[bookmark: _GoBack]Routine Revelation Material

	AGG ‘Material Presumed Disclosable’
	Format of information
	Process for redacting personal information (when necessary)
	Process for sharing with CPS

	a) records which are derived from tapes or recordings of telephone messages (for example 999 calls) containing descriptions of an alleged offence or offender
	For 999 calls – WAV file from Redbox
	OIC downloads file from Redbox and uploads to Evidence.com; OIC uses Redaction Studio to redact personal information and saves new, redacted file.
	OIC creates UM MME on Niche casefile and copy and pastes the Evidence.com URL relating to the redacted file into UM MME; CPU sends UM MME via TWIF

	b) any incident logs relating to the allegation
	PDF of full incident log from ControlWorks (not CAD in Niche)
	Email to user and convert to PDF format; and redact using Adobe Pro.
	OIC links the PDF to Niche casefile as ‘miscellaneous scanned document’; CPU sends PDF via TWIF

	c) contemporaneous records of the incident, such as
	
	
	

	· crime reports and crime report forms
	PDF 
	OIC redacts PDF using Adobe Pro.
	OIC links the PDF doc to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	· an investigation log
	PDF of Niche Occurrence Details Report 
	OIC redacts PDF using Adobe Pro after running the report 
	OIC links the PDF to Niche casefile as ‘miscellaneous scanned document’; CPU sends PDF via TWIF

	· any record or note made by an investigator (including police notebook entries and other handwritten notes) on which they later make a statement or which relates to contact with suspects, victims or witnesses;
	PDFs of relevant e-pocket notebook entries
	OIC redacts PDF using Adobe Pro
	OIC links the PDF to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	· an account of an incident or information relevant to an incident noted by an investigator in manuscript or electronically
	PDF 
	OIC redacts PDF using Adobe Pro
	OIC links the PDF doc to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	· records of actions carried out by officers (such as house-to-house interviews, CCTV or forensic enquiries) noted by a police officer in manuscript or electronically
	PDF 
	OIC redacts PDF using Adobe Pro
	OIC links the PDF doc to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	· CCTV footage, or other imagery, of the incident in action
	MP4 file
	OIC uploads to Evidence.com; OIC uses Redaction Studio to redact personal information and saves new, redacted file
	OIC creates UM MME on Niche casefile and copy and pastes the Evidence.com URL relating to the redacted file into UM MME; CPU sends UM MME via TWIF

	d) the defendant’s custody record or voluntary attendance record
	PDF of Niche Arrest Record (full version)
	OIC redacts PDF using Adobe after running the report 
	OIC links the PDF to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	e) any previous accounts made by a complainant or by any other witnesses
	PDF 
	OIC redacts PDF using Adobe Pro
	OIC links the PDF doc to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	f) interview records (written records, or audio or video tapes, of interviews with actual or potential witnesses or suspects)
	MP4 of video recorded interview; MS Word statement 
	OIC redacts PDF using Adobe Pro. MP4 redacted in NICE Investigate
	OIC links the PDF doc to Niche occurrence involved person as ‘miscellaneous documents (scanned)’; CPU sends PDF via TWIF

	g) any material casting doubt on the reliability of a witness eg relevant previous convictions and relevant cautions of any prosecution witnesses and any co-accused
	PDF of PNC Prosecution Print (and Court/Defence Print post-charge)
	N/A
	OIC links the PDF to Niche casefile as ‘miscellaneous scanned document’; CPU sends via TWIF



Note: PDF’s are the preferred format as this allows the document to be redacted using Adobe Pro. Using Adobe Pro will remove meta-data as well as physically blocking out the redacted material. It will also minimise the risk of sending the un-redacted version of a word document.
