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POSTAL CHARGE & REQUISITIONS (PCRs)

PCRs can be issued in the following circumstances:
1. Following ‘Released Under Investigation’ (RUI), if decision is made to charge (this could include those taken from Custody to hospital for treatment)
1. Following RUI, Out of Court Disposals must be considered where necessary.  Where this is not appropriate or if suspect does not take up offer of Out of Court Disposal a PCR can be issued
1. Following voluntary attendance (please see Voluntary Attendees below)
1. Following ‘Released on Bail’, if decision to charge is made prior to bail return date
1. Following offence being witnessed by a police officer and no need to interview

Eligibility criteria:
1. [bookmark: _GoBack]All offence types, including indictable only
2. All types of suspect including:
a. Youths
b. Vulnerable adults (ie. those requiring an appropriate adult)
c. Those requiring an interpreter
d. Those unable to read and/or write
3.    A PCR cannot be issued if post-charge bail conditions are needed

PCR Creation:
The OIC will:
1. Build a case file commensurate with National File Standards depending on the anticipated plea.  In particular, the following documents must be included;
a. Each file must have an MG5 complete with OIC’s signature and anticipated plea
b. If the defendant has been in custody or VA, the offences must be completed on the arrest/VA record and authorised by a custody/VA sergeant.
c. Each file must have a completed MG6 to include Secs 9 & 10
d. A Streamlined Disclosure Certificate must be completed for NGAP cases which be heard in the magistrates’ court.
e. The CPS Schedule of Charges must be included on the case file if CPS advice has been sought
2. Send a Niche workflow task “Initial File for Supervisor QA” to their Supervisor.  Do not initiate the task until the case is correct and complete.  In particular, do not initiate the task if you are waiting for CPS advice.
3. PCRs cannot be created if the defendant is of No Fixed Abode
The Supervisor will:
1. Review the file to ensure evidential content and compliance with National File Standard.
2. Digitally sign MG5 (provided the file is satisfactory).
3. Ensure that the MG6 is signed by the Charging Decision Maker in cases where it is a police decision to charge.  The Charging Decision Maker can be the OIC or the supervisor. 
4. The supervisor must forward the task by selecting the relevant PCR option (GAP or NGAP).   Do not select the bail options as this will forward the task to the wrong unit.
5. If the case involves a witness under the age of 10, the OIC or supervisor must contact the CJSU to ensure that the case is allocated to the correct court.
6. Please do not send duplicate tasks.

The CJSU will:
1. Review the file and record any deficiencies on the casefile schedule.
2. If insufficient information to process,  the workflow task “PCR Request Rejection” will be sent to the  supervisor.
3. If sufficient, create the PCR, register hearing date with HMCTS and send file to Libra.
4. If eligible, post PCR by first class mail to defendant.  If biometrics need to be taken from a defendant, ie. in cases of VA or standalone PCR, a notice will also be posted with the PCR giving the defendant directions on how to achieve this.
5. If not eligible for postal service, send workflow task to OIC for personal service.

Deficiencies & “PCR Request Rejection” Task:
1. OICs & supervisors must address the issues raised in this task otherwise the PCR will not be progressed.  The “Initial File for Supervisor QA” workflow task will need to be resubmitted by OIC via Supervisor, once the deficiencies have been rectified.  The deficiencies will be marked on the casefile schedule.
2. In some instances, minor deficiencies will not be returned for rectification but the case will be forwarded to the CPS with those deficiencies.  This is to prevent unnecessary delays.

Voluntary Attendees:
1. If after interviewing a voluntary attendee, the OIC may wish to issue a PCR immediately.  The assistance of the VA sergeant must be sought as offences will have to be authorised and the PCR document created.
2. If serving the PCR at a VA suite, the certificate of service must be completed (see below). 
3. The OIC may be required to make an appointment with the defendant for them to attend to have biometrics taken.

Personal Service:
1. All PCRs for sexual offences must be served personally and any relevant support/advice documents handed to the defendant (if not done already).  
2. Additionally, the OIC may consider a defendant would benefit from personal service of the PCR.
3. In both scenarios, once the PCR has been created the CJSU will task the OIC using the workflow task ‘Urgent – PCR Personal Service’ 
4. The Officer serving the PCR must:
a. Print PCR (available in Casefile documents)
b. Serve PCR on defendant
c. Complete Certificate of Service document (occ/person/occ events/MG Forms/PCR-Personal Service Certificate)
d. Add ‘Personal Service’ schedule entry on casefile
e. It may also be appropriate to request that the defendant attends for biometrics to be taken

Unserved PCRs:
In some cases, PCRs are returned by the Royal Mail as being unserved at the address.  In these instances, OICs will be tasked to conduct enquiries regarding the defendant’s address.  For a further explanation and details of applying for a Warrant in the First Instance please see the relevant BOB site (Custody Services/Postal Charging/Warrant in the First Instance).
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