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Learning & Development Services
  
Counter Terrorism
Knowledge Check

Gwasanaethau Dysgu a Datblygu

  
Counter Terrorism
Knowledge Check



	                LESSON TITLE:

	
Case File Preparation 



	
GROUP/CLASS:

	
Initial Learning 
(PCDA/DHEP students)
	
DURATION OF 
LESSON:

	
 345 mins 



	
LESSION AIM:

	
To provide an introduction to the processes for building effective case files 





	
OBJECTIVES: By the end of the lesson learners will be able to:

	
ASSESSMENT ACTIVITIES
(linked to  objectives)


	
1. Explain the skills required for effective case management

2. Identify types of information required to include in a file of evidence, when prosecuting a case at court.

3. Identify different MG Forms and what each form is used for within a file of evidence

4. Demonstrate correct completion of a MG5 form


	
Objective 1: Activity 1, discussion, Q&A

Objective 2: Activity 2, Discussion, Q&A

Objective 3: Discussion, Q&A


Objective 4: Activity 3, correct completion of MG5 form




	
COLLEGE OF POLICING LEARNING OUTCOMES


	
Understand and apply the processes for building effective case files and managing exhibits

10.1 Skills required for effective case management
10.2 Decision to charge
10.3 Different types of case file and their associated contents, including electronic case files
Responsibilities associated with:
Gathering evidence
Structuring evidence to create the case file
Maintaining the continuity and integrity of evidence
10.5 How to ensure compliance with the national file standard and appropriate legislation (e.g. Manual of Guidance for Preparation of Case Files 2011)
10.6 Documentation to be completed to support a case file
10.7 Assessing and managing risk
10.8 Liaising with partners e.g. Crown Prosecution Service (CPS)
10.9 How notes taken at the time of an incident may be used in court proceedings
10.10 How to manage exhibits
10.11 Considerations for using digital evidence as part of a case file, including body-worn video, CCTV etc.
10.12 Other organisations that may be involved in building case files
10.13 Timescales and constraints associated with submitting case files
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Timing
	
Session Content

	


Resources

	
	
Trainer Activities 
(including any specific questions asked e.g. for assessment purposes)

	
Learner Activities
(including objectives met)
	

	0 - 10
mins

	Maslow – learners needs.
Deck clearing-any issues to resolve?
Gestalt-verbal outline of aims and objectives. 

	Interaction with trainer.
Discussion, question and answer.
Mobile phones switched off or in silent mode.

	Lesson plan.
Example MG Forms 
Computer system with projector to facilitate delivery.
PowerPoint 
PPT Slide 1 


	10 – 20 mins






	QTS
Q. What skills are needed to manage a case effectively? 

Trainer to click on the pictures on PPT slide 2 and confirm students’ contributions to the question and add any other skills that may have been missed. 






	Activity 1:
Students to write contributions on the board

· Listening
· Asking and answering questions
· Discussing


Objective 1
	PPT slides 2

Whiteboard
Pens


	20 – 25 mins

	Trainer to explain how to successfully get a case to court 
	· Listening
· Asking and answering questions
· Discussing

	
PPT Slide 3 

	25 – 35 mins
	QTS
Q. Who decides to prosecute?  

Trainer to introduce students to the 3 routes to charge an individual

QTS – Which offences do you think that the police make decision to charge?

Trainer to discuss the offences that police Sgt can make decision to charge


	
· Listening
· Asking and answering questions
· Discussing


	
PPT slides 4-5 

	35– 50 mins
	Trainer to introduce students to the CPS 
· Role of the CPS
· Liaising with Criminal Justice Partners 

Trainer to show video from Gwent Police/CPS explaining how the CPS works. (11 mins)  - https://www.youtube.com/watch?v=i5zn2cbIai8
· 
	•	Listening
•	Asking and answering questions
•	Discussing

Students to watch video and ask questions to confirm any understanding  


	
Internet- YouTube - https://www.youtube.com/watch?v=i5zn2cbIai8

PPT Slide 6

	50 – 65 mins
	Trainer to introduce students to the ‘Full Code Test’ 
· Evidential Stage
· Public Interest 
Trainer to introduce students to the ‘Threshold Test’ 
· 5 conditions

	•	Listening
•	Asking and answering questions
•	Discussing
	
PPT Slide 7-8

	65-85 mins
	Trainer to explain effective case file building and its importance.  Including – 
· General considerations about case file building
· Guilty v Not Guilty Case files
	· Listening
· Asking and answering questions
· Discussing

	
PPT Slide 9-12


	85-95 mins
	Trainer to introduce students to the Criminal Justice Process Map and explain the journey a person takes when charged with an offence. 
	· Listening
· Asking and answering questions
· Discussing


	PPT Slide 13

	95-110mins
	15 min break

	110 – 135 mins
	Trainer to ask students to consider they were submitting a file of evidence to the CPS in respect of an arrest they have made. 
Trainer to instruct students to work in small groups to note down answers for the following:

QTS
Q. What information do you think the CPS will need to prosecute your case?   

Trainer to note student responses and debrief using notes from PPT slides 7


	Activity 2:

Students to work in small groups, record their answers and share these with the rest of the class afterwards. 

· Listening
· Asking and answering questions
· Discussing

Objective 2
	PPT slides 14

Flipchart paper and pens


	135  - 165 mins
	Trainer to introduce students to an MG5 Summary of Evidence 

Hand out sample MG5 forms for students to look at

	· Listening
· Asking and answering questions
· Discussing
	PPT Slide 15-20

Handout - Sample MG5 Form

	165  - 200 mins
	Trainer to provide students with “Sample File Build MG Forms bundle” by emailing prior to lesson.

Students can then view and familiarise themselves with the forms during lesson whilst trainer discusses -MG 0, 2, 3, 4, 5, 7, 8, 9, 10, 12, 15, 19, 20, PNC


	· Listening
· Asking and answering questions
· Discussing

Students to familiarise themselves with the different MG Forms and identify what each form is used for within a file of evidence. Knowledge check by means of Q and A to the students to confirm this understanding.

Objective 3
	PPT Slide 21-37

Email to students prior to lesson - “Sample File Build MG Forms bundle”

	200-215 mins
	Trainer re-cover the differing anticipated plea case files and what must be included in these files 
· GAP File
· NGAP File 

Trainer to explain contingency process if Niche/TWIF goes down (MG3 & Op Mars)

	· Listening
· Asking and answering questions
· Discussing

	PPT Slides 38-40


	215  - 225 mins

	Trainer to emphasise the importance of high quality of file submissions 

Trainer to explain the importance of complying with DPPG
	•	Listening
•	Asking and answering questions
              •	Discussing
	PPT Slides 41

MG Forms

	Lunch break

	225 – 335 mins
	
Trainer to provide students with a blank MG5 form. 

Trainer to handout/ email the MG11s, a blank MG5, ‘Preparing an MG5 document exercise’ handout  in relation to a shoplifting incident for the students to practice completing an MG5 relating to this incident.

Please note – Trainer to ensure that the students submit their MG5s written during the session to the trainers so they can be uploaded into the student’s folder, marked and provided with feedback.

	Activity 3:
· Students to individually complete a MG5 form using the statements provided by the trainer, according to the guidance discussed and 
· Example MG5 provided.




Objective 4

	
PPT Slide 42 

Blank MG5 provided to students. 
Preparing an MG5 document exercise
MG 11 PC BATEMAN
MG11 Andy THOMAS
MG11 Rachel JONES

	335 – 345 mins
	Revisit objectives.
Any questions?
	
	PPT slide 43

	Lesson Evaluation
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