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Completing Statements (Top Tips)

1. Surname must be in capitals which includes your name at the top.  If you write in capitals the surname must be underlined.
2. Occupation should be written in full and not just PC. Should also include collar number.
3. PAGE NUMBER WITHIN THE DECLARATION MUST BE COMPLETED!
4. Time is 24 hours clock with the words hrs
5. Location must be in capitals (Full Location, including town) and the time you arrived at the incident.
6. Surnames in statements must be in capitals 
7. If you know the person you would introduce the person by saying – the male who I know to be David JONES  
8. If you did not know them you would introduce the person by saying – the male who I now know to be David JONES.   
It’s Important that as soon as you mention the person by their surname, you can refer to them by that name in the rest of the statement.
9.  Description – Use the 10 point description. e.g. JONES is a white male with clear complexion, aged approx. 40-45 years, approximately 6ft 2 inches, medium build, short spikey brown hair which is greying on sides, wearing a white short sleeve shirt, black trousers , black shoes and carrying a white Tesco bag.
10. The correct way to write your arrest, 
At 10.00hrs I said to JONES “I AM ARRESTING YOU ON SUSPISION OF ASSUALT, CAUTION to which he made no reply, THE NECESSITY FOR THE ARREST IS PREVENT FURTHER INJURY TO THEMSELVES OR ANOTHER”
11. No need to write the Caution in full or direct speech.
12. Do not overwrite and do not forget to initial directly above if you make a mistake after crossing out.
13. Signature at end of writing your statement (So nothing can be added)
14. Warnings given = Good Evidence. Get them in statement in direct speech.








STRUCTURE OF A STATEMENT:
    Introduction or opening paragraph 
    Scene setting
    Identification
    Description of persons and vehicle
    Ending

Introduction for Officer Statements.   (Example)         
I am PC 254 JONES and am currently stationed at Bridgend Police Station as a Response Officer. 
At 17:00hrs on THURSDAY 7th MARCH 2019 I was on duty in full uniform in company with PC 1821 JENKINS covering patrolling Bridgend town centre in a marked police vehicle using call sign CN32. 

Incident/report/Scene Setting -   (Example)     
As a result of information I received via my personal radio at 18:20hrs I attended HIGH STREET, BRIDGEND.  There had been a report that a female had been smoking drugs there. She was wearing a red dress, had blonde hair and was carrying a can of lager outside the IRISH TIMES PUBLIC HOUSE on the HIGH STREET.
As I approached the female who matched the description given, I immediately recognised her as Abbie JOHNSON Bn 9.8.72 (Or I approached the female matching the description who I now know to be Abbie JOHNSON Bn 9.8.72)

(Grounds for Search)    Make sure you give reasons why you need to search.  GOWISELY. Give Evidence.

(Points to Prove). Think about Offence and what you need as evidence in your statement.

Hearsay Evidence – if you are told something about a person out of the hearing of that person then this is hearsay evidence and should not be included in the statement.   However if this information is given to you in the presence of the person this is not hearsay and can be included with the following “In the presence and hearing of…………….  I was told the following …….
 IDENTIFICATION -  10 POINT DESCRIPTION OF PEOPLE:
1. Sex
2. Age
3. Height
4. Ethnic origin
5. Build
6. Hairstyle (colour and style)
7. Complexion
8. Distinguishing features
[bookmark: _GoBack]9. Clothing
10. Carrying anything
Good practice to describe person as soon as mention them in statement.



6 POINT DESCRIPTION OF VEHICLES:
Colour
Make
Model
Type (saloon, estate ect)
Registration number
Anything that makes it distinctive
 




ID ISSUES:  ADVOKATE
Amount of time under observation
Distance between witness and suspect
Visibility during observation
Obstructions to the observation
Known or seen before by the witness
Any reason for remembering suspect
Time suspect was under observation and amount of time since event
Errors in description compared with actual description
Example
It was a bright sunny day. I had a clear un-obstructive view of JONES from approx. 2m away from when I first saw him.   I know JONES as had spoken to him on 3 occasions over the last two weeks. I remember talking to JONES previously because of his tattoo of a spider on his left hand.  I observed JONES for about a minute during the incident and have not seen him since.  

Ending 
Example: JONES was placed in the rear of the Police Van and conveyed to Newport Central Custody Unit where his detention was authorised. 











Back of MG11 For Officer Statements
Home address: C/O Bridgend Police Station.       Postcode:  /

Home telephone No:   /           Work telephone No:   /  

Mobile/Pager No:  /           E-mail address:  david.jones@gwent.pnn.police.uk 

Preferred means of contact (specify details):  E-mail

Best time of contact (specify details): As per Rota

Male/Female                        Date and place of Birth:  /

Former name: /              Ethnicity Code (16 + 1): /

DATES OF WITNESS NON – AVAILIBILITY:  As per Force Rota

Witness Care   

Diagonal Line through as no need to complete.

Witness Consent (for witness completion)

Diagonal Line through as no need to complete.


Statement taken by (print name): David JONES 254            Station:   Bridgend Police Station

Time and Place Statement taken:  11:28hrs Bridgend Police Station.
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