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Interview Planning Book

Information held within this booklet is subject to CPIA (1996) Disclosure Rules as amended (2005)
Checklist






Tick if completed
Identified Material Time frame


Identified interview objectives


Identified Special warning material


Spoken to Custody Officer


Read Custody record

Visited the Scene

Prepared Interview plan

Checked suspect antecedents

Secured CCTV footage


Considered defences/PNC

Considered reasonable explanation

Obtained witness statements to detail required

Identified exhibits


Checked exhibits

Identified significant statements/silences


Prepared for no comment interview

Identified points to prove


Liaison with SOCO


Checked NICHE/NSPIS incident

Prepared written solicitors briefing


Considered Appropriate Adult
Consider Bad Character evidence
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Interview Objectives to be Considered
· The suspects’ knowledge of the offence?
· Where the suspect was and what they were doing, thinking and feeling during the time of the offence?
· Their account for Injuries, Marks, Objects and Substances?
· Where they were and what they were doing, thinking and feeling prior to the offence?
· Where they were and what they were doing, thinking and feeling after the offence?
· Their previous knowledge of the victim(s)
· Their previous knowledge of the location of offence?
· Their use of mobile phones, computers and social networks?
· Any defences, alibi’s or mitigation?
Policy decision process in relation to the phased disclosure of information to Legal Advisors (if applicable)
Considerations for withholding information may include testing the truthfulness and accuracy of the suspects account
Information withheld


Reason for withholding information

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________

___________________


__________________________
NB officers are reminded that they may be challenged on their disclosure policy, and may be called upon to justify their decision making process at court.

South Wales Police


Record of Legal Representative Briefing

Legal Representative: ___________________ 

Suspect Name: _________________________

Officer Briefing: _________________________

Date:______________
Briefing Number:   __/__
Time start: __________ 

Time Concluded: ________
Briefing to Legal Representative

I am ………………………………. and I am the officer in the case. This briefing is being recorded to ensure the accuracy and integrity of the briefing process and the information imparted. I will record any questions you ask and will consider answering them at the conclusion of the briefing. Please keep any questions you have until the end.
Your client ……………………. has been arrested for ……………………on ………………..  

The Interviewing officer(s) in the case are ………………………………………... 

The interview is to be conducted on video.

The facts are of this matter are as follows: -

Circumstances

Significant statements 
Exhibits
We will be referring to/showing your client he following exhibits: - 

Interview Objectives
We will be speaking to your client about the following matters: -
Explanation/Alibi/Defence 
If your client has a reasonable explanations or any defences in relation to this matter we will investigate them as a matter of priority. 

The purpose of this interview is to establish the truth of what has happened and to give your client every opportunity to deny any involvement or give an explanation as to what has happened if she/he wishes to do so. The interviewing officers will test this explanation during the interview and will ask all the questions they believe are relevant.
Should your client make no comment during the interview, the officers will continue to ask questions and will consider applying special warnings where they are appropriate. I will give you full written briefings on any special warnings should the need arise to apply them.

This is an ongoing investigation and I will provide you with further relevant information as and when it emerges during the investigation and as is appropriate to the interview process.

Signed…………………….


Dated…………..

Timed………………………
Opening Interview Memo Card
This Interview is being visually recorded and I am (                                   )

The time is (               )             The date is (               )

This interview is being conducted at ……………………………. Police station and I am interviewing (please state your full name and date of birth)

Also present is (others present)

Can you confirm that all those present have identified themselves?
At the end of this interview you will be given a form which explains what happens to the discs.

Caution (every interview)

You do not have to say anything, but it may harm your defence if you do not mention when questioned something which you later rely on in court. Anything you do say may be given in evidence.

Explanation and comprehension check (first interview only)

The caution is in three parts. 

The first part is;

1. You do not have to answer my questions. 

So do you have to answer my questions today?

2. The second part is, that should this matter go to court and you give the court an explanation, which you could have reasonably told me during this interview, the court may be less likely to believe you and that could harm your defence.

So if this matter goes to court and you tell the court something different to what you tell me during this interview what might the court think?

3. The third part is that anything you say may be given in evidence. The tapes of this interview may be played in court, so the court will be able to hear what you have said.
How will the court know what you have said here today?

Legal Advice
You are entitled to free and independent legal advice now or at any time during this interview, either in person or by telephone and the interview can be delayed for you to obtain that advice. Do you understand?

Do you want a solicitor?                  Why don’t you want a solicitor?

Mr/Mrs/Ms………………… (solicitor) would you like to outline your role here today.

Appropriate Adult (if present)

You are not here to act simply as an observer, your role here is to advise ……………………., to observe whether the interview is conducted properly and fairly, and to facilitate communication with him/her.
Interpreter (if present)

1. The interpreter is independent.  (S)he is not employed by the police.

2. The interpreter is bound by confidentiality. (S)he will not discuss anything said in this room with anyone else.

3. The interpreter will interpret everything that is said without adding, omitting or changing anything. 

4. The interpreter is not allowed to give advice or his/her opinion. 

5. We should speak directly to each other and the interpreter will repeat exactly what we say. 

6. We should pause after one or two sentences to enable the interpreter to remember what was said and how it was said. (S)he may take notes to help memory and will hand these in at the end. 
7. If the interpreter needs to interrupt for any reason, (s)he will use a    hand signal and explain the reason in both languages. 

Reason
You are here because you have been arrested for (state offence) 

Route map
During this interview I will want to speak to you about (State objectives) 

And anything else that I feel becomes relevant during the interview.

I will also be referring to the following exhibits (                                         )

Routines

If you nod or shake your head I will mention that during the interview. 

I may be taking notes, (as may my colleague) 

Expectations

This interview is about finding out the truth of what happened and to give you the opportunity to give your explanation if you want to.

During this interview I will give you plenty of time to think about my questions, answer and to consider the answer you have given.
There is no rush so take your time.                            Do you understand that? 

This interview is about detail, so in your answers I need you to give me as much detail as possible, so don’t leave anything out.

During the interview I would ask that you don’t interrupt me, and I will try not to interrupt you. I will interrupt however if you talk about matters which I am not asking you about at that time.
Significant Statements/Silences
I now want to put to you some of the statements you made prior to this interview.

1. (describe circumstances)…. …………..when you said (‘……………………...’) 
2. Do you confirm or deny that you said that?
3. Is there anything you wish you to add to that?
(Repeat above for each significant statement /silence)
Opening Questions
· You have been arrested for an offence of ...………(give circumstances of the offence)                 
· Are you responsible for …………………… (Outline nature of offence?)

· Tell me what you know about …………………………….……. (Offence)

Closure Memo Card

I am now going to conclude this interview. Do you wish to add or clarify anything?

Have you said all that you wish in relation to this matter? Can you confirm that I am handing you a notice explaining what will happen to the discs.

The time is (             ) the date is (                 ) and I am stopping the recording.

Short Break in Interview Memo Card

This Interview is being visually recorded and I am (                                   )

The time is (               )                 The date is (               )

This interview is being conducted at ……………………………. Police station and I am interviewing (please state your full name and date of birth)

Also present is (others present)

Can you confirm that all those present have identified themselves?

At the end of this interview you will be given a form which explains what happens to the discs.

Caution (every interview)

You do not have to say anything, but it may harm your defence if you do not mention when questioned something which you later rely on in court. Anything you do say may be given in evidence.

Do you understand what the caution means for you?

Legal Advice (every interview)

You are entitled to free and independent legal advice now or at any time during this interview, either in person or by telephone and the interview can be delayed for you to obtain that advice. Do you understand?

Do you want a solicitor?                  Why don’t you want a solicitor?

Appropriate Adult (if present)

You are not here to act simply as an observer, your role here is to advise ……………………., to observe whether the interview is conducted properly and fairly, and to facilitate communication with him/her.

Continuation interviews only (every interview)

There has been a short break in interview because ……… (reason for break)

Can you confirm that we have not spoken about the allegation during the break? 


Closure of Memo Card
I am now going to conclude this interview. Do you wish to add or clarify anything?

Have you said all that you wish in relation to this matter? Can you confirm that I am handing you a notice explaining what will happen to the discs.

The time is (             ) the date is (                 ) and I am stopping the recording.

Section 36 - Criminal Justice and Public Order Act 1994
Arrested by a constable

AND

On his   OR    in or on     OR   otherwise in     OR
at the place

person          his clothing        his possession 
        where he was 






     

    arrested

ANY

Object   OR     Mark    OR   Mark on an   OR   Substance

                                                        Object

AND

Fails or refuses

 (To answer satisfactorily)


Section 37 - Criminal Justice and Public Order Act 1994

A person is arrested by a constable

AND

Was found by him

At a place 

At or about the time of the alleged offence was committed

AND

 He fails or refuses to answer satisfactorily

 (To account for his presence)
SPECIAL WARNINGS

Code C 10.11 Explain in ordinary language:

(a) What offence is being investigated;

(b)  What fact they are being asked to account for;

(c) This fact may be due to them taking part in the commission of the offence;

(d)  A court may draw a proper inference if they fail or refuse to account for this fact;

I have to tell you that should this matter go to court, and you fail to answer the questions that I am about to ask you (in relation to…), or fail to answer them satisfactorily, the Magistrates or Jury can ask themselves;

“Why didn’t (name…) give an explanation to the police when they were asked those questions by them (about….)” 

They may decide that you had no reasonable or innocent explanation to give and they may take this into account when deciding whether or not you have been proved to be guilty. 

(e)  That a record is being made of the interview and may be given in evidence if they are brought to trial.

A copy of this interview may be played or read out in court

I have explained to you what may occur do you understand what I have said?

Questions to be considered under Special Warning are as follows:

NOTES
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Name:





Interview start               end





Interview start               end





Custody no:





Interview start               end





App adult:





Legal rep/sol:





Interview start               end





Interpreter:





Occurrence No.
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