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Occupational Training Standards

This booklet is designed for delegates attending the PNC Names 
Enquiry Course. It is important that you read the book and 

answer any questions; some end of course assessment 
questions may be based on the information given here.

Please bring the completed workbook with you when
you attend your course.

The PNC Names Enquiry Course
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In tro d u c t io n

This w o rk b o o k  has been  des igned  by th e  s ta f f  a t  N P IA  Ryton to assist  
those de legates  attend ing  the  PNC N am es Enquiry Course.

I t  is to be used to m a k e  you fa m il ia r  w ith  th e  Police N ational C o m p u te r  
prior to yo u r  a t te n d an c e  on the  course. T h e  w o rkb o o k  contains m ater ia l  
pert in en t to the  course you are  a ttend ing .

I t  is im p o r ta n t  th a t  you read and c o m p le te  th e  tasks  included prior to 
co m m en c em en t of the course. There  will not be t im e  during the  course to 
com plete  these  p re -s e t  tasks.

As you m a y  need to ascerta in inform ation from  several d ep artm en ts  you  
should speak to yo u r  line m a n a g e r  for approval.

I f  you exp erience any  difficulty com pleting the  set tasks you m a y  contact  
yo u r  force PNC tra iners .

I f  you have a q uery  about contents of records or procedures which cannot  
be resolved by your local tra iner, then you can contact Ryton, w here  your  
query  will be passed to a tra in e r  for th e m  to deal w ith , on

W 0 2 4 7  6 8 2  6 1 5 0

I f  yo u  e x p e r ie n c e  a n y  p ro b le m s  w ith  m a c h in e s  yo u  u se , yo u  should  
contact the  Serv ice Desk a t  Hendon D ata  C entre  on: -

'M 0 2 0 8  3 5 8  5 0 0 0
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This four day PNC enquiry  course shows you how to access the  PNC Nam es  
File to enquiry  level covering the following a re a s : -

Data  Security  
Directory  Tables  
T h e  N am es File 
T h e  PNC Transaction  Lo

No p r e v i o u s  P N C  e x p e r i e n c e  is n e c e s s a r y :  FIOWEVER if you are new to 
t h e  p o l ic e  s e r v ic e  s h o u ld  h a v e  r e c e iv e d  an  a p p r o p r ia t e  in d u c t io n  
c o u rs e  p r io r  to  a t t e n d i n g  th is  c o u r s e ,  w h ic h  w il l  e n a b le  t h e m  to  
u n d e r s ta n d  p o lic y  e th ic s  and  p ro c e d u re s  in r e la t io n  to th is  c o u rs e .

Students who successfully com plete this course will return to their force or 
organisation w ith  a NPIA PNC N am es Enquiry opera tor 's  certif icate, fully  
equ ipped to carry  out nam es  enquiries  on th e  PNC sys tem . This course is 
a pre-requ is ite  for the  PNC W anted  Missing/Disqualified Drivers Updating  
course and the  PNC O ffence Processing course.

T h e re  a re  da ily  progress tes ts  and an end of course ass essm en t.  T h e re  
w il l  be an  o p p o r t u n i t y  a t  t h e  e n d  o f  c o u rs e  to  d is c u s s  a n y  f u t u r e  
d e v e lo p m e n t  needs. I f ,  during th e  course, issues o ve r  y o u r  c o m p e te n c y  
of using th e  PNC have  been h igh ligh ted , th en  th e  covering le tte r  to yo u r  
Line M a n a g e r  t h a t  a r r iv e s  w ith  y o u r  c e r t i f ic a te  m a y  h a v e  c o m m e n ts  
regarding the  issues raised.

Completion of this pre-course workbook is a pre
requisite of this course.
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Did you know?

T h e r e  a r e  in e x c e s s  o f  1 0 .1  m i l l io n  n o m in a l  r e c o r d s  r e c o r d e d  on  
PNC.

T h e  s y s te m  also  has links  to  th e  fo l lo w in g  s y s te m s :

T h e  D V L A  d r i v in g  l i c e n c e  d a t a b a s e  f o r  d e t a i l s  o f  d r i v in g  
licences

T h e  N a t i o n a l  F i r e a r m s  L ic e n c in g  M a n a g e m e n t  S y s t e m  f o r  
d e ta i ls  o f  f i r e a r m s  c e r t i f ic a t e s  an d  a p p l ic a t io n s

T h e  PNC is an investigative  tool, it is the  p r im ary  inte lligence tool used by 
all police forces in the  UK.

Used correc tly  IT  CAN HELP YOU in ves tig a te  c r im es , save  you t im e  and  
can aid in fu tu re  crim e reduction.

T h e  i n f o r m a t i o n  e n t e r e d  o n to  t h e  PN C n e e d s  to  be a c c u r a t e  so 
speculative searching will help fu tu re  m a jo r  enquiries.

T h e  P N C  is d e p e n d e n t  on  Y O U  s u p p ly in g  it  w i t h  a c c u r a t e  
information.

T ra n s a c t io n  E n qu ir ies

• T h e  PNC carried ou t a to ta l of 1 7 3 ,4 2 1 .1 3 5  million transac tions  in 
the  tw e lve  m onths period to April 2 0 1 1

• There  w ere  around 5 million nam es enquiry transactions and over 1 
million o ther nam es specific transactions during this period

• T h e re  w ere  over 6 .2  million driving licence checks during this period

• T h e re  w e re  around 6 million veh icle  enq u iry  transactions and over
1 0 0 ,0 0 0  o ther vehicle specific transactions during this period

• All individual transactions can be tracked on the audit log, including 
details of who carried out th e  transaction , the  te rm in a l th e y  used, 
w h ere  the  police officer was a t  the  t im e  of the  check, and w h y  the  
transaction was carried out.
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O U R S E  A IM S

T o  tra in  and  qualify  people in th e  use o f  th e  PNC N a m e s  Enquiry  w ithin  
th e  tra in ing e n v iro n m e n t  to th e  national s tandard , to  m e e t  th e  needs o f  
th e  police service and ach ieve  best va lue.

O U R S E  O B J E C T IV E S

At the end of the course you will be able to: -

Explain th e  need for data  security in relation to N a m e  enquiries  

A c c e s s  PN C

Access and in terpret th e  inform ation held in directory tables  

Search  fo r  nom inal records

In te rp re t  the  contents o f the  nominal s u m m a ry  screen  

Access and  in te rp re t  w arn in g  signals

Access and  in te rp re t  in fo rm ation  m a rk e rs

Access and  in te rp re t  in ternal cross re ferences

Access and  in te rp re t  local cross re fe rences

Access and  in te rp re t  nom ina l descrip tive  in fo rm ation

Access and  in te rp re t  bail conditions

Access and  in te rp re t  address  in form ation

Access and  in te rp re t  disposal in fo rm ation

Access and  in te rp re t  disqualified d r iv e r  reports

Access and  in te rp re t  driv ing licence records

Access and  in te rp re t  w a n te d  missing reports

Access and  in te rp re t  th e  use o f  th e  PNC transac tion  log

Access and  in te rp re t  th e  in fo rm ation  held in th e  transac tion  log

C O U R S E  D E T A IL S

T h e  course runs fro m  0 9 0 0  hours to 1 7 0 0  hours each day . H o w e v e r ,  th e  
course will c o m m e n c e  a t  0 9 3 0  on th e  first d a y  to  a llow  fo r  trave lling  and  
will finish by 1 6 3 0  on th e  last day .

S tu d e n ts  should bring p a p e r  and  a pen . T h e  s ta r t  and  finish t im e s  a re  to  
be strictly  a d h e re d  to . T h e re fo re ,  y o u r  t ra v e l  a r r a n g e m e n ts  should ta k e  
th is  into consideration .
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What is the Police National Computer?

The Police National C om puter (PNC) is a national database of inform ation, 
a v a i la b le  to all Po lice Forces  th r o u g h o u t  E n g la n d ,  S c o t la n d ,  W a le s ,  
C h a n n e l Is la n d s  and v a r io u s  o th e r  G o v e r n m e n t  d e p a r tm e n ts  such as  
Custom  and Excise, Crim inal Records Bureau and Im m ig ra t io n .

I t  w as in troduced in 1 9 7 4  to record deta ils  of stolen veh ic les . O v e r  the  
y e a r s ,  th e  a m o u n t  and  q u a l i ty  o f  th e  in fo rm a t io n  has g ro w n .  Th is  is 
outlined below:

S ig n i f ic a n t  d a te s

197 4  Stolen Vehicles
1 9 7 5  Broadcast
1 9 7 6  Fingerprints

1 9 7 6  Vehic le  K eeper Details
1 9 7 7  Crim inal Nam es
1 9 7 8  W anted /M iss ing  
198 0  Disqualified Drivers

1983  Com parative  Case Analysis (form erly  Crim e Pattern Analysis)
1 9 8 5  Convictions Flistory
1 9 8 9  Enhanced F ingerprint Search
199 1  Transaction  Log Search

199 1  Property  File introduced
199 4  Firearms and Marine Craft added to property file
1 9 9 4  Property  Descriptive Search Facility

1995  Sidecars am algam ated  with trailers, and animals added to the  
property  file

1 9 9 5  PFIOENIX - Enhanced N am es In d e x  
1 9 9 7  V O D S  - Vehic le O n-line  Descriptive Search
1 9 9 7  ANPR - A u tom atic  N u m b er Plate Recognition
1 9 9 8  Q UEST - Q ueries Using Enhanced Search Techniques
2 0 0 2  NAFIS - National A u to m ated  Fingerprin t Identif ication  System  
2 0 0 2  Access to the Motor Vehicle Insurance Database and Driver Licence 

Details on the  PNC
2 0 0 6  Inclusion of M OT exp iry  date
2 0 0 7  Links to NFLMS - National F irearm s Licensing M a n a g e m e n t S ystem

T h e  PNC is used t o d a y  to s to re  in fo rm a t io n  on o f fe n c e s ,  o f fe n d e r s ,  
veh ic les  and p ro p e rty .  O p e ra to rs ,  th ro u g h o u t  th e  c o u n try ,  u p d a te  th e  
in fo rm a tio n . I t  is accessib le  2 4  hours a d a y , 7 d a ys  a w e e k ,  3 6 5  days a 
year.
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F u tu r e  P la n n e d  D e v e lo p m e n t  o f  PN

Vehicle Excise Licence (VEL) serial num ber and expiry date information  

Schengen (European  Alerts on PNC)

The  PNC is used today to store information relative to offences, offenders, 
veh ic les  and p roperty . O p e ra to rs ,  in all forces th ro u g h o u t  th e  cou ntry ,  
u p d a te  th e  in fo rm atio n . I t  is accessib le  2 4  hours a d a y , 7 days a w e e k ,  
and 3 6 5  days a yea r .

Police forces a re  not th e  on ly  people  who now have  access to th e  PNC; 
som e G o v e rn m e n t d ep artm en ts  and o ther organisations also have a read 
only access.

To  k e e p  y o u  up to  d a te  w ith  th e  c h a n g e s ,  b o th  to  th e  PNC an d  to  
legislation affecting  th e  use of th e  PNC, th e  system  has a notice board ,  
w hich  users  need to access on a re g u la r  basis. T h is  is th e  BU LLETIN  
BOARD and it is th e  firs t t ransac tion  th e  PNC offers to you w h en  you log 
on to the  system . I t  is recom m en ded  th a t  you access this a t  least w eek ly .
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Each User of the  PNC has a F o r c e  c o d e  - as shown in this m ap

N orthe rn  Ire la n d  
98 Police Service of 

Northern Ireland

Welsh Forces
60 North Wales 
63 Dyfed Powys 
62 South Wales
61 Gwent

Scottish  Forces 
87 Northern Constabulary 
82 Grampian 
80 Tayside 
84 Central Scotland
78 Fife
74 Strathclyde 
76 Lothian and Borders
70 Dumfries and Galloway

O ther Users
24 MoD Police
25 Flendon
39 NPIA, Ryton
56 Guernsey
57 Jersey
58 Dover Flarbour
59 Civil Nuclear Police 
64 National Ports Office 
67 SOCA
71 Royal Navy
72 Royal Air Force
73 Courts
88 Fler Majesty's Revenue & 
Customs
93 British Transport 
97 Isle of Man

English Forces 
52 Avon &Somerset 40 Bedfordshire 35 Cambridgeshire 07 Cheshire
17 Cleveland 48 City of London 03 Cumbria 30 Derbyshire
50 Devon & Cornwall 55 Dorset 11 Durham 42 Essex
53 Gloucestershire 06 Greater Manchester 44 Flampshire 41 Flertfordshire
16 Flumberside 46 Kent 04 Lancashire 33 Leicestershire
32 Lincolnshire 05 Merseyside 02 Metropolitan 36 Norfolk
12 North Yorkshire 34 Northamptonshire 10 Northumbria 31 Nottinghamshire
14 South Yorkshire 21 Staffordshire 37 Suffolk 45 Surrey
47 Sussex 43 Thames Valley 23 Warwickshire 22 West Mercia
20 West Midlands 13 West Yorkshire 54 Wiltshire
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Who has access?

The previous page shows a m ap outlining all police forces and exam ples  of 
th e  o th e r  o rgan isa tions  th a t  have  access to th e  sys tem . O th e r  agencies  
h a v e  also b ee n  g iv e n  access  to r e le v a n t  in fo rm a t io n .  T h e s e  in c lu d e  
people as d iverse as the  R.A.F and Royal Mail.

An a g re e m e n t  b e tw een  forces, agencies and th e  H o m e Office d e term in es  
w h a t  in form ation th e y  are  entitled to have access to.

A t a low er level, each user has a key  to unlock th e  in fo rm ation  fro m  the  
PNC th a t  th e y  are  entitled to see - this is called the  User Id e n t ity ,  or User  
ID .  How it is m a d e  up will be exp la ined  fu r th e r  on.

Find you r local force on the  m ap and establish its num ber.

Id e n t ify  from  the  m ap all forces th a t  border your force and list th e m  with  
their force numbers.
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Force links to the PNC
T h e  PNC m a in fra m e  c o m p u te r  is located a t  Hendon D ata  C e n tre ,  which is 
in the  grounds of the  M etropolitan  Police tra ining school. Most Forces are  
linked to PNC by th e  Crim inal Justice E x trane t (CJX).

Not all forces have the  sam e sort of m echanical access to the  PNC. T h e re  
are  th re e  d iffe ren t types:

D i r e c t ly  C o n n e c te d  T e r m in a l  (D C T )

This is w h e re  one te rm in a l is connected to one phone line, linking d irectly  
to H endon D a ta  C e n tre .  I t  is a fast connection , as th e re  a re  no fu r th e r  
layers of com puters  to add t im e  to the  transactions. You will use this type  
of connection during yo u r  course.

This type  of connection is shown in Figure 1 below:

CJX

Fig. 1

S t a n d a r d  I n t e r f a c e  ( S T I F )  R e p la c e m e n t  G a t e w a y  (S R G )

T h e  S T IF  R ep lacem ent G a te w a y  has been developed as a rep lacem e n t for  
th e  S tan d ard  In te r fa c e .  T h e  S tan d ard  R e p la cem en t G a te w a y  provides a 
standardised m echanism  for on-line  access to PNC application services. I t  
differs from  th e  DCT g a te w a y , in providing local control over the  operation  
of PNC users, te rm ina ls  and sessions.

I f  you  access th e  PNC th ro u g h  y o u r  c o m m a n d  and contro l s y s te m , or  
o th e r  fo rce  s y s te m , th e n  y o u r  Force has a SRG. This m e a n s  th a t  w h en  
you carry  ou t a PNC transaction  a t  yo u r  te rm in a l ,  the  in fo rm ation  firstly  
travels  through you r force netw ork  to the  PNC interface. From there , it is 
t ra n s m it te d  to H e n d o n . R e tu rn in g  in fo rm a t io n  t ra v e ls  f ro m  H en d o n  to 
yo u r  Force in terface and then  back to yo u r  te rm ina l.

T h e  in form ation retrieved on the  screen will be exactly  th e  sam e , as on a 
DCT, h ow ever, on som e system s the  logging on procedure will va ry . (S ee  
la ter section on logging on .)
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Figure 2 illustrates how a S T IF  works.

Fig. 2

P h o e n ix  F o rc e  I n t e r f a c e  ( P F I )

This interface was designed to reduce the  a m o u n t of keyboard w o rk  staff  
w o u ld  h a v e  to c a r ry  o u t .  For e x a m p le ,  s o m e  Forces h a v e  a c u s to d y  
handling sys te m , and ra th e r  th an  ty p e  in fo rm ation  into this system  and  
aga in  onto th e  PNC, th e y  opted  fo r  th is  in te rface . C u sto d y  office s ta ff  
e n te r s  d e ta i ls  o n to  th e  local c u s to d y  s y s te m . In fo r m a t io n  f ro m  th is  
s y s te m  th a t  needs  to be e n te re d  on th e  PNC is s to red  in an in te r fa c e  
m e m o r y  (ca lled  th e  X 4 0 0 )  th a t  t ra n s fe rs  th e  in fo rm atio n  to Flendon a t  
intervals th ro u g h o u t the  day.

T h e y  a r e  used  p r in c ip a l ly  fo r  th e  o f fe n c e  p ro ce ss in g  e le m e n t .  An 
inc reas ing  n u m b e r  o f fo rces  in E ngland  and W a le s  use th is  in te r fa c e  
system .

W ith  the  o th er  system s, an y  PNC updates  can be seen im m e d ia te ly ,  but  
inform ation from  the  interface m a y  take  som e hours to be transm itted  to 
Flendon and updated onto the  PNC.

W ith  a PFI the  in form ation is only tra n sm itted  in one direction. Any errors  
will be returned  to the  force by m eans  of a prin tout produced a t  Flendon.

Figure 3 shows how the  PFI works:

X400
PFI

Fig. 3
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W h a t  ty p e (s )  of link to the  PNC does yo u r  force have?

W h a t  type  of link will you be working on?
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Information available from the PNC

Nam es

This file is m a in ta in e d  m a in ly  by th e  Police, to g e th e r  w ith  th e  N ational  
Identif ication  Serv ice (N IS ) .  I t  holds details of around 10 .1  million people  
who: -

■  H a v e  con v ic tions  fo r  c e rta in  o ffences
■ Are subject to the  legal process, for exam ple  waiting to appear at  

court
■ A re  w a n te d
■ H a ve  had certa in  cou rt o rders  m a d e  ag a in s t  th e m
■ A re  m is s in g  o r  fo u n d
■ H a v e  absconded  fro m  specified  ins titu tions
■ A re  d isqua lif ied  fro m  driv ing  by a co u rt
■ H a v e  a D r iv e r  Record a t  DVLA
■ H a ve  app lied  for, or hold, a f ire a rm s  or exp los ives  cert if ica te

D r iv in g  L ic e n c e s

This file is a copy of da ta  th a t  is supplied to N P IA  fro m  DVLA. I t  holds  
deta ils  o f e v e ry o n e  w ho holds, or has held , a driv ing licence in th e  UK. 
T h e  da ta  is m a in ta in e d  by DVLA, and a copy is prov ided  to N P IA  each  
w eekd ay .

Vehicles

This file m irrors  th e  m ain  details  of a p p ro x im a te ly  54  million records held 
by the  D river  &  Vehic le  Licensing A gency (D VLA ) S w ansea . I t  includes: -

■  V e h ic le  d e ta i ls
■ K e e p e r  d e t a i ls
■ D V L A  M a r k e r s
■ P o lic e  R e p o r ts
■ V eh ic le  In s u ra n c e  deta ils  (supplied  by M I IC )
■ M O T d e ta i ls  (su p p lie d  by V O S A )
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Property

This file is for item s of lost, stolen or found property . O rig ina lly  designed  
to record details of engines, th e re  are  now seven sep ara te  categories of 
p ro p e rty  in this file. T h e y  are: -

■  P la n t
■ E n g ines
■ T r a i le rs
■ A n im a ls
■ M a r in e
■ F ire a rm s
■ M o b i le  P h o n e s

Broadcasts

This system  has been in existence since 197 4 . I t  m akes use of the PNC to 
t r a n s m i t  m e s s a g e s  to  all o r  s e le c te d  fo rc e s ,  s e a p o r ts  and  a i rp o r ts .  
Because th e  sys tem  w orks  th ro u g h  th e  PNC's n e tw o rk ,  it is a fas t ,  free  
and secure w a y  to send im p o rtan t policing m essages betw een  forces.

T r a n s a c t io n  Log E n q u ir ie s

Every transaction  com pleted on th e  PNC is au tom atica lly  recorded.

T h e  in fo rm ation  stored re ta ins  deta ils  of th e  req u e s te r  o f th e  check, the  
PNC o p era to r  carrying it out, if d iffe ren t,  th e  reason the  check was carried  
out and w h a t  the  enqu iry  was.

I t  is possib le to search  fo r  all checks, w hich h ave  been  carr ied  ou t by  
Police staff and others th a t  have access to the  PNC.

As well as assisting w ith  auditing th e  PNC, this facility is an aid to police 
in v e s t ig a t io n s . W h e n  research in g  a su sp ect,  it could assist to id e n t ify  
other officers in the  country  who have had dealings w ith  th e m , to help put  
an intelligence package toge ther.

The  searches can be carried out up to a 1 2 -m o n th  period.
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Data Protection and Security

T h e  L e g is la t io n ,  B a c k g ro u n d  and  P r in c ip le s

C om puters  are  a com m on e v e ry d a y  fe a tu re  of the  working en v iro n m en t.  
Police w ork  is no exception.

A n y o n e ,  in c lu d in g  Po lice F o rc e s , w h o  hold p e rs o n a l  in fo r m a t io n  on  
com puter,  m ust register w ith the  In fo rm atio n  Com m issioner.

T h e  In fo r m a t io n  C o m m is s io n e r  keep s  a re g is te r  o f D a ta  U sers  ( th o s e  
who hold and use personal in fo rm ation ) and prom otes proper use of the  
information.

W h a t  hap p en s  if y o u r  C h ie f  C o n s ta b le /O f f ic e r /E x e c u t iv e  reg is te rs  as a 
Data User w ith  the  Commissioner?

T h e y  will tell the  Commissioner:

• w h a t  in fo rm a t io n  will be held
■ w h a t  th a t  in form ation  will be used for
■ who will have access to th a t  inform ation
■ w here  it will be obtained from .

You, as an e m p lo y e e  accessing th a t  in fo rm atio n , becom e th e  s e rv a n t  of  
the  user, so som e responsibility passes to you. W e  will com e back to your  
role.

The  D ata  Protection Act 1 9 9 8  lays down e igh t principles to which th e  data  
m ust com ply. S im p ly  put, th e y  are  a set of rules by which w e  m ust abide.

These eight principles say th a t  data  m ust be: -

1 F a ir ly  an d  la w fu l ly  p ro c e s s e d
2 O b ta in e d  and  p ro c e s s e d  fo r  la w fu l  p u rp o s e s
3 A d e q u a t e ,  r e le v a n t  and  n o t  e x c e s s iv e
4 M u s t  be A c c u r a te  and  up to  d a te
5 N o t  k e p t  lo n g e r  th a n  n e c e s s a ry
6 P ro c e s s e d  in a c c o r d a n c e  w i t h  t h e  d a t a  s u b je c t 's  r ig h ts  

u n d e r  th e  D a ta  P ro te c t io n  A c t  1 9 9 8
7 K e p t  s e c u r e ,  a n d  a p p r o p r i a t e  m e a s u r e s  t a k e n  a g a in s t  

u n l a w f u l  p r o c e s s i n g  a n d  a g a i n s t  a c c i d e n t a l  lo s s ,  
d e s t r u c t io n  o r  d a m a g e  to p e rs o n a l  d a ta

8 N o t  t r a n s f e r r e d  to c o u n tr ie s  o u ts id e  th e  E u ro p e a n  
e c o n o m ic  a r e a  w i t h o u t  a d e q u a t e  p r o te c t io n

An in d iv id u a l  sha ll  be e n t i t le d  to :

Flave access to data held about them selves  
Flave th a t  data corrected or deleted if appropriate
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What legislation is in place?

There  are  th ree  pieces of legislation th a t  cover com puters and the ir  use - 
and are  re levan t to you using th e  PNC.

T h e y  are:

T h e  D a ta  P ro te c t io n  A c t  1 9 9 8
T h e  C o m p u te r  M is u s e  A c t  1 9 9 0
T h e  C o p y r ig h t ,  D e s ig n s  an d  P a te n ts  A c t  1 9 8 8

W h a t  d o e s  t h a t  m e a n  to  yo u ?

T h e  D a ta  Protection  Act places respo ns ib il ity  to co m p ly  w ith  th e  e ig h t  
principles on you the  user. Non com pliance can m ean  prosecution, which  
m a y  result in severe  penalties.

T h e  C o m p u te r  M isuse A ct w as  o r ig in a lly  d es ig n ed  to m a k e  c o m p u te r  
hacking an offence. Again in sim ple te rm s , you can be prosecuted if you  
d e l ib e ra te ly  use a sys te m  w hich  you a re  not au thorised  to use. I t  is a 
cr im in a l o f fe n c e  to  c h a n g e  d a ta  w ith o u t  a u th o r i ty .  Th is  ac t  id en tif ie s  
specific offences which include unauthorised access to com puter m ateria l,  
u n a u th o r is e d  access to c o m p u te r  s y s te m s  w ith  th e  in te n t  to c o m m it  
a n o th e r  o f fe n c e ,  and  u n a u th o r is e d  a c ts  to im p a ir  th e  o p e r a t io n  o f  
com puters .

T h e  C o p y r ig h t ,  D e s ig n s  a n d  P a t e n t s  A c t  m a k e s  it an  o f f e n c e  to  
unlaw fu lly  copy an y  system  which has been purchased und er copyright.

H o w  can  y o u  c o m m it  an  o f fe n c e ?

E v e r y  t i m e  y o u  u s e  t h e  d a t a  s t o r e d  o n  t h e  P N C  f o r  a n  n o n 
a u th o r is e d  p u rp o s e  - y o u  c o m m i t  an o f fe n c e .

As an e m p lo y e e  you  m a y  be a p p ro a c h e d  by n e ig h b o u rs ,  re la t iv e s  or  
fr iends to carry  ou t PNC checks. For e x a m p le ,  "I w a n t  to buy a car I 'v e  
seen a t  th e  local g a ra g e ,  can you see if it's had acc ident d am ag e?" "My  
daughter 's  boyfriend looks a bit of a crim inal, has he got a police record?"

I t  could even  be a case of " I 'm  bored. I'll ju s t  have a look a t  som e records  
of well know n crim inals" - carrying out a n y  en q u iry  for personal curiosity  
is not allowed.

Don't do it - don't even be tempted - you could lose your
job and face prosecution.

NE Pre Course Workbook v4 4 July 2011.doc 
© National Policing Improvements Agency 2009

Page 17

MOD200018254



For Distribution to CPs

Every  single t ra n sac tio n , including logging on and off, is recorded - and  
can be traced back to you in a m a t te r  of seconds. Checks of who is using 
th e  PNC, and w h a t  th e y  a re  using it fo r ,  a re  carried  ou t in e v e ry  force  
e v e ry  day.

G ive two exam ples  of how the  Data  Protection Act could be breached.

D a ta  P r o te c t io n  in F orces

W ith in  all o rgan isa tions  w ho have  access to th e  PNC th e re  will be s ta ff  
w h o s e  role is 'to police th e  s y s te m '.  T h e y  m a y  be kno w n  as th e  D a ta  
Protection O fficer or D a ta  S e cu r ity  S ta ff.  T h e y  a re  th e re  to m o n ito r  and  
aud it  the  system  for security  and qua lity  assurance purposes.

Y o u r  use  o f  th e  PN

I f  all th is  sounds a bit e x c ess ive ,  d o n 't  panic. T h e  fo llow ing  a re  som e  
basic rules th a t  you should be a w a re  of:

never leave your terminal logged on, no m atte r  how tem porary  your  
a b s e n c e ,  e v e n  if y o u 're  ju s t  g e tt in g  a d r in k  (e v e n  locking y o u r  
t e r m in a l  C t r l ,  A lt  and  D e le te  as th is  can  be u n lo c k e d  by bo th  
yourse lf  and an A d m in is tra to r)

never carry  out unauthorised checks

never disclose yo u r  password to anyone  and

never disclose in form ation to unauthorised personnel.

A list o f  n e g a t iv e s ,  w h ic h  add  up to a v e r y  p o s it iv e  a p p ro a c h  to  th e
PNC

NE Pre Course Workbook v4 4 July 2011.doc 
© National Policing Improvements Agency 2009

Page 18

MOD200018255



For Distribution to CPs

L o g g in g  on

This section will ta k e  you through the  PNC logging on procedures th a t  will 
be followed during yo u r  tra in ing course.

During th e  tra in in g , all d e leg a tes  will use special tra in ing  identit ies  and  
passwords supplied by the  tra iners .

W hen  you log onto th e  PNC, th e re  are  a nu m b er of fields th a t  you m ust fill 
in. These  g ive you access to the  PNC.

User ID

The  User ID  identifies a specific o p e ra to r  w ith in  force. I t  notifies the  PNC 
th a t  you a re  au thorised  to use th e  sy s te m , and it d e te rm in e s  w h a t  parts  
of th e  sys tem  you are  entitled  to access. This in fo rm ation  is not secret,  
m a in ly  due  to th e  w a y  it is m a d e  up and y o u r  line m a n a g e r  m a y  w ell  
retain details of it

I t  is m a d e  up of 2 parts, e .g.

T h e re  can be a m a x im u m  of 8 c h a ra c te rs  in th e  U ser ID ,  and th e y  can  
only be a lphan um eric  characters , i.e. no spaces or punctuation symbols.

T h e  a p p e a ra n c e  of User ID s  var ies  b e tw een  forces as som e (like  in th e  
e x a m p le  sho w n) will be pure ly  nu m b e rs , o thers  a com bination  of le tters  
and num bers.

W h a t  happens if I  g e t  it wrong?

W h en  logging on, you are  only a llowed th re e  a t te m p ts .  I f  an invalid User  
ID  is input, then  security  fea tu res  built into the  system  will assum e th a t  
unlawful access is being a t te m p te d .

A t th e  th ird  a t te m p t ,  th e  log on will fail and you will see th e  fo llow in  
m essage on screen:

"Too  M a n y  in v a l id  log on a t t e m p t s .  T h is  t e r m in a l  is b e in g  lo cked
o u t"

This m ean s  th a t  nobody can log on to th e  system  from  th e  te rm in a l and  
the  te rm in a l has to be reset.
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Password

I f  th e  U s e r  ID  e s ta b l is h e s  t h a t  yo u  a re  e n t i t le d  to use th e  PNC, th e  
password is the  next level of security. I t  confirms to the  PNC th a t  you are  
the  person the  User ID  belongs to.

In it ia l ly  you will be issued a password and th e  PNC will ask you to choose  
a n e w  o n e . T h e r e  a re  ru les  you  m u s t  c o m p ly  w ith  w h e n  in p u tt in g  a 
password.

These are:

m in im u m  of 6 ,  m a x im u m  of 8 ch a ra c te rs ,  w hich m u s t  be a lpha - 
num eric  (no spaces or punctuation sym bols)  
no m o re  than  tw o consecutive identical characters  
not the  sam e as the  User ID

Passwords expire a fte r  45  days. You will get a warning in the last 15 days  
before you r password exp ires, asking you to change you r password.

You m ust also be a w a re  of you r responsibilities under the  Data  Protection  
Act and o th e r  re le v a n t  leg is la tion  and n e v e r  disclose y o u r  password to 
other people.

As with the  User ID  field you are allowed th ree  a ttem p ts  to log on. I f  you  
a t te m p t  to input an invalid password th re e  t im es  in succession, you will 
see the  following m essage on screen:

"Too  m a n y  u n s u c c e s s fu l  log on a t t e m p t s .  T h is  U s e r  ID  is b e in g
barred"

I f  y o u  h a v e  b e e n  b a r r e d  an d  t r y  to  log on a g a in ,  yo u  w il l  s e e  th is  
m essage:

" U s e r  ID  is b a r r e d  - C o n ta c t  S e c u r i t y  A d m in is t r a to r "

O th e r  users could be a llowed access to th e  te rm in a l ,  but before  YOU are  
able to log on again  you m ust have yo u r  User ID  reset. I f  you need you r  
p assw o rd  re s e tt in g  as w e ll  th e n  th is  m u s t  be d o n e  by an a u th o r is e d  
person in yo u r  Force.

T h e  first t im e  you log on to th e  PNC, or a f te r  having y o u r  User ID  reset,  
you will use an a l lo ca ted  p assw o rd . O nce you  h av e  c o m p le te d  all th e  
fields correctly and transm itted the information, you will see a m essage on 
screen advising you th a t  yo u r  password has expired.

You m ust then  e n te r  a valid new  password. W hen  you have en tered  you r  
new password correctly, the  PNC will request you to re e n te r  it to confirm  
the  change.
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W ho allocates user ID s  in yo u r  Force?

How are  you r force user ID s  m a d e  up?

W ho is responsible for re-setting  passwords in yo u r  Force?

W h a t  is the  procedure for requesting yo u r  password to be reset?

W h y  do you th in k  th a t  the  resetting of passwords is so restricted?
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M o d e s
T h e  PNC allows access to th re e  m odes , or d a tab ases . Yo ur User ID  will 
d e te rm in e  which of th e m  you are  entitled to use.

You m ust input one of the  following:

LIVE allows access to the  live file only.

TRNG a llo w s  access  o n ly  to th e  t ra in in g  d a ta b a s e ,  
contains a v a r ie ty  of records m irroring th e  live file.

This

DEMO c o n ta in s  f i le s  fo r  d e m o n s t r a t io n  p u rp o s e s  o n ly .  Also  
used by forces to u p d a te  or m o d ify  th e ir  ow n tra in ing
records.

G ive exam ples  of w hen you should use the  TRNG  m ode.

W h y  do you th ink  th e re  are  sep ara te  live and tra ining files?

You h a v e  now  c o m p le te d  th is  s e c t io n ;  yo u  m a y  like  to t a k e  a b r e a k  
now.
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The Directory Tables
T h e  d irec to ry  tab les  a re  lists of in fo rm ation  you can access th ro u g h  the  
PNC, and are  co m m o n ly  called "Q codes".

T h e y  a re  like a te le p h o n e  book, and can o ften  be used w h e re  you m ig h t  
use the  Police and C onstabu lary  A lm anac.

T h e re  are  also o th e r  'Q codes' designed specifically for superv isory  level 
use. T h e  following are  th e  ones you are  m ost likely to use:

QF - Q u e r y  Force

This transaction  will give you access to in form ation relating to Force 
F le a d q u a r te rs .  You w ill  f ind  a d d re s s e s ,  t e le p h o n e  n u m b e rs  and  fa x  
n u m b e rs  fo r  all Police forces and agenc ies  w ith  access to th e  PNC. You  
can access this using the  force, or agency  n am e or force code.

QS - Q u e r y  S ta t io n

This tra n s a c tio n  will g ive  access to in fo rm a tio n  re la ting  to each police  
s ta t io n  w ith in  a fo rce .  E v e ry  s ta t io n  in th e  c o u n try  has a fo u r  f ig u re  
'F o rc e  station code'. T h e  tra in ing school has force station codes for the  
purposes of teaching updating. These  are  sim ilar to 3 9 A 1 ,  and so on. The  
f irs t  tw o  n u m b e rs  m a k e  up th e  fo rce  code, and th e  last tw o  id en tify  a 
particular station w ithin th a t  force area .

Again you m ay  find addresses, te lephone and fax  numbers. There  m ay  be 
specific n um bers  listed e .g . th e  PNC Bureau extens ion . You will also find 
th e  n a m e  of th e  Force PNC Liaison O ff ic e r  here .

You can search for individual s tations, e ith er  by n u m b e r or n a m e , or all 
s ta t io n s  w ith in  a p a r t ic u la r  fo rce  a re a .  Th is  t ra n s a c tio n  is p a r t ic u la r ly  
u s e fu l  w h e n  re a d in g  F orce  s ta t io n  co d es  w i th in  a PNC r e c o rd ,  and  
a tte m p tin g  to establish contact points.

I f  any details within the  QF or QS directories are inaccurate for your force, 
a d v is e  y o u r  s u p e r v is o r  as t h e y  h a v e  s o m e  r e s p o n s ib i l i t y  fo r  a n y  
am en d m e n ts .

QC - Q u e r y  C o u rts

Each court has a four ch a ra c te r  code which un iquely  identifies it. W hen  
updating nam es records you will use these  codes often.

This tra n sac tio n  will a llow  you to access in fo rm atio n  a b o u t  th e  location  
and address  o f th e  cou rt ,  or all courts  w ith in  a police force  a re a .  This  
in form ation can be accessed by e ith er  using the  court n a m e  or court code, 
or the  force n am e or force code.
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QO - Q u e r y  O ffe n c e s

Every offence has a num ber code, which uniquely identifies it. These are  
broken down into parts of the  United K ingdom , i.e ., England and W ales;  
Scotland; Is le  of Man; Northern Ire lan d ; Jersey and G uernsey, w here  the  
v a r io u s  la w s  in e a c h  a r e  d i f f e r e n t .  O n e  t y p e  o f  c o d e  is an  A C PO  
(Association of C h ie f  Police O fficers) code. For e x a m p le  in England and  
W a le s  s h o p l i f t in g  is 5 . 5 . 8 . 1 ,  an d  t h e  S c o t t is h  o f fe n c e  o f  T h e f t  by  
Housebreaking is 2 5 .1 .1 .  The  codes are  used for updating nam es records. 
You m a y  also get requests from  officers asking you the code for a certain  
offe n ce . By using th is  t ra n s a c tio n  you can se lec t  f ro m  lists to find th e  
code relating to an offence or set of offences.

QB - Q u e r y  B ro a d c a s t

As you have previously learned the PNC has a facility to send m essages  
am o n g  fo rces , and th is  is called th e  b ro ad cas t  sy s te m . T h e  QB  
transaction  is a list of addresses to which broadcasts m a y  be sent. An 
exam ple  would be if you w anted to send a broadcast to all the forces tha t  
border the  M l  m o to rw ay . A check on QB would give you a shortened  
address to allow th a t ,  this being M 1GROUP3.

QP - Q u e r y  Post C e n t r e

Th is  t ra n s a c t io n  w ill a l lo w  you  to id e n t i fy  a pos t c e n t r e ,  e .g .  
C o ventry . I t  will not a llow full postcode searching.

CV fo r

QA — Q u e ry  A d d ress

T h is  t ra n s a c t io n  w ill a l lo w  th e  s e a rc h in g  fo r  fu ll  a d d re s s  d e ta i ls  fo r  
e x a m p le  w h e re  a postcode is needed for th e  PNC updating . I t  also allows  
for a user to search for an address w here  only the  postcode is known, for 
e xa m p le  if som eo ne hands in a piece of lost p roperty  which is m arked  with  
a house n u m b e r and postcode.

Show  yo u r  force station code and explain  the  m a k e  up of it.

W  tuc h-Q. £od.@-d c u y ^  ■thl4:^k.-yau-wauld-use-th e -m  6£t?-

YfHi-Na ve-ne w--c-omp leted-th ts--seeti-oft-.-

NE Pre Course Workbook v4 4 July 2011.doc 
© National Policing Improvements Agency 2009

Page 24

MOD200018261



For Distribution to CPs

The Basic Criminal Justice System

This  head in g  is, p e rh a p s , m is le a d in g ,  as th e re  isn 't one  basic ju d ic ia l  
sys tem  in th e  United  K ingdom . T h e  law in England and W ales , which is 
fu n d a m e n ta l ly  d if fe re n t  fro m  Scottish law, which is d if fe re n t  aga in  from  
th e  law  in N o r th e r n  I r e la n d .  T h e r e  a r e  d i f f e r e n t  law s p e r ta in in g  to  
offshore  islands such as th e  Is le  of Man and even  th e  C h anne l Is la n d s  
have d ifferent laws relating to both Jersey and G uernsey. So the  idea of a 
basic crim inal justice  system  in the  UK is f law ed.

H o w e v e r ,  here  w e  will look a t  th e  basic sys te m  as it app lies  to England  
and W ales.

T h e  responsibility  for investigating  crim e rests p r im arily  w ith  th e  Police 
a lth o u g h  certa in  o th e r  specia lis t  agenc ies  (e .g .  HSE - H e a lth  &  S a fe ty  
E x e c u t iv e )  do c a r r y  o u t  i n v e s t i g a t i v e  f u n c t io n s .  A g a in  w i t h  f e w  
excep tion s , it is th e  responsib ility  of th e  Crow n Prosecution S erv ice  - CPS 
- to bring prosecutions before the  courts. ( In  Scotland this function rests  
with the  Procurator Fiscal - PF.)

V ir tu a lly  all th e  crim inal prosecutions begin th e ir  life in th e  M ag istra tes  
C o u rt,  a local co u rt  w h e re  M a g is tra te s  (e i th e r  lay persons sitt ing  as a 
g ro u p , or p ro fess iona ls  s itt ing  a lo n e )  dea l w ith  th e  cases. W h ils t  th e  
m ajority  of cases will com e to a conclusion at the Magistrates Court, some  
cases, usually the  m ore  serious, m ove through the  Magistrates Court to a 
C ro w n  C o u r t  by w a y  o f  c o m m i t t a l  p r o c e e d in g s .  T h is  is w h e r e  th e  
M agistrates decide w h e th e r  th e re  is a case to answer.

Offences are  divided into th ree  sep ara te  categories:

O ffences  tr ia b le  on ly  on in d ic tm e n t - T h e s e  are  th e  m ost serious  
cases th a t  can only be f ina lly  d ea lt  w ith  a t  th e  Crow n C o urt (e .g .  
M urder, Robbery or Rape). As w ith all o th er  offences, these  begin in 
the  M agistrates Court and are  com m itted  to the  Crown Court.

O ffe n c e s  t r ia b le  e i th e r  w a y  - T h e s e  cases can be tr ie d  in e i th e r  
the  M agistrates Court or the  Crown Court. In  the  first instance the  
M ag is tra tes  will dec ide  w h e re  th e  case will be heard  and th is  will 
dep end  on a n u m b e r  o f fac to rs  such as th e  w ishes of th e  person  
being prosecuted w ho, currently , has the  overrid ing right to choose.

O ffe n c e s  t r ia b le  s u m m a r i ly  o n ly  - T h e s e  a re  cases t h a t  can on ly  
be d ea lt  w ith  a t  th e  M ag is tra tes  C o urt and include m in o r  crim inal  
m atte rs  and a lm ost all m otoring offences.
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Note: I f  a m a t te r  is tried  a t  th e  M ag is tra tes  C o urt and , on a find ing of 
g u ilt  and  h a v in g  h e a rd  e v id e n c e  o f  a h is to ry  o f o f fe n d in g  e tc . ,  th e  
M agistra tes  can co m m it  th e  sub jec t to the  Crow n Court for sen tence if it 
is fe lt  th a t  th e ir  p o w er of sen tencing  is insuffic ient and th e  o ffence in 
question carries a m a x im u m  penalty  above the ir  limit.

Once a decision is m a d e  to proceed to the  prosecution stage this can be 
e ith er  by w a y  of sum m ons or charge.

In  the  case of sum m ons , the  sub ject is reported  and a sum m ons outlining  
the offence(s) is sent to them  or handed to them  personally, together with  
details of w h e re  and w hen  th e y  are  to appear.

For charges, the  subject is form ally  told of the offence(s) (charged) by an 
Officer in the  case before the  Custody S erg ean t and then rem anded to the  
court. R em ands m a y  be in custody or by w a y  of bail for which conditions  
m a y  or m a y  not be set.

N o te :  it has b e c o m e  c u s to m a ry  to re fe r  to a person  c h a rg e d  as th e  
accused w h e re a s  a person s u m m o n s ed  is re fe rred  to as a d e fe n d a n t .  
Subjects  m a y  defend th em se lves  in court or, m ore  likely, a rran g e  for a 
legal rep resen ta tive  to act on th e ir  behalf.

In  a M a g i s t r a t e s  C o u r t  it  is u s u a l  f o r  a S o l ic i t o r  to  a c t  as  le g a l  
r e p r e s e n t a t iv e  w h e r e a s ,  if th e  case  p ro c e e d s  to  C ro w n  C o u r t ,  th e  
Solicitor will continue to act for the  sub jec t but it is usual for a Barrister  
to be instructed to ap p ear  in th e  court.

P ro c e d u re  in th e  M a g is t r a t e s  C o u r t

W h en  th e  sub jec t app ears  before  th e  M ag is tra tes  C ourt for th e  first t im e  
the  case m a y  be dea lt w ith to a conclusion or the  case will be put back to 
a n o th e r  d a te . This is re fe rred  to in court sp eak  as an a d jo u rn m e n t .  (On  
you r course you will find th a t  the  PNC has an o th e r, m ore  specific m eaning  
for 'A d jo u rn '.)  T h e  case m a y  be ad journed  for a n u m b e r  of reasons, for  
exam ple :

•  The  prosecution m a y  need m ore  in form ation or t im e  to p repare

• The  defence m a y  need m ore  in form ation or t im e  to p repare

T h e  sub jec t m a y  wish to plead 'not guilty ' and w itness need to be 
w arned  to attend  to give evidence

T h e  s u b je c t  m a y  p le a d  'g u i l t y '  b u t  t h e  c o u r t  r e q u i r e s  m o r e  
in form ation before it can pass down a sentence

The  case is to be heard a t  th e  Crown Court.
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W h ere  a case is adjourned under any of these circumstances the court will 
e i t h e r  r e m a n d  t h e  s u b je c t  in c u s to d y  o r  on b a il  ( w i t h  o r  w i t h o u t  
con d it io n s ).  A re m a n d  on f irs t  a p p e a ra n c e  a t  th e  M ag is tra te s  C o u rt  can  
be fo r  a m a x im u m  o f 8 d ay s  b u t  fo r  a n y  s u b s e q u e n t  a p p e a ra n c e s  a 
rem and m a y  be up to 28  days.

In  th e  case of c o m m itta l  p roceedings w h e re  th e  case is being sen t fro m  
th e  M ag is tra tes  C o u rt  to th e  Crow n C o u rt  to be h ea rd , th e  prosecution  
m ust furnish copies of all prosecutions s ta te m e n ts  of ev idence and copies  
of any  d o c u m en ta ry  objects before th e  com m itta l proceedings ta k e  place. 
T h e  s u b je c t  m a y  w ish not to q u e s tio n  th e  e v id e n c e  a t  th is  s ta g e  and  
th e re fo re  th e y  consent to the  com m itta l.

H o w e v e r ,  if th e y  w ish  to m a k e  r e p re s e n ta t io n s  to th e  e f fe c t  t h a t  th e  
evidence does not constitute a 'c a s e  to answer' then these representations  
are m ade to the Magistrates who will m ake  a ju d g e m e n t as to w hether the  
m atte r  should be com m itted or not. In  the case of there  being no 'c a s e  to 
an s w e r ' on a n y  or all o f  th e  ch a rg es , th e  M a g is tra te s  will d ism iss th e  
re le v a n t  c h a rg e (s )  and d ischarge th e  d e fe n d a n t .  O f course, if th e re  are  
som e charges still proceed ing , th e  d e fe n d a n t  will be required  to an s w er  
those charges in th e  Crown Court.

On co m m itta l ,  the  d e fen d an t will be inform ed of the  charg e(s ) to proceed  
and inform ed of the  da te  th a t  the m a t te r  will be heard a t  the  Crown Court. 
The m ag is tra te  m a y  also o rder th a t  a 'P re l im in a ry  Hearing ' takes  place at  
the  Crown Court.

P ro c e e d in g s  a t  C ro w n  C o u r t

The  first ap p earan ce  a t  Crown Court will be one of the  following:

' Prelim inary Hearing' if this has been ordered by the  m agistra tes court.

' Plea and S entence Hearing' if the  de fend an t indicated to the  Magistrates  
Court th a t  th e y  will plead guilty.

' Plea and Case M a n a g e m e n t Hearing' if ne ither of the  above apply.

I f  the  de fend an t pleads guilty  the  Judge, who sits in a Crown Court, m ay  
dec ide  to pass sen ten ce  th e re  and th e n . As w ith  th e  M ag is tra tes  C ourt,  
the  Judge m a y  decide th e y  need fu r th e r  in form ation before sentencing is 
m ad e  and the  case will be ad journed .

I f  th e  d e fen d an t  pleads not guilty , th e  case will be ad journed  for trial by 
ju ry .

A ju r y  consists o f 12  m e m b e rs  o f th e  public aged  b e tw e e n  18  and 70  
draw n a t  random  from  the  electoral role.
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T h e  tria l will c o m m e n c e  w ith  th e  prosecuting B arr is ter  outlin ing th e  case  
to the  ju ry .  This is followed by the calling of prosecution witnesses to give  
t h e i r  e v id e n c e .  T h e y  f i r s t  g iv e  t h e i r  'e v id e n c e  in c h i e f  by w a y  o f  
a n s w e r in g  q u e s t io n s  posed by th e  p ro s e c u t in g  b a r r is te r  and  th is  is 
fo l lo w e d  by a 'c ro ss  e x a m in a t io n '  by  th e  d e fe n d in g  B a r r is te r .  T h e  
prosecution has th e  right to ask  fu r th e r  questions of th e  w itness  but only  
on m atte rs  arising from  the  'cross exam ination '.

O n ce  all th e  p ro s e c u t io n  w itn e s s e s  h a v e  g iv e n  e v id e n c e  t h e r e  is an  
o p p ortun ity  for the  defence to a rgue  th a t  insufficient ev idence has been  
heard to convict.

I f  the  Judge agrees  w ith  the  submission th e  ju r y  will be d irected to return  
a 'not guilty' verdict.

I f  the defence m akes no such submission, they  m ay  then call witnesses on 
beh a lf  of th e  d e fen d an t.  On this occasion, roles are  reve rsed , in th a t  it is 
th e  defend ing B arris ter who leads w ith  th e  'exam in a tio n  in c h ie f  followed  
by  t h e  p r o s e c u t in g  B a r r i s t e r  w i t h  t h e  'c ro s s  e x a m i n a t i o n '  w i t h  a 
' re -ex am in a tio n ' by the  defending Barrister if necessary.

O nce  all th e  e v id e n c e  has been h e a rd ,  th e  p rosecuting  and d e fen d in g  
barr is te r  (kn o w n  c o m m o n ly  as Counsel) m a k e  closing s ta te m e n ts  before  
th e  Judge sum s up the  ev idence for th e  Jury and gives th e m  directions as 
to an y  m a tte rs  of law th a t  are  re levan t.  T h e  ju r y  then  retires to consider  
th e ir  verdict.

In i t ia l l y ,  th e  Ju d g e  w ill a s k  th e  j u r y  to re tu rn  a u n a n im o u s  v e rd ic t .  
H o w ev er ,  if, a f te r  a certa in  length of t im e  has e lapsed , th e  ju r y  cannot  
u n a n im o u s ly  a g re e ,  th e  Judge m a y  accep t a m a jo r i ty  v e rd ic t ,  a lth oug h  
this would norm ally  be a t  least 10  to 2.

On a f in d in g  o f 'n o t  g u ilty '  th e  d e fe n d a n t  w ill be d is c h a rg e d  fo r  th a t  
offence and if th e re  are  no findings of guilt, will be free  to leave the  court. 
On c o n v ic t io n ,  th e  Ju d g e  w ill m o v e  to s e n te n c e  a l th o u g h ,  a g a in ,  an  
a d jo u r n m e n t  fo r  f u r th e r  in fo rm a t io n  ( e .g .  b a c k g ro u n d  o r  c h a r a c te r  
reports) m a y  be required.

Y o u th  C o u r ts

A person b e tw een  th e  ages of 10  and 17  ( th e  law does not accept th a t  
persons under 10  years  of age  can co m m it  a crim inal o ffence) if th e y  are  
not jo in t ly  charged  w ith  an ad u lt ,  will be d ea lt  w ith  a t  th e  Y outh  Court.  
T h e se  courts o p e ra te  in a s im ila r  w a y  to th e  M ag is tra tes  C o urt a lth ough  
th e  public a re  excluded and w h ile  th e  proceedings can be rep o rted , the  
identity  of the  sub ject is genera lly  not released.
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A  youth  has no right to  e lect th a t  th e  offences be heard a t  a Crow n Court, 
alth ough  offences o f  M u rd e r  and  M a n s lau g h te r  m u s t  be d ea lt  w ith  a t  th e  
C ro w n  C o u r t .

I f ,  h o w e v e r ,  a y o u th  is ch a rg ed  w ith  an  o ffence  th a t  w o u ld ,  if c o m m it te d  
by an adu lt,  carry  a sen ten ce  o f  a t  least 14  years , o r  is charged  w ith  a n y  
o ffe n c e  spec if ied  in S e c tio n  5 1 A ,  fo r  e x a m p le ,  in d e c e n t  a s s a u lt  on a 
w o m a n ,  or is jo in t ly  charged with  an adult, th e y  m a y  be c o m m itted  to th e  
C row n  C o u rt  fo r  trial.

S e n te n c in g

T h e  s e n te n c e  t h a t  a Ju d g e  m a y  h an d  d o w n  is prescribed  by law  as th e  
m a x im u m  pena lty  allowed, a lthough th e  Judge m a y  hand dow n a sentence  
up to  th is  m a x im u m  a t  th e i r  d isc re t io n . O n ly  c e r ta in  o f fe n c e s  h a v e  a 
s e n te n c e ,  w h ic h  is f ixe d  by  la w  - i.e . M u r d e r  -  Life Im p r is o n m e n t  (in  
these  cases th e  Judge indicates a m in im u m  period to be served before the  
subject m a y  apply for release on licence, which is authorised by th e  H o m e  
S e c re ta ry ,  w h o  rece ives  a re c o m m e n d a t io n  f ro m  th e  paro le  board  and  
seeks  th e  adv ice  o f  th e  Lord C h ie f  Justice.)

In  d e te rm in in g  th e  a p p ro p r ia te  sen te n c e  th e  m a g is tra te s  o r  Jud ge  m u s t  
ta k e  into account a n u m b e r  o f factors:

T h e  c ircum stances o f  th e  O ffence.

T h e  c ircum stances o f  th e  o ffender -  previous convictions, character,  
social a n d /o r  dom estic  background , etc.

O th e r  O ffe n c e s  - In  a d d it io n  to  th e  o f fe n c e (s )  fo u n d  a g a in s t  th e  
d e fe n d a n t  th e y  m a y  also w ish o th e r ,  s im ilar , o ffences  to  be ' tak en  
into consideration ' and  a lth ough  no s e p a ra te  penalt ies  a re  han ded  
dow n for these, so called T IC 's , th e  n u m b e r  and nature  o f th e m  m a y  
effec t th e  sen ten ce  han ded  dow n.

Mitigating C ircum stances.

N o te :  I f  a y o u th  is fo u n d  g u i lty  o f  m u r d e r  c o m m it te d  w h e n  u n d e r  th e  
a g e  o f  18  y e a rs  th e  m a n d a to r y  se n te n c e , prescribed  by law , is o n e  o f  
d eten tion  'during H e r  M a jes ty 's  Pleasure'.

u s to d y

A  M a g is tra te s  C o u r t  m a y  on ly  s e n te n c e  an  o f fe n d e r  to  a m a x im u m  o f 6  
m o n th s  im p r is o n m e n t  fo r  a n y  o n e  o ffence and  a m a x im u m  o f  12  m o n th s  
fo r  t w o  o r  m o r e  o f fe n c e s  h e a rd  a t  t h e  s a m e  t im e .  In  a d d i t io n ,  th e  
M agistra tes  can hand dow n  a m a x im u m  sen tence  o f  12  m o n th s  w h e re  it is

imposing 'consecutive' sentences for two or m ore  offences th a t  are  triable
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e ith er  w ay.

N o te :  'Concurrent' sentences are  w h ere  the  o ffender serves both or all of 
th e  offences a t  th e  sam e t im e  (i.e .  6 m onths  and 6 m onths  concurren t =  
6 m onths).  'Consecutive sentences are  w h e re  the  o ffender serves each  
sentence one a f te r  the  o th er  ( i.e . 6 m onths and 6 m onths consecutive =  
12 m onths).

Custodial sentences passed on a person und er 21 will usually be served in 
a Young O ffender Ins t itu t ion  (Y O I) .  T h e  m in im u m  age for such a sentence  
is 15 years  (u n d e r  15 years  the  young person can be handed into the  care  
of the  local au th o r ity .)

T h e  m a x im u m  s e n te n c e  o f d e te n t io n  t h a t  can be h an d ed  dow n  to an  
offender over 15 but under 18 years is two years. O ver 18 years they  can 
re c e iv e  th e  s a m e  m a x im u m  s e n te n c e  as an a d u lt  w ith  a n y  re m a in in g  
period of im p rison m ent a f te r  the  age of 21 years  being served in an adu lt  
ja il.

S u s p e n d e d  S e n te n c e s

A suspended sentence m a y  only be handed down to an o ffender aged 18  
y e a rs  or o v e r .  T h e  s e n te n c e  m a y  be w h o lly  or p a r t ly  suspended  fo r  a 
m in im u m  of 1 y e a r  and a m a x im u m  of 2 yea rs .  I f  th e  o ffe n d e r  co m m its  
an offence during the  period of the  suspension then  the  Court m a y  order  
th e m  to serve  all or p a rt  o f th e  suspended sen ten ce  in add it ion  to a n y  
pena lty  for the  new offence.

A C o u rt  w ill no t usu a lly  im p o se  a n y  m o n e ta r y  p e n a lty  on an o f fe n d e r  
s e n t e n c e d  to  d e t e n t i o n  b u t  m a y  im p o s e  su c h  a p e n a l t y  ( f i n e  o r  
com pensation ) in th e  case of a suspended sentence. T h e  Court m a y  also 
a tta ch  re q u ire m e n ts  to a suspended sen ten ce , for e x a m p le  a curfew  or 
unpaid w o rk  requ irem ent.

O t h e r  P e n a l t ie s

F a ll in g  s h o r t  o f  d e t e n t io n ,  t h e  c o u r t  m a y  h a n d  d o w n  a n u m b e r  o f  
a lte rn a tive  penalties. These m a y  include:

S u p e r v i s io n  O r d e r  - a s u p e r v is io n  r e q u i r e m e n t  p la c e s  t h e  
consenting o ffe n d er  un d er th e  supervis ion of th e  Youth  O ffending  
T e a m  (YO T). T h e  order can last for up to 3 years , and requires the  
person to ta k e  part  in activ it ies  set by th e  YO T, which can include  
r e p a r a t io n  o f  th e  h a rm  d o n e  and  p r o g r a m m e s  to  a d d re s s  th e  
o f fe n d in g  b e h a v io u r ,  such as a n g e r  m a n a g e m e n t .  A ra n g e  o f  
conditions called 'specified activities' can also be added to the  order

w h e n  t h e  s e n t e n c e  is fo r  m o r e  s e r io u s  o f f e n c e s ,  a n d  t h e s e  
conditions can last for up to 9 0  days. These  conditions can include
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drug t re a tm e n t ,  curfews or residence req u irem en ts ,  or partic ipation  
in an ' In ten s ive  Supervision and Surveillance P rog ram m e ( IS S P ).

C o m m u n i t y  R e h a b i l i t a t i o n  O r d e r  - t h e  e q u i v a l e n t  o f  a 
supervis ion o rd er ,  but is on ly  ava ilab le  to th e  courts for o ffenders  
aged 16 - 17.

C o m m u n ity  P u n is h m e n t  O rd e r  - w h e r e  an o f fe n d e r  ag e d  16  - 17  
is r e q u ir e d  to c o m p le te  b e tw e e n  4 0  and  2 4 0  h o u rs  o f  u n p a id  
co m m u n ity  w ork.

Action  Plan O rd e r  - an in te n s iv e ,  c o m m u n ity -b a s e d  p ro g r a m m e  
lasting for 3 m onths. T h e  o rder is ta ilored to th e  risks and needs of 
th e  o ffe n d e r ,  and can include a v a r ie ty  of p ro g ra m m e s  to address  
the  offending behaviour.

A t te n d a n c e  C e n tre  O rd e r  - w h e re  an o ffe n d er  b e tw e e n  10  and 21  
years  is required to attend  for a n u m b e r of hours a t  an a ttendance  
centre. The  m ain purpose of the  order is to put a restriction on the  
o f fe n d e r 's  le is u re  t im e ,  and  a t te n d a n c e  is u s u a l ly  re q u ire d  on  
S a tu r d a y  a f te r n o o n s .  T h e  p r o g r a m m e  is d e s ig n e d  to  g iv e  th e  
offender basic skills such as literacy, n u m erac y , cookery , life skills, 
first aid, m o n e y  m a n a g e m e n t ,  v ic tim  aw areness , drug and alcohol 
a w aren es s  and sexual hea lth  m a tte rs .  T h e  o rd e r  can last for up to  
36  hours.

R e fe r ra l  O rd e r  - w h e r e  an o f fe n d e r  p lead s  g u i l ty  to  th e  o f fe n c e  
and it is a first offence. T h e  o ffender, th e ir  p aren t or carer and the  
v ic tim  ( i f  a p p ro p r ia te )  is required  to a ttend  a you th  o ffe n d er  panel 
and a g re e  a c o n tra c t  to re p a ir  th e  h a rm  caused and add ress  th e  
causes of th e  o ffend ing  b e h av io u r .  This co n tra c t  lasts b e tw e e n  3 
and 12  m o n th s ,  and on successfu l c o m p le t io n  th e  co n v ic tio n  is 
im m e d ia t e ly  's p e n t '  an d  d o e s  n o t  h a v e  to  be d isc lo sed  w h e n  
applying for work.

R e p a ra t io n  O rd e r  - w h e r e  an o f fe n d e r  is re q u ire d  to re p a ir  th e  
h a rm  ca u s e d  by t h e i r  o f fe n c e ,  e i th e r  d i r e c t ly  to  th e  v ic t im  or  
indirectly  to the  c o m m u n ity ,  for e x a m p le  by cleaning up graffit i or 
undertak ing  co m m u n ity  w ork.

Fines - th e  a m o u n t  o f th e  f ine  reflects th e  o ffence  c o m m itte d  and  
th e  offender's  financial c ircum stances. I f  th e  o ffender is under 16 ,  
p a y m e n t  of the  fine becom es th e  responsibility  the  p a ren t  or carer,  
and th e ir  financial c ircum stances are  taken  into account.

C o n d i t i o n a l  D i s c h a r g e  - a l t h o u g h  n o t  t h e  i m p o s i t i o n  o f  a n y  
penalty , th e  o ffender rem ains liable to be punished for the  offence if
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th e y  a re  co n v ic ted  o f a f u r th e r  o f fe n c e  w ith in  th e  period o f th e  
conditional d ischarge (m a x im u m  th ree  yea rs ).

A b so lu te  D isch arge  - No p e n a lty  and no restr ic tions as to fu tu re  
conduct.

C u r f e w  O r d e r  - w h e r e  a n  o f f e n d e r  m a y  be  e l e c t r o n i c a l l y  
m onito red . This will be in the ir  own hom e for a period of be tw een  2 
and 12 hours per day , w ith  a m a x im u m  duration  of six m onths  for  
peop le  aged 16  or o v e r ,  and a m a x im u m  of 3 m o n th s  for people  
aged under 16.

P a r e n t i n g  O r d e r  - g i v e n  t o t h e  p a r e n t  o r  c a r e r s  o f  y o u n g  
offenders. T h e  p a ren t or care r is required to a ttend  counselling or 
guidance sessions for up to 3 m onths. They  m a y  also be required to 
attend  m eetings with the  young person's teachers, ensure th a t  the  
y o u n g  p erso n  does no t v is i t  p a r t ic u la r  p laces  u n s u p e rv is e d ,  or  
ensure th a t  the  young person is a t  hom e a t  particular t im es. These  
conditions can be imposed for up to 12 m onths; the  parenting order  
does not resu lt  in th e  p a re n t  or c a re r  g e tt in g  a c r im in a l reco rd ,  
h o w e v e r  th e  p a ren t or care r  can be prosecuted for failing to follow  
the  requ irem ents  of the  order.

D ru g  t r e a t m e n t  and  T e s t in g  o r d e r  - g iv e n  to y o u n g  o f fe n d e r s  
w ho have  drug m isuse issues th a t  requ ire  t re a tm e n t .  An o ffe n d er  
m u s t a g re e  to co m p ly  w ith  th e  o rd e r  b e fo re  it can be m a d e ,  and  
requires the  person to receive regular drug testing and t re a tm e n t  in 
the  com m unity . T h e  order is imposed for b e tw een  6 m onths and 3 
years.

For fu r th e r  deta ils  on th e  Youth  Justice S y s te m  and how it w orks , th e re  is
a dedicated w ebs ite  - www.vib.qov.uk.

Appeals

In  England and W ales  a person convicted of an offence has th e  r ight to 
appea l aga ins t  e i th e r  a sen ten ce  handed dow n a n d /o r ,  in th e  case of a 
person who pleaded 'not guilty' and was found 'guilty ', aga inst conviction. 
The appeal m ust be lodged within 21 days of the conviction or sentence to 
which the  appeal relates.

A n y  a p p e a l  wi l l  be  h e a rd  a t  th e  n e x t  c o u r t  in th e  c o u rt  t ie r  s y s te m .  
T h e re fo re ,  an appeal aga inst a finding a t  M agistrates C ourt is heard a t  a 
Crown Court and an appeal aga inst a finding a t  a Crown C ourt is heard at  
th e  C o u rt  o f A p p ea l (C r im in a l  D iv is ion ) of th e  High C o urt.  U l t im a te ly ,  
appea ls  can go to T h e  S u p re m e  C o urt (p rev io u s ly  T h e  House of Lords - 
Law Lords), w hich is th e  h ighes t cou rt in England and W ales . Points of 
European law m a y  then  be referred  to the  European Courts of Justice in 
Luxem bourg.
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Outside of these appeals procedures, offences can be referred at any time 
to the Criminal Cases Review Commission who have the authority to refer 
a case back to an appeal court where there is the possibility of a 
miscarriage of justice or where significant new evidence comes to light 
which may bring the conviction into doubt.

When an appeal is heard against sentence, the appeal courts reserve the 
right to increase as well as decrease any penalty. In addition, the CPS 
has the right in exceptional circumstances, to make an appeal where they 
feel that the sentence handed down was unduly lenient. The CPS cannot 
appeal against a finding of 'not guilty'.

What is the penalty prescribed by law for an adult offender for Murder?

W hat penalties can be given to an offender where the offence was 
committed at 16 years of age?

How many jurors sit at a Crown Court Trial?

What does the abbreviation YOI mean?

What does the abbreviation TIC mean?

NE P re  C o u rs e  W o r k b o o k  v 4  4  J u ly  2 0 1 1 .d o c  
©  N a t io n a l  P o lic in g  I m p r o v e m e n t s  A g e n c y  2 0 0 9

P a g e  3 3

MOD200018270



For Distribution to CPs

Name two Magistrates Courts local to the station where you are based.

Name a Crown Court where cases from your local area are usually heard.

You have now completed this section; you may like to take a break 
now.
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W a r r a n t s  -  a n  O v e r v i e w

Within a section of the Names Files - Wanted/Missing - details of 
Warrants may be held against a subject. The PNC Names Enquiry Course 
will cover all aspects of enquiring on this information and the PNC Names 
Updating Course will cover the updating of the PNC when warrants have 
been issued.

A warrant is a court issued legal document naming an individual and 
requiring some action to be taken by an appropriate authority - this 
appropriate authority may or may not be the Police.

Note: the mere fact that a subject has an entry under the Wanted/Missing 
section of the PNC Names File does not mean that they have committed 
an offence or that they can be arrested. They may be missing under 
circumstances giving rise to concern or it may be desired to locate their 
current whereabouts for some other Policing purpose. These factors will 
be covered in some depth during your course.

Warrants are issued by the Courts for a variety of reasons. It  could be 
that the subject, having been charged with an offence and bailed, fails to 
appear at court, or the warrant could relate to a non payment of fine, or 
the Court wishes a person to attend to give evidence having failed to do 
when required to do so.

Non-payment of fine warrants are subdivided as follows:

A Means Enquiry Warrant - the subject must be arrested and 
taken before the Court (or bailed to the Court in accordance with the 
conditions attached to the warrant) unless he or she first pays the 
outstanding fine, or

A Com m ittal W arran t - The subject must be arrested and 
committed to a prison for the purpose of serving a period in custody 
in lieu of payment unless he or she pays the outstanding fine, (in 
Scotland this is known as an Extraction Warrant), or

A Distress Warrant - this authorises the seizure of certain items 
belonging to the defaulter. (These are usually served by a person 
authorised by the Court (e.g. Court bailiff) and it would be unusual 
for the Police to be involved in the enforcement.)

Arrest warrants may be executed anywhere in the UK. For example, a 
warrant originating in Scotland may be executed anywhere in England and 
Wales. Flowever, in the case of Scottish warrants, by virtue of their law 
regarding corroboration, two Officers must be present when the warrant is 
executed.
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In the case of Means Enquiry Warrants, the Officer executing must be 
in possession of the warrant at the time it is executed.

Your Force will have systems in place so that any outstanding warrant, 
details of which appear on the PNC, can be located quickly. It  may be 
that the subject is being checked in another Police area and full details 
from the warrant are required by that Police area in order for the matter 
to be dealt with.

Where are outstanding warrants, details of which appear on the PNC, kept 
in your Force?

Other agencies are also involved in the creation of information on the 
PNC, e.g. the National Identification Service in relation to persons who 
escape from prison, or the Armed Forces in relation to deserters. 
Generally, however, details regarding warrants are input by the Police 
area in which the issuing Court sits.

Name three courts within your Police area that may be responsible for 
issuing Warrants.

Not all Warrants issued by the Courts find their way onto the PNC. There 
are specific categories of warrants that are permitted within the PNC. 
Search Warrants, for example, are issued to empower Police Officers to 
undertake a search of premises where no power in law expressly permits 
this. Details of these are never input onto the PNC.

It is at the discretion of the Force concerned whether details of warrants 
are added to the PNC Names File.

Your course will cover all aspects of warrants and the PNC.
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You have now completed the workbook

Please remember to bring this completed workbook 
with you on your course
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