fuller explanation of Year of Birth searching in #NE and #NU
Retraining of lapsed PNC operators

Additional information about #SP and SRG users

Additional information about #SU and SRG users

Offence category renamed IMMIGRATION/ALIENS

New reference to Phoenix Functional Specification

Update to section on Special DAF Reports for forces

Additional disposal information for DD rehabilitation

Revised introduction to Conditional Cautions procedure

Updated contact for Keywords on the PNC (KOP)

DESCRIPTION OF CHANGE (Volume 2, Version 10.01
NAFIS deleted

NIS no longer responsible for Microfiche Library

Retention Guidelines document largely deleted, pending review
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 11.01

1 2.6 Additional wording on entry of foreign convictions

1 2.10 Amended wording on entry of Prison Release information

1 2.16 SCD26 changed to NPIA Reconciliations Team

1 Appendix 1 Whole section copied from Volume 1 of Manual

4 7.1 DF added to paging options within #NE

4 30 New section on #DN transaction

4 33.7.3 More detail about use of DOTCOM for internet company names
4 33.9.17 Minor amendments to information about Nationality

5 1.4 Revised section on non-police prosecuting agencies

5 3.3 SOCA added to list of national forces doing their own updates
5 20.5 Prisoner Number format annnnn may now start X, Y or Z

5 26 Conditional Cautions workaround should not normally be used
5 26.5 Conditional Caution End Date may not be before Date of Caution
6 4.4.1 Amended description for DISANIMAL, SEXPO and VOO

6 4.4.1 New order GANGINJ

6 4.5 Amended reference to Supervised Community Treatment

9 1 Reference to #DN transaction

9 4 Additions to paging options within #DL

10 2.1.1 QUEST searching on initials not advisable

Appendix 8 Conditional Cautions added

Appendix 9 2 Additional detail regarding Fail To Appear procedure
Appendix 9 35 Revised introduction to Conditional Cautions workaround
Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 11.01
8 3.1 Place of Birth update in record with FCH reports is now allowed

XXV

MOD200014363



For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Volume 2, Version 11.02

Glossary Interpol New entry

1 2.3 Microfiche charge no longer applies

4 9.2 CONCEALS Warning Signal added

4 10.1 RELEASED SUPERVISED/UNSUPERVISED Info Marker added

4 10.1 Extra detail about system generated (dummy) Information Markers
4 35,35.4 New postcode lookup function within #NA and #NU

5 1.4 Extra information about summons process for NPPAs

5 25 New process for Prevention of Terrorism/Deportation Orders

5 26.5 Additional guidance on the recording of Conditional Cautions
6 4.3.1 Harbourer’'s Warning changed to Child Abduction Warning

6 4.3.1 Use of Locate/Info for Threats to Life Warnings or Referrals

6 4.3.2 Use of Locate/Info for Scottish Supervision Orders

6 4.4.1 New Youth Rehabilitation Order added

6 8.10 Correction to example of weed date

6 9 Brand names must not be used in Wanted/Missing text

6 11.7 New text on Sexual Offences Prevention Order and Notification
6 12 New section on Violent Offender Order and Notification

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Version 11.02

1 1.5 Role of NIS no longer applicable
4 10.1 NO LICENCE Information Marker is no longer displayed
5 3.3 SOCA removed from list of national forces doing their own updates
5 3.6, 25 Historic process for PoT/Deportation Order offences
XXV1
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only List of Changes

Additions / Amendments

CHAPTER SECTION DESCRIPTION OF CHANGE (Version 12.01
2 Appendix 7 Minor changes to clarify permitted use of #VE and #VM

Deletions

CHAPTER SECTION DESCRIPTION OF CHANGE (Version 12.01
None

N.B. Highlighted parts of this document denote wording that has changed since the previous
version.
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only Amendment Request Form

Part 1 — Suggestion for Amendment to PNC Manual

4.3 Person regussting amendment

NN . . e Force/Station Code....................
Telephone Number..........c...ccoooei . EMail ..o
POSItION....coieeeiee e Date.....ooooiee

FPlease sutiine the gxact sections that you consider reguire amendment, using s different
form for sach reguest that covers a different subject

Chapter....ccocoooiies Section(S)....covveeeeieeeee

Pioase give exact details of the text that is o be corrected slftered or added. Continue on a
plain piece of paper if necessary. Please also email text of full amendment to your PNC Liaison Officer
for forwarding to NPIA once the amendment has been approved.

Where the reguest is supported by a reference to another document please stalte below the
refevant document, Attach a copy if available.

4. 2% be completed by the relevant force PRC Ligison Qfficer

Name (block capitals).......ccccooveieiiei Forwarded to the relevant Working Group for
consideration

XXVIil
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For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only Amendment Request Form

Part 2 — Decision by Vehicles or Names Group

To be complieted by the relevant Working Groupg Chair -~ please tick one box oaly

1. The amendment to the Manual is approved
2. The amendment to the Manual is approved but with the changes below:

4. Approval of the Police PNC Policy and Prioritisation Group (P4G) is needed a
Signed......oooe . On behalf of the PNC Vehicles Working Party/Names Group
Date.......ccocveeeens

Action to be taken next, depending on box ticked above

1,2 Submit to NPIA, PNC Customer Support, Hendon Data Centre for the attached amendment to be
made to the PNC Manual

3. Return to the originating force PNC Liaison Officer

4. Forward to the P4G for further consideration

Part 3 — Approval of PA4G rappiicabie oniy if box 4 above is
ticked)

To: NPIA, PNC Customer Support, Hendon Data Centre
Please arrange for the attached amendment to be made to the PNC Manual
Signed......ooe .

On behalf of the PAG........cccoieeee Date.......................

Part 4 — Publication of Amendment s##14 use oniy)

To: (Chair of Vehicles Working Party).......ccoooovoiiiiieieeeeeeea

The amendment outlined above has been incorporated within the updated version of the PNC Manual.
This will be available in version.......... ON ovvieeiiens

Signed......coee .

On behalf of NPIA, PNC Customer Support Date.......cccovveeeennnnn
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GLOSSARY OF TERMS

Absolute Disqualification

A specified period of disqualification from driving (e.g. 6
months).

ACPO Association of Chief Police Officers. A policy generating body
representing senior police officers.

ACPOS Association of Chief Police Officers Scotland.

ACRO ACPO Criminal Records Office (formerly known as the DNA
and Fingerprints Retention Project).

ADI Approved Driving Instructor. This can be seen on the Drivers
application.

Alias A name other than the recorded Filename by which the
subject is known.

Antecedents A subject’s background circumstances, e.g. schools attended,
family circumstances, financial situation etc.

Appeal An application to a Court for either the conviction or the
sentence to be reconsidered.

At Risk This marker identifies the potential for the subject to offend

and/or not comply with the terms of an early release. The At
Risk Date represents the last possible day of imprisonment
had the subject not been given this early release.

Back Record Conversion
(BRC)

The means by which data from previously held records
(including paper records e.g. NIB74 series of forms) are
updated to full Phoenix records.

Bail

Release of a person from custody to enable investigations to
be made into an alleged offence, or for that person to attend
court at a future date, without the need for them to remain
in custody. This may include bail imposed by a court post-
appearance, which can be referred to as a remand.

Persons can be bailed by the police to a court or police
station, or by a court to reappear at court. Alternatively
courts may impose bail conditions requiring defendants to
present themselves to a police officer attending their address
during curfew hours. This is known as ‘doorstep bail’.

Bichard 7

Automated court resulting system in England and Wales
designed to improve both the quality and the timeliness of
court data held on the PNC, as required by Recommendation
7 of the Bichard Inquiry Report issued in June 2004.

By-pass Transaction Code

A means of accessing a particular part of a record in order to
have immediate access to update it.

CCais

Co-ordination of Computerisation in the Criminal Justice
System. Usually refers to the Committee consisting of
representatives from the Home Office, Crown Prosecution
Service and the Lord Chancellor’'s Department.

CCRIO

Central Criminal Records Intelligence Office. Part of the
Service Police Crime Bureau.

CESAR

Construction Equipment Security and Registration, a national
registration scheme and multi-level security system for
recording and identifying plant and construction equipment.

1
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Checkname

This is the surname/family name of the PNC subject, which
must be the filename, used to verify when using a PNCID for
accessing the Names application.

CHS Criminal History System, the national Criminal Names
database for Scottish forces, administered by SPSA.

CIS Crime Information System. Some forces have a local
computer system called CIS. This system has the ability to
record, search and retrieve all recorded matters relating to
an offence, an offender and associated crime matters.

cls Criminal Justice System.

Combination
Disqualification

A penalty of an absolute disqualification followed by a
disqualification until test passed (see Absolute
Disqualification and DTTP).

Committal Warrant

A document issued by the Court for the apprehension of an
offender with a directive to the police to take the offender
directly to prison.

Compensation Order

A directive from the Court for a payment to be made by the
offender to a loser. The offender may be given time to pay
the full amount.

Concatenated The joining together of data (e.g. where nominal/descriptive
information is joined onto one page, as are Warning Signals,
Information Markers and Internal Cross-References).

Concurrent When used in terms of disposals means the combining of two

sentences to be served simultaneously (e.g. 6 months
imprisonment concurrent with 12 months imprisonment is a
total of 12 months imprisonment).

Consecutive

When used in terms of disposals means adding to another
sentence (e.g. 6 months imprisonment consecutive to an
activated suspended 6 month sentence is a total of 12
months imprisonment).

Court Disposal

The sentence imposed upon an individual by a Court.

CPS The Crown Prosecution Service. A prosecuting body in
England & Wales dealing with matters relating to the
offender being processed through the Courts on behalf of the
police.

CRASH Collision Recording and Sharing project.

CRB Criminal Records Bureau. Place to which members of public
can apply for subject access inquiries.

CRO Number Criminal Record Office Number. A unique reference
identifying a record supported by fingerprints, held on
IDENT1. (The Criminal Record Office no longer exists.)

DAF Daily Activity File.

DCT Directly Connected Terminal.

Deport To remove a person to another country. The order for
deportation is made by the Home Office on recommendation
from the Court.

DfT The Department for Transport.

Diazos Non-updateable microfiche records. When a copy of a

microfiche is requested a diazo was formerly sent (so called
because of the ultraviolet sensitive chemical compound used
to produce the microfiche). Now the information is sent by
email.

MOD200014398



For Distribution to CPs

The PNC User Manual, version 12.01
For Use by Authorised Staff Only Glossary

DIF Downtime Information Facility, a mechanism that enables
PNC Services to send emails to pre-nominated email
addresses. The DIF advises recipients of unplanned losses to
PNC and other related NPIA services, as the PNC Broadcast
facility is generally unavailable at these times. DIF
messages are also sent to report news of progress and
restoration of service.

DQ1 A form used to obtain a driver’s full history from the Driver &
Vehicle Licensing Agency.

Driver Number A unique reference allocated by the DVLA to a person who
may or may not be in possession of a driving licence.
DTETP Disqualified until extended test passed. Similar to DTTP but

the test lasts twice as long with the same criteria (i.e. more
amount of time to make the same amount of mistakes as a
normal test).

DTTP Disqualified until test passed. A penalty imposed by a Court
of being disqualified from driving until they have passed a
Department for Transport (DfT) driving test, which may or
may not follow a fixed period of disqualification. After any
fixed period of disqualification a person may drive a vehicle
provided they have been granted a provisional licence by
DVLA and adhere to the conditions of a provisional licence

holder.
DVLA Clarifies whether or not the disqualification report content
Confirmed/Unconfirmed has been confirmed by the Driver & Vehicle Licensing

Agency. This happens by means of the weekly tape transfer
of information from DVLA (Swansea) to the PNC Names

application.
DVLA The Driver and Vehicle Licensing Agency (Swansea).
DVLNI Driver and Vehicle Licensing Northern Ireland (Coleraine).
DVS Driver Validation Service, a browser based link provided by

DVLA to their Driving Licence data.

DYO Deter Young Offenders. Multi-agency CJIS scheme to tackle
those young offenders assessed as posing the highest risk of
causing serious harm to others and likelihood of re-
offending.

EAW European Arrest Warrant. An arrest warrant issued by
member states of the European Union pursuant to surrender
procedures (extradition).

Fails to Appear (FTA) The subject’s failure to answer to bail at the specified time
(see Bail).

First Case A person who has no previous convictions recorded against
them who comes to notice.

FS Code The force and station reference identifying the police force

area and the individual police station within the force area. It
is made up of two numbers (identifying the force) followed
by two characters (identifying the station).

GRC Gender Recognition Certificate.

HDC The Hendon Data Centre, the building in which the PNC is
located.

Hostile Witness A person who appears in Court to give evidence being either

unwilling to do so or biased to either the side of the defence
or prosecution and being called to give that evidence by the
other party.
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ICPO Affiliated

Having membership to the International Criminal Police
Organisation, thus facilitating the exchange of information
regarding criminals between member countries.

IDENT1

IDENT1 has evolved from NAFIS and provides the ability to
store finger and palm print information for searching at
individual police force bureaux via a dedicated WAN. There
is close integration with PNC and the Scottish Criminal
History system. This end-to-end service is provided by a
stringent Service Level Requirements document with regard
to accuracy, response times, throughput, availability and
support metrics. IDENT1 provides the platform for the
addition of further identification systems.

IMEI Number

International Mobile Equipment Identity number, used as a
unique identifier for property such as mobile phones. The
IMEI is required when searching the NMPR via PNC.

Intelligence

Confidential information about a person (subject) that can be
collected, collated and disseminated within the police service
to assist with an ongoing criminal investigation into the
activities of that person.

Interface System

A method by which a local force system can interact with the
PNC through the X400 (see X400).

Interim Disqualification

A penalty imposed by the Court of disqualification from
driving until the offender is sentenced at a later date at a
higher court.

Internal Cross References

Links between the subject and another PNC Names
application record.

Keywords An ACPO approved list of standard recognised terms used
within records to facilitate on-line searching.

Libra Her Majesty's Courts Service Magistrates’ Courts system in
England and Wales.

Livescan The equipment used to check fingerprints on IDENT1.

Makeover The transfer of data from one record to another.

MAPPA Multi Agency Public Protection Arrangement, a group
consisting of multi agency ‘professionals’ (police, health
workers, local authorities etc) that manage ‘dangerous’
offenders.

MIAFTR Motor Insurance Anti-Fraud Theft Register, which is run by

HPI. It provides the insurance industry and related parties
with data for the management of motor vehicle fraud and
theft claims.

Modus Operandi (MO)

The manner in which an offence was carried out, including
description of the offender’s actions at or near the scene of
the offence.

NABIS National Ballistics Intelligence Service.

NASCH The search factors - Name, Age (Date of Birth), Sex, Colour
and Height.

NFA No fixed abode. Is used in relation to addresses within the
nominal element.

NFA No further action in relation to the disposal of an offence. It
is qualified with a reason for discontinuance.

NFLMS National Firearms Licensing Management System.

NFO National Fingerprint Office.

Nickname A familiar, pet or derisory name given to a person.

NIS The National Identification Service.
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NMPR

National Mobile Property Register, the national police
database of registered property ownership and stolen
property records. As mobile phones is the only type that is
searchable via PNC, the acronym is defined as National
Mobile Phone Register when used in the PNC context.

Nominal

The descriptive details including NASCH factors of a nhamed
person (subject) to which an individual record refers.

Not Proven

An adjudication of a Scottish Court where the offence has not
been proven beyond reasonable doubt.

NPF Warrant

A non-payment of fine warrant.

NPIA

National Policing Improvement Agency

NPIA Missing Persons
Bureau

Formerly known as the National Missing Persons Bureau
housed within the Metropolitan Police, it is now under the
responsibility of NPIA and located at Bramshill in Hampshire

Offence Processing

One of three prime elements, without one of which a record
cannot exist. Relates to the criminal element for which the
subject has come to notice of the police.

On-line Searching

The means by which records are retrieved using permitted
search criteria (see QUEST).

PACE The Police and Criminal Evidence Act 1984.

Parole Refers to the conditional release of an offender, on the
promise of good behaviour, prior to the completion of the
term of imprisonment originally imposed by the Court.

PentiP NPIA system to be rolled out in England & Wales by the end

of 2011 to process fixed penalties for vehicle offences and
disorder, and be used to record other information such as
Driver Offender Retraining Schemes, Home Office Road
Traffic forms, Vehicle Defects and Cannabis Warnings.

Phoenix/Force Interface

A piece of apparatus that allows the temporary storage of
data from a local force computer system (e.g. Crime
Information System or Command & Control) for onward
transmission to the PNC in a language acceptable to the PNC.
(Also known as the X400 interface.)

PIAP

PNC Information Access Panel. ACPO committee responsible
for dealing with applications for non-police agency access to
PNC.

PNCID Number

Police National Computer Identification number. A unique
system generated reference number issued to each record in
the PNC Names database.

PND

Penalty Notice for Disorder. Introduced in 2001 specifically
to tackle low-level anti-social behaviour and to reduce police
bureaucracy in dealing with these types of crimes. A PND
does not count as a conviction.

Police Disposal

The police decision on suitable proceedings in relation to an
offender.

POT

Prevention of Terrorism Act 1996.

Probation Order

An instruction (order) from a Court for the accused to be
supervised by a representative of the Probation Service and
to abide by certain rules appertaining to the order.

Procurator Fiscal

Prosecuting agent for Scotland.

QUEST

Query Using Enhanced Search Techniques, the on-line
descriptive search of the Names database.

5
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RCC

“Refer to Court Case” result.

RCIO

Regional Crime Intelligence Office.

Recidivist

A subject who has at least one previous conviction recorded
against them who then reoffends.

Recordable Offence

An offence in law that may be punishable by a term of
imprisonment or is declared a recordable offence by statute.
The definitive list of offences may be found in National Police
Records (Recordable Offences Regulations 2000 SI 1139) as
amended by the National Police Records (Recordable
Offences) (Amendment) Regulations 2003 SI 2823.

Released on Licence

The premature release of an offender imprisoned for a
serious offence, with strict conditions applied to the release.
The licence takes the form of a document, a copy of which is
sent to the force in whose area the offender is to live.

Replicated

The making of an exact copy.

ROSHO

Risk of Sexual Harm Order, a civil preventative order against
a person thought to pose a sexual risk to children under 16.

RTTP

Revoked until Test Passed. This is part of the Road Traffic
(New Drivers) Act 1995 which affects drivers with less than 2
years experience who accrue 6 points on their driving
licence.

SCD26

The PNC Bureau of the Metropolitan Police. Due to a merger
with NIS this department has responsibility for some national
record-keeping functions.

Schengen

The Schengen Information System, a European wide
database containing persons, vehicles and stolen property
items of police interest. It provides European countries with
increasing border control and law enforcement opportunities.

SF Number

Search Form number. A CRO reference identifying a record
held by the National Identification Service which is not
supported by fingerprints.

Sine Die

Used in disposals to indicate an indefinite period (e.g.
adjourned sine die is an indefinite adjournment).

SIRENE

Supplementary Information Request at National Entry. The
Sirene Bureau is the UK gateway to the Schengen
Information System.

SOCA

Serious Organised Crime Agency

SOPO

Sexual Offences Prevention Order, an order to place
restrictions on the behaviour of a sex offender thought to
pose a risk to the public.

Soundex

The first stage in Names Matching. The surname is
numerically coded to enable the computer to retrieve
possible matches.

SPSA

The Scottish Police Services Authority. SPSA deals with the
records of all persons charged or summonsed with an offence
in Scotland. The records are held on the Scottish Criminal
History System in Glasgow and details are also forwarded to
the PNC and the National Identification Service.

SRG

STIF Replacement Gateway, device developed as a
replacement for the Standard Interface (STIF) X25 protocol
link. SRG provides a standardised mechanism for on-line
access to PNC application services. It differs from the DCT
gateway, in providing local control over the operation of PNC
users, terminals and sessions.
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STIF Standard Interface. Interface between a Local Force
Computer and the PNC, enabling terminals on the Local
Force Computer to access the PNC facilities (see SRG).

Subsequent Appearance Following the original specified resulted court appearance the
subject makes a further attendance at court.

Validated Field The system’s ability to check that the input of data into a
field must conform to certain rules or contain certain values.

Varied on Appeal Following the original court case a successful appeal has
been made and the sentence was altered by the court to
reflect a more acceptable result (see Appeal).

ViSOR Dangerous Persons Database.

Ward of Court A juvenile under the care and control of a guardian
appointed by the Court.

Warrant of Commitment A document issued by the Court for the apprehension of an

offender with a directive to the police to have that person put
before a Court. Endorsements for bail may be present (see
Bail). The offender may also be required by the Court to
comply with certain conditions (e.g. payment of monies,
sureties).

Weed Review The period of time a record is to be held on the system
before the reason for its further retention is reconsidered.

Youth Restorative Justice Process whereby young offenders are withheld from the
criminal justice system and are instead given the opportunity
to make amends for an incident via practical reparation to
the victim or community.

X400 A piece of apparatus that allows the temporary storage of
data from a local force computer system (e.g. Crime
Information System or Command & Control) for onward
transmission to the PNC in a language acceptable to the PNC.
(Also known as the Phoenix/Force Interface.)
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CHAPTER 1 - INTRODUCTION

1. INTRODUCTION TO THE PNC MANUAL AND ASSOCIATED TOPICS
1.1.Purposes of this Manual

The PNC Manual serves the following main purposes:

o Itis the operating rules for PNC applications as agreed by ACPO and it
defines the national operating standards, which must be adhered to.
It provides an outline description of the overall system.
It provides a more detailed description of individual applications as a basis on which
forces can plan their local procedures. Force procedures should be in accordance
with any directives issued by the Association of Chief Police Officers (ACPO) and
Association of Chief Police Officers Scotland (ACPOS). Relevant documents include
the Code of Practice on the Management of Police Information (MoPI), Code of
Connection for PNC (including the associated PNC Operating Rules) and the
Agreement between the Home Office/Scottish Executive and ACPO/ACPOS for the
use of PNC.

e It is a reference for local training and information.

e It is a guide for operators in the use of the PNC.

1.2.Availability

New versions of either volume of the manual are made available to each customer
organisation, and are circulated by email to their PNC Liaison Officer. They are also available
via the Police On-line Knowledge Area (POLKA) .

1.3.Amendments

Any comments about format, content or presentation relating to either volume should be
channelled through the relevant PNC Liaison Officer (see Amendment Request Form at the
front of this document).

1.4.Content Queries

Ani enquiries relating to the PNC Manual should be made to the Service Desk on _

2. NATURE AND OUTLINE OF THE SYSTEM

The Police National Computer provides a fast and reliable service that allows users to access
and update a central database of information on a round-the-clock basis. The system can be
accessed on-line by Directly Connected Terminals (DCTs) and their associated printers. In
addition there are a growing number of local force computer systems and terminals connected
to PNC via STIF Replacement Gateways (SRGs). In both cases, the access is achieved via the
PNN3 Criminal Justice Extranet (CIX) network, managed by Cable & Wireless.

2.1.0rganisations with Full Access

Each customer organisation is issued with a two-character identifying code. For a full list use
the #QF transaction (see Chapter 5, section 2.4). Organisations with full on-line access to the
system include:

All mainland police forces of Great Britain
Police Service of Northern Ireland

British Transport Police

Isle of Man and Channel Islands Police
The National Identification Service (NIS)
Serious Organised Crime Agency (SOCA)
Ministry of Defence Police

HM Revenue & Customs
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2.2.Restricted Access

Restricted facilities are provided for a variety of purposes to several customers, including those
within the criminal justice system, government departments, vetting agencies and training
establishments:

e Courts Service, Probation Service, Prison Service and Forensic Science Service

e Departments dealing with Finance, Immigration, Social Security, Trade & Industry,
Transport

Driver and Vehicle Licensing Agency (DVLA)

Criminal Records Bureau, Disclosure Scotland and Access Northern Ireland

Defence Vetting Agency

NPIA (ICT Learning Programmes) and the police colleges at Bramshill and Tulliallan

2.3.0ther Approved Access

Data is transferred electronically by file transfer or encrypted email to the DVLA, Home Office
Statistics Branch, Experian, HPI and other commercial companies.

As technology has developed, increasingly links between the PNC and other data sources have
been built. The Motor Insurance Database was the first external source of data to be
accessible via PNC and the NMPR (National Mobile Phone Register) became the next in 2011.
NPIA supports application interfaces with the National DNA Database, Criminal Records Bureau
and the equivalent bodies in Scotland and Northern Ireland, Courts Service, IDENT1, ViSOR,
NSPIS Case Preparation and Custody, and NFLMS. Many forces use local systems, such as
Niche or the Scottish Criminal History System, to capture updates to Names records and then
transfer them electronically to PNC via the Phoenix Force Interface.

2.4.End User Access and Mobile Data Terminals

Originally most end users did not have direct access to PNC, with requests for and responses to
enquiries being communicated via radio or telephone links to terminal operators. There are
now a significant number of Mobile Data Terminals in use that provide direct access to PNC.
The roll out of Airwave and PDAs has increased mobile access to PNC substantially. This is
subject to the relevant training being undertaken.

2.5.Access to the System

An access control system allows different sets of capabilities to be allocated to different
terminal operators. For example, some operators are restricted to enquiry only transactions,
while others may only have access to specific applications. Web browser technology also
provides control over individual data fields that may be viewed. Levels of access are
determined locally within forces. If you require a different level of access contact your PNC
Liaison Officer.

2.6.Main uses of the system

Since beginning life in 1974 with solely a Stolen Vehicles database the PNC has evolved in line
with the needs of modern policing. Major changes were implemented in 1991 and the Phoenix
project provided a significant enhancement to the Names application in 1995. The strategic
aim of PNC has been and will remain unchanged, namely to provide the best possible
information for operational policing purposes. Within the police service some examples of the
main uses of the system are:

2.6.1. Patrol checks

Police officers use PNC enquiries in carrying out checks on vehicles, property and persons
observed in suspicious circumstances.
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2.6.2. Vehicles

In addition to stolen, owner and motor insurance enquiries based on the full VRM, the PNC has
four other facilities to identify vehicles when the full VRM is not known. VODS (Vehicle On-line
Descriptive Search) allows an enquiry to be made using descriptive or geographical information
about a vehicle. A frequently required subset of this functionality is the full postcode search.
It is recommended that all operators with Vehicle Enquiry access are permitted to use
the postcode search, provided they are aware of the issues relating to disclosure for
evidential purposes. PNC also supports searching using partial VRMs, optionally in
conjunction with Make, Model or Colour, and a VIN search, optionally in conjunction with Make.
These facilities provide details of all vehicles matching the search criteria (see Chapter 2).

2.6.3. Names

Changes to the Names database have allowed comprehensive information about persons to be
recorded on the system since May 1995. Earlier records that have been back record converted
may contain conviction material and the most recent nominal information only. The enhanced
functionality of the Names application provides extensive capabilities for recording criminal
intelligence, such as:

Modus Operandi (MO)

Known Associates

Alias Names and Dates of Birth

Current and historic Address information
All persons jointly charged

Places Frequented

QUEST (Queries Using Enhanced Search Techniques) was introduced in July 1998 to provide
the police service with the ability to use the information held in nominal records as an aid to
investigation. It provides the capability to search records using descriptive, conviction,
geographical and MO information, thus producing details of potential suspects.

2.6.4. Checks at the time of Arrest

When a person has been arrested, a nominal check will reveal amongst other things:

Whether that person is wanted for a crime

Whether disqualified from driving

Details of any outstanding prosecutions

Details of any previous convictions for recordable offences
Details of Sex Offender Status

If a person is arrested, charged, reported or summonsed for any recordable or certain other
offences, that person’s fingerprints should be obtained. Comparisons carried out using IDENT1
will assist in confirming identity for offenders with a previous criminal history.

2.6.5. Employment checks

Organisations requiring employment vetting checks, for certain occupations, and those
employing people having substantial access to children and vulnerable persons, should carry
these out via the CRB (Criminal Records Bureau), Disclosure Scotland or Access Northern
Ireland. Police and other authorised PNC users should not use the PNC for this purpose.
Checks for the purpose of security vetting should still be carried out on PNC.

2.7.PNC System Capacity

The PNC system has been upgraded regularly during its history to ensure that a satisfactory
service is provided, both in terms of on-line response times and ability to deliver off-line
services within acceptable timescales. Each mainframe has a finite capacity, which is carefully
monitored and managed to ensure it caters for anticipated increases in demand during the
lifetime of the hardware.
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Under the PNC Service Level Agreement, which allows for a 10% annual increase in
transactions, forces are required to notify the NPIA Service Level Management Team of plans to
increase their usage of PNC by any significant level (see PNC L/O Letters 2007/065, 2007/083
and 2009/070). Failure to do so could jeopardise the PNC service and cause the disconnection
of any unauthorised source of major increase, e.g. an ANPR system.

3. CURRENT APPLICATIONS
3.1.General

There are currently five major applications, each associated with a specific database: vehicles,
stolen and found property, persons of police interest, drivers licences and the transaction log.
Other system facilities include tables of reference information (known as the Combined
Directory), a means of broadcasting messages between police forces, operator training, and a
demonstration environment. Crimelink is a specialist database of predominantly unsolved
serious crimes that may be updated and interrogated by crime analysts.

3.2. Vehicles Application

The Vehicles application holds information on all British mainland registered vehicles, foreign
vehicles that have been reported stolen in the UK and other vehicles that are of particular
interest to the police. In all, over 55 million vehicles are recorded on the system. Updates to
vehicle identification, description and registered keeper details are provided daily by the DVLA,
and these are processed in batch mode. Police information can be added to vehicle records
using on-line transactions in the form of reports of various types, for example Stolen, Found,
and Action. While the normal means of enquiry uses a vehicle registration mark (VRM) as a
key, enquiries can also be made using part registration numbers and vehicle identification
number (VIN). There is also an on line facility (VODS) for retrieving all records that match a
particular vehicle description, e.g. make, model, colour, partial VRM.

3.3. Names Application

This application holds data on persons who:

e are the subject of judicial process for recordable offences, including information
about their current status

e have previous convictions for recordable offences (including Reprimands, Warnings,

Cautions)

have been issued with penalty notices for disorder

are currently disqualified from driving

are wanted by the police

are missing in certain circumstances or have otherwise come to notice

are on the Firearms Certificate Holders database (NFLMS)

have a DVLA Driving Licence record (held as a separate database to Names on PNC)

have been acquitted of, or arrested and released without charge for, a recordable

offence (under the Criminal Justice Act 2003, England & Wales only)

Information relating to the judicial process is keyed in at a local level by forces. Disqualified
Driver and Wanted/Missing information is entered directly by forces using on-line transactions,
with Disqualified Driver data being subsequently confirmed by electronic file transfer from the
DVLA. Persons, with record details, will have a PNCID number issued that is unique and is
retained for the duration of their record life on the system. This number is never reissued. A
CRO number is generated by IDENT1 once a person is identified using fingerprints. Only one
such number is issued per person regardless of aliases they may use.

Enquiries on records can be made using either a combination of name, date of birth, sex,
colour, and height or a reference number such as a PNCID Number, Driver Number or CRO
Number. The Names index can also be searched via QUEST, based on descriptive and
conviction information. A more detailed explanation of the search facilities is included in
Volume 2 of the Manual covering the Names, Drivers and QUEST applications.
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3.4. Property Application

This allows a restricted range of stolen or found property types to be recorded on the system
and enquired upon. Stolen engines are cross-matched with the Vehicles application. The
property classes recordable are specific items of contractors’ plant; vehicle “attachments” such
as trailers, engines, containers, sidecars; marine craft; animals; firearms. An enquiry-only link
to the external database NMPR (National Mobile Phone Register) is also available.

Property items are issued with a unique system generated Property ID number (PROPID).
These numbers can be enquired upon together with other various serial and property type
details. Other on-line descriptive search facilities are also available.

4. HENDON DATA CENTRE

Hendon Data Centre is the computer complex where the Police National Computer is housed.
It is a purpose built and self-contained building. A second machine, the Disaster Recovery
System, is housed at a separate location and acts as a hot standby machine.

4.1.Computer Operations

Five shift teams are responsible for operating the computer. This includes managing the
workload of the computer from the control consoles and manipulation of media. The teams
deal with problems affecting the system being operated on the computer and manage the
available resources to provide the best possible service to the users, being a first line of
defence against system stoppages. They are reinforced by technical support staff, who are on
call 24 hours a day.

Operations staff may also provide cover for specialist transactions, such as VODS and QUEST,
and advise whether an off-line search would be more appropriate. Additionally, since July
2004 the Operations staff have taken on responsibility for batch and media services (see
section 4.3).

When PNC or other related NPIA services, such as SRG, ViSOR, NFLMS, NABIS etc, suffer
unexpected loss of service, Operations staff use the Downtime Information Facility (DIF) to
inform customers. This prevents an excessive amount of calls to the PNC Service Desk about
the same issue. The DIF is also used to provide progress reports and details about the
restoration of the affected service. There is a separate DIF distribution list for each service, as
a PNC user is not necessarily a ViSOR user, and vice versa. Any changes to DIF lists should be
sent to Operations staff via the PNC Service Desk.

4.2.Service Desk

NPIA provides full customer support through the PNC Service Desk facility, which provides a
24-hour point of contact for all enquiries and problems concerning the services provided by
PNC. See Appendix 4 of this chapter for contact details.

4.2.1. Service Desk Availability

The Service Desk is available as the first point of contact for connectivity, software, hardware,
application and other related problems. Between the hours of 0800 and 1700 on weekdays it
is staffed by dedicated Service Desk personnel, as it is during these hours that the majority of
calls are received. Outside these hours and during weekends the Service Desk function is
provided by the operation shift teams. This means that the Service Desk facility is being
delivered 24 hours a day all year round.

4.2.2. Service Desk Procedures

On receiving a call, the Service Desk will carry out initial screening and attempt to resolve the
more straightforward connectivity faults such as locked out terminals or barred user logons. In
the case of PNN CIX network problems, if the fault is local to the customer, the user is advised
to contact their local IT staff who can report the issue direct to Cable & Wireless. If the
problem is more widespread (affecting various customer links or the entire CJX, or specifically
affecting Hendon), the Service Desk will book the fault out to C&W themselves and manage the

12
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incident from that time onwards. In such cases, C&W will provide regular reports to the
Service Desk on the progress towards problem resolution, and the Service Desk will keep the
affected customers informed.

4.2.3. Service Desk Objectives

The Service Desk’s objectives are:

e answering 90% of telephone calls within 30 seconds

e recording, prioritising and progressing all problems, queries and concerns according
to laid down processes and procedures

e monitoring and progressing the resolution of all outstanding problems
resolving 80% of all calls within the Service Desk
providing information for PNC customers about any changes that may affect the
performance of the PNC

4.2.4. General Queries

The Service Desk will answer queries or seek information for customers on any PNC related
matter and will act as the co-ordinating agency for any problem that affects the PNC service.

4.3.Batch and Media Services
4.3.1. Objectives

The objectives of this role are to provide batch services via the Batch Control System (BCS),
and to produce and despatch the associated output to customers without delay. Until
September 2008 the majority of this output was in the form of paper printout, and it peaked at
almost a million pages per month. Latterly, due to a significant reduction in redundant output
(particularly from NPDAFR) coupled with the strategic requirement to transfer it electronically,
the total volume of pages produced by batch jobs is now under half a million per month, with
only about 5% of this printed at Hendon.

4.3.2. Functions

The duties include:
e dealing with customer queries regarding the batch service
scheduling regular batch jobs
running ad hoc batch jobs requested by customers
ensuring electronic output is despatched to customers
collating any paper printout still produced, and arranging collection by external
customers
e managing the media library

Copies of all databases are maintained on the Disaster Recovery System by applying updates
there within an hour of them occurring at Hendon. Additionally all databases are backed up twice
per week at both sites.

4.3.3. Batch Control System

The Batch Control System comprises a wide variety of batch jobs that supplement the on-line
services. These off-line jobs include database updates where data from other sources is
processed, e.g. DVLA, Phoenix Force Interface, IDENT1, Royal Mail, and database enquiries for
which an on-line transaction is not available or would be inappropriate, e.g. a complex search
which could take several hours to complete. In addition the BCS handles regular weeding of
redundant records, provides audit reports, checklists, statistical reports and reviews.

4.3.4. Scheduled Batch Jobs

One of the most important tasks is to produce and despatch the Names Daily Activity File every
morning (batch job NPDAFR), providing a report of on-line Names update transactions as per
each force's #QV settings. Other regular jobs include:

e Vehicles update suite, data received from DVLA, run Tuesday to Saturday (VE601J])
e Drivers update suite, data received from DVLA, run Tuesday to Saturday (DL600J)
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Disqualified Drivers update suite, data received from DVLA, run weekly (ND0071])
Vehicle Theft/Recovery notifications, run weekdays (VE603])

Vehicles weed, run every Monday (VE6021])

Property weed, run every Monday (PR602])

Disqualified Drivers weed, run every Tuesday (ND010J)

Impending Prosecution weed, run 26" of each month (NPIPRM)

Wanted/Missing weed, run 18™ of each month (NW001J)

Warning Signals and Information Markers reminder, run 5" of each month
(NPWSIM)

e Disqualified 'Til Test Passed, run January and July (ND020J)

4.3.5. Ad Hoc Batch Jobs

Ad hoc batch requests must be made by an authorised officer, whose details have previously
been registered with Operations. An example of the authorisation form is shown in Chapter 7,
Appendix 1. Requests may be submitted by email or fax to the PNC Service Desk, marked for
the attention of Operations. These include:

e Message Log search (UT7001])
e Off-line Transaction Log search (UT500])
e Checklists and Audit Reports for Names, Vehicles and Property applications

If you are unsure of your precise requirements, please refer to Chapter 7 of this
manual or contact Computer Operations via the PNC Service Desk on

4.4.Security
A comprehensive round-the-clock physical security system is in operation.

Environmental engineering support is provided on-site round the clock. Computer hardware
engineering is covered by on-site and off-site facilities round-the-clock.

4.5.0ther Functions

The internal structure of NPIA is subject to periodic change, but in general terms the functions
carried out relating to PNC services can be categorised as follows:

¢ Software Engineering - development and testing of on-line, batch and interface
software

¢ Service Delivery - operations, batch & media services, availability management,
capacity management, service level management, systems security, customer
support

¢ Service Support - change and problem management, service desk, configuration
management, software release management, service improvement

¢ Technical Support - operating systems support, datacomms network and software
support, system integration, database support, applications integration
management

¢ Miscellaneous - business strategy, buildings security, facilities management

4.6.Service Level Agreements

There is a Service Level Agreement (SLA) between NPIA and the police service for the PNC. It
includes a description of the services provided, the hours during which they are available,
targets for availability and response times, and the structure for reporting performance and
reviewing the SLA, which is via the SLA Management Group (SLAMG). The SLA sets out the
maximum number of transactions of certain types the police service are expected to perform in
certain time periods. If these thresholds are exceeded NPIA cannot guarantee to deliver the
service within the agreed response time targets. In order to plan adequately for future
capacity, it is imperative that forces inform NPIA when planning local changes that may cause
significant increases in the PNC workload, for authorisation by the SLAMG (see section 2.7).

Service Level Agreements are also in place for other related services, such as ViSOR, NFLMS
and NABIS.
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5. TRAINING

The training standards for use of the PNC are the responsibility of the Police PNC Policy and
Prioritisation Group (P4G) via the Training Working Group. Training should only be carried out
by trainers on the NPIA PNC Trainers register who have been fully accredited. NPIA (ICTLP)
courses either at Ryton-on-Dunsmore or locally based provide an in-depth standard approach
to PNC training. It is essential that all personnel having contact with PNC facilities must be
trained to the correct standard by trainers who are themselves on the NPIA register for
delivering that module. This is in line with recommendations of the HMIC, based on their
review of the ACPO Police IT Compliance Strategy.

5.1.Courses Available

The following standard courses are available through NPIA (ICTLP) to all organisations
authorised to use the PNC. The shorter courses can be customised and delivered locally, by
arrangement with your organisation.

5.1.1. Police Training Roles Learning and Development Programme

This course, of five weeks duration, is aligned to the learning and development needs of the
Skills for Justice role profiles known as the Learning and Development Skills Framework. It is
intended for staff who will deliver training in force, and is also part of the accreditation process
for those wishing to deliver PNC training in the future at a local level. The course is of a
generic nature and equips delegates with the knowledge, understanding, skills, attitudes and
behaviours to enable them fully to take on the role of Police Trainer, Tutor, Instructor or
Presenter. It is a modular course delivered through NPIA at Harrogate. No previous teaching
experience is required, although a thorough working knowledge of the PNC will be required if
seeking PNC Trainer Accreditation. The National PNC Trainer Accreditation Process Document
is available from NPIA ICT Learning Programmes (see PNC L/O Letter 2010/015).

5.1.2. Managers’ Course

This three-day course is designed for managers and supervisors of PNC operators and for those
with a responsibility for data standards. The course aim is to enable delegates to explore
relevant aspects of legislation and current practice relating to the core functionality of the
Police National Computer as a management, operational support and investigative tool.
Particular emphasis is placed on the security and management of PNC data with their
organisation.

5.1.3. Vehicle and Property Enquiry Course

This is a three-day foundation course for operators of the PNC. No prior knowledge is required,
although pre-read material and tasks are a pre-requisite of attendance. The course covers
introductory elements of the system relating to Security and Legislation; Functionality of the
Bulletin Board; relevant Directory Tables; enquiries on the Vehicle File; enquiries on the
Property File; and an introduction to Transaction Log facilities. Competency based
assessments are conducted throughout the course and successful participants are awarded an
NPIA (ICTLP) course certificate.

5.1.4. Names Enquiry Course

This is a four-day foundation course for operators of the PNC. No prior knowledge is required,
although pre-read material and tasks are a pre-requisite of attendance. The course covers
introductory elements of the system relating to Security and Legislation; Functionality of the
Bulletin Board; relevant Directory Tables; enquiries on the Names File; and an introduction to
Transaction Log facilities. Competency based assessments are conducted throughout the
course and successful participants are awarded an NPIA (ICTLP) course certificate.

5.1.5. Vehicle and Property Update Course

This is a two-day course for operators who have successfully completed the Vehicle and
Property Enquiry Course. It is designed to increase the skills level by teaching participants to
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add, amend or delete data on existing records; to create new records and to use all the
facilities of the PNC Broadcast System. A competency based assessment is completed and
successful participants are awarded an NPIA (ICTLP) course certificate.

5.1.6. Names - Wanted Missing and Disqualified Driver Update Course

This is a two-day course for operators who have successfully completed the Names Enquiry
Course. It is designed to increase the skills level by teaching participants to add, amend or
delete data on existing records in respect of Wanted Missing or Disqualif