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Annex 1: Essex Police
Application for Disclosure of Police Information in Family/Civil Court Proceedings

	Schedule 2, Part 1, Para.5 of the Data Protection Act 2018
Disclosure of information between Family and Criminal Agencies and Jurisdictions: 2024 Protocol

	For all Private Law matters, this form must be submitted with an Annex 5/Court Order which has been approved by the Court. 
Any information disclosed must be treated as confidential and will not be used for any other purpose, nor shared outside of the remit of the Family/Civil proceedings.
Guidance is available to help with the completion of this form. 
All fields marked with * are mandatory (see below). 

	
Disclosures of this nature into Private Law proceedings are chargeable and payment must be received prior to release of any information. 
Split payments will not be accepted – See Section 10 for additional information.
 
Applications for Public (Local Authority initiated) proceedings are not subject to charging.



	* Section 1 – Application details

	

	[bookmark: _Hlk143262752]A. Legal representative requesting disclosure



If you are self-representing do not complete this section – go to Section 1b

	Person requesting information          
	     

	Job Title/Organisation
	     

	Email address 
	     

	Telephone number
	     

	Acting on behalf of 
	|_| Applicant       |_| Respondent 

	Client Name
	     








	B. Self-representing individuals requesting disclosure





	I confirm that under Schedule 2, Part 1, Para.5 of the Data Protection Act 2018 (DPA), the provision of information meets one of the below conditions;
(a) is necessary for the purpose of, or in connection with, legal proceedings (including prospective legal proceedings), 
(b) is necessary for the purpose of obtaining legal advice, or 
(c) is otherwise necessary for the purposes of establishing, exercising or defending legal rights,


 * Name
     


	* Signature
[bookmark: Text8]     
	
	

	
* Date
     

Identification requirements
For self-representing applicants, identification must also be provided.

This must be two forms of identification to confirm proof of name (e.g. passport/driving licence), and proof of address (e.g. utility bill/bank statement). A full list of acceptable identification is found on the GOV.UK website: Proof of identity checklist.
www.gov.uk/government/publications/proof-of-identity-checklist/proof-of-identity-checklist

If requesting Photographs, Body Worn Video or CCTV footage please provide a photographic based identification. Please note failure to provide such details may result in an application being rejected and returned.

Any person making a false declaration by completing this form may be guilty of a criminal offence. If found guilty may be liable to a fine or a term of imprisonment not exceeding six months or both.

|_| Please tick to confirm that you have provided identification documentation.






	* C.  Court proceedings details



	[bookmark: _Hlk143263574]Court overseeing Case Proceedings (if underway)
	     

	Court Case number
	     

	Next Hearing Date listed for 
	     

	Finding of Fact hearing (Disclosure request will be closed at this point unless advised otherwise) 
	     

	Purpose of the Information 
	|_| Enquiries connected with care proceedings       |_| Other Family/Civil proceedings
|_| Contemplated proceedings



	* D.  Legal representative and/or litigant details for all parties



	[bookmark: _Hlk143264814]
	Contact 1
	Contact 2
	Contact 3

	Client/Litigant
	     
	     
	     

	Legal representative
	     
	     
	     

	Organisation name and address
	     
	     
	     

	Your reference
	     
	     
	     

	Direct telephone number
	     
	     
	     

	Will they be given access to police disclosure? Yes/No
	     
	     
	     



	* Section 2 – Party/Children’s details



Please ensure you provide details of those adults and children you are requesting information about, and details of the parties involved in the ongoing proceedings.

This information will be used to complete searches on police systems and therefore must be completed in full. Please highlight any information that must be redacted from police disclosure.

Please note in order to determine what information is relevant and necessary for proceedings you will be required to complete all fields applicable to your request. Failure to do so may result in a delay in processing your request.
	* A.  Individuals who are key to the Court proceedings
Children relevant to proceedings should be listed at Section 2b.



	
	Subject 1
	Subject 2
	Subject 3

	Forename(s)/given name(s)
	     
	     
	     

	Surname/Family name
	     
	     
	     

	Previous/Other names
	     
	     
	     

	Date (and Place) of Birth
	     
	     
	     

	Current address 
(Identify if confidential)

Please highlight any addresses which should be considered confidential and redacted from the disclosure.

You do not need to complete a Family Court Form C8.


Date from (mm/yyyy)
	     
	     
	     

	Previous addresses
(Identify if confidential)

Please highlight any addresses which should be considered confidential and redacted from the disclosure.

Dates from and to (mm/yyyy)
	     
	     
	     

	Are they a party to proceedings? Yes/No
	     
	     
	     

	What is their involvement in the intended/ongoing proceedings? e.g. mother/father/aunt etc.
	     
	     
	     



	B.  Children who are key to the Court proceedings



	
	Child 1
	Child 2
	Child 3

	Forename(s)/given name(s)
	     
	     
	     

	Surname/Family name
	     
	     
	     

	Previous/Other names
	     
	     
	     

	Date of Birth
	     
	     
	     

	Current address 
(identify if confidential)


Date from (mm/yyyy)
	     
	     
	     

	Previous addresses
(identify if confidential)


Dates from and to (mm/yyyy)
	     
	     
	     

	Are they a party to proceedings? Yes/No
	     
	     
	     

	What is their involvement in the intended/ongoing proceedings? e.g. subject/cousin/sibling etc.
	     
	     
	     





	* Section 3 – Nature of proceedings

	Please provide a summary of the issues/likely issues

	     





	Please explain why police material is both relevant and necessary to the resolution of those issues

	     









DISCLOSURE REQUIRED FROM THE POLICE

	Section 4 – PNC Records


Estimated timeframe for disclosure: 10 business days
Cost: |_|  £135 – per two PNC records
If requesting more than two PNC records, this will duplicate the cost.
Please note the PNC record will detail any convictions, cautions, reprimands or warnings held on file relating to a specific individual and therefore you will need to provide full details of the subject(s) below. 
Please confirm why disclosure of each PNC is relevant to the ongoing proceedings.
	* Name of individual
	* Explain why the PNC is relevant for disclosure

	     
	     

	     
	     

	     
	     

	     
	     






	Section 5 – Summary report of criminal history


Estimated time frame for disclosure: 15 business days
Cost: |_|  £250
The summary will detail the nature of any relevant incidents, dates, crime reference numbers, details of individuals involved in the matter and the outcome of each investigation. 
This information will not be in the format of a full investigation report. Summary reports will only be provided for specified named individuals below. 
Specific documents, including full investigation reports, will not be provided unless requested at Sections 6/7.

Public Law applications: If you are already aware of a subject’s criminal history, Section 5 of the application must not be completed. 
If it is identified that the Local Authority is already in possession of information relating to the criminal history of a parent/carer (e.g. as a result of CPCC/MARAC), requests for disclosure under Section 5 will be limited to only investigation reports held which have been created since the last date of the Local Authority being provided with information. 
Section 8 of the application should be completed instead, requesting permission to release documents held by your client.

	* Please provide the following information

	Time period for searches to be conducted (i.e. previous two years)

Maximum period will be two years unless deemed relevant and necessary
	     

	Name(s) of individual(s)
	     

	Nature of incidents and allegations made (i.e. domestic violence, child abuse, violence)
	     












	[bookmark: _Hlk161221116]Section 6 – Investigation Reports


Estimated time frame for disclosure: 20 business days
Cost:  |_|  £310 - Investigation reports
If you are unaware of the specific details of the information sought, please return to Section 5.
	* Please complete the section below indicating the documents required in relation to each specific incident. Blanket, wide reaching and non-specific requests will be rejected. 

	Date of incident:
	     
	Reference number:
	     

	Description of incident:     


	Date of incident:
	     
	Reference number:
	     

	Description of incident:     


	Date of incident:
	     
	Reference number:
	     

	Description of incident:     


	Date of incident:
	     
	Reference number:
	     

	Description of incident:     


	[bookmark: _Hlk161220992]Date of incident:
	     
	Reference number:
	     

	Description of incident:     


	Date of incident:
	     
	Reference number:
	     

	Description of incident:     


	Date of incident:
	     
	Reference number:
	     

	Description of incident:     





	Section 7 – Other documents


Estimated time frame for disclosure: 20 business days
Cost:  |_|  £420 - Associated Documents
|_|  £630 - Associated Media
|_|  £625 – Electronic device downloads (per device)
If you are requesting information about more than one investigation, the investigation report only should be requested in the first instance (see Section 6) and once reviewed, you should submit a redefined request for specific documents/media. 

If you are unaware of the specific details of the information sought, please return to Section 5.
If you are requesting digital/audio/video evidence, please complete the confidentiality undertaking.
	* Please complete the section below indicating the documents required in relation to each specific incident. Blanket, wide reaching and non-specific requests will be rejected. 

	Date of incident:
	     
	Reference number:
	     

	Requested information:  Call out log |_|   Statement |_|   Interview |_|   
Other |_|   please specify:      
Specify names of any interviewees or persons providing the statement:      
Explain why the disclosure is both relevant and necessary:      

	Date of incident:
	     
	Reference number:
	     

	Requested information:  Call out log |_|   Statement |_|   Interview |_|   
Other |_|   please specify:      
Specify names of any interviewees or persons providing the statement:      
Explain why the disclosure is both relevant and necessary:      


	Date of incident:
	     
	Reference number:
	     

	Requested information:  Call out log |_|   Statement |_|   Interview |_|   
Other |_|   please specify:      
Specify names of any interviewees or persons providing the statement:      
Explain why the disclosure is both relevant and necessary:      


	Date of incident:
	     
	Reference number:
	     

	Requested information:  Call out log |_|   Statement |_|   Interview |_|   
Other |_|   please specify:      
Specify names of any interviewees or persons providing the statement:      
Explain why the disclosure is both relevant and necessary:      


	Date of incident:
	     
	Reference number:
	     

	Requested information:  Call out log |_|   Statement |_|   Interview |_|   
Other |_|   please specify:      
Specify names of any interviewees or persons providing the statement:      
Explain why the disclosure is both relevant and necessary:      

	Date of incident:
	     
	Reference number:
	     

	Requested information:  Call out log |_|   Statement |_|   Interview |_|   
Other |_|   please specify:      
Specify names of any interviewees or persons providing the statement:      
Explain why the disclosure is both relevant and necessary:      

















	
Section 8 – Permission to release documents held by your client


Estimated timeframe for disclosure: 15 working days
Cost: |_|  £105
	* Are you requesting permission to release records?  (i.e. Case Conference Reports / Merlin Reports/Public Protection Notice/ Section 47/17 checks)

	Yes |_|	No |_| 
Please note the records must be attached to the application so that police can review the content of each report and consider obtaining permission to release from the investigating officer. Failure to provide copies of the relevant reports will result in a delay in processing your request.








	* Section 9 – Indication of proposed directions


An indication of the proposed directions for disclosure likely to be made (including the date by which actual documents will be required)
(List of Directions or attach Draft Order for Directions).
	The likely timetable of legal and social work steps:
	     

	*Signature - Please insert an electronic signature or record name
	     

	* Print name
	     

	* Date
	     




	Section 10 – Notes for Consideration

	
IMPORTANT: Essex Police requires payment in advance of work commencing on any Court disclosures. 

NOTES FOR CONSIDERATION:

If the Court Order contains direction for costs to be shared between parties, all parties must agree on the relevant disclosure section(s) being selected before the application is submitted.

Split payments will not be accepted, the total amount payable must be paid in full by one party only. If the Court has directed for costs to be split between parties, the requestor is responsible for providing payment of the total amount, being paid in full under a single transaction. Re-imbursement for the relevant amount from other parties should be arranged in advance, and separately, in line with Court directions. 

Legal Aid/Public Funding certificates should only be charged with the relevant proportion of costs from the total amount payable, in line with the agreed directions for the Court proceedings.

If you have concerns regarding non-payment by any party to proceedings, please raise this to the Family/Civil Court. It is your responsibility to ensure full payment is provided in a timely manner and the Information Rights department is informed via email when payment has been made. See guidance for Essex Police’s Service Level Agreement and payment details.

If Essex Police does not hold any information within the scope of the request, a minimum cost of £195 will be charged to cover initial searches and work undertaken.

The disclosure request must not exceed the Annex 5/Court Order direction, or 2024 Protocol guidance.

For any requests for additional documents, or media-based items a request under Section 6 for the investigation reports only must have been completed first. If a request is received for multiple investigation reports and associated documents/media, the request will be reduced to provide the investigation reports only in the first instance.

Private Law applications must have any media-based items specifically listed in the Annex 5/Court Order direction to be considered under a Section 7 request. Media-based items not specifically listed within the Order will not be included within a paid Section 7 package.

All packages include general anticipated research and disclosure production time. If a disclosure item is included within a paid package and the Court direction, but not held on Essex Police systems, refunds will not be provided.

For all applications requiring an Annex 5/Court Order direction, Essex Police can commence work based on a draft Order, however a sealed version must be provided for disclosure to be released into proceedings. If disclosure against a draft Order is required, suitable approval from the Judge must be provided.






	* Section 11 - Payment  

	Essex Police requires payment in advance of work commencing on any Private Law disclosure. Once payment has been received an intended disclosure date will then be issued. This will be set as the expected time frame allowance identified at each Section. The deadline date will be based from the date payment in full is received. 

If more than one Section is selected, an expected deadline date will be given for each Section in line with the expected time frames agreed under the 2024 Protocol.

All payments made must use the specific URL or reference provided upon acknowledgement. Payments made using incorrect references may not be processed.

Payments made to Essex Police must be followed up with remittance advice confirming payment made via email to info.rights.court.order@essex.police.uk 

Essex Police will accept payment by BACS or debit/credit card.
BACS payment
Once the application form has been accepted, further details regarding BACS payment and the associated reference to be used will be provided by email.
Card payment
Once the application form has been accepted, the URL link for payment with the appropriate reference will be sent by email. 

No disclosure will be made until payment has been received in full.

By indicating the below payment method, you are agreeing payment for this application will be made in one single transaction and re-imbursement for the relevant amounts from other parties will be sought separately, in line with Court directions (as outlined at Section 10).

Please indicate the method of payment |_| BACS            |_| Card Payment   





	* Section 12 – Confidentiality Undertaking

	The information I have supplied in this request is correct and accurate and is supplied for the purposes of Family/Civil Court proceedings only. 
Please sign the boxes below
I have requested copies of all relevant materials (as listed above) in respect of proceedings relating to the above applicant/respondent(s).
· I undertake that, all materials supplied by Essex Police are kept under secure conditions and not left unattended in vehicles or otherwise unprotected. All computer-based security or anti-virus/anti-malware software in place is up-to-date.
· I understand that any materials received from Essex Police will be in my possession/control and subject to UK GDPR regulations and measures are in place to protect the disclosed material. Please read the Information Commissioners Office (ICO) advice and measures below and implement where necessary.
ICO tips for keeping your data secure
· I will ensure that prior to disseminating further copies of police disclosure this undertaking is signed by all recipients. 
· I will ensure that surplus copies of materials are destroyed at the conclusion of the proceedings. 
· The information supplied within the disclosure will not be reproduced in any form, unless prior consent is obtained by Essex Police.
· If there are unrepresented/lay parties to proceedings, a downloadable/shareable copy of any media-based items will not be provided to them directly. Unrepresented parties may be permitted to view the material under the supervision of a legal representative. 
· In the event the Court directs that the digital material is to be shared with legally unrepresented parties/interveners/witnesses, the material may be securely shared by screen sharing upon the unrepresented party/intervener/witness first undertaking to the Court not to record or attempt to reproduce the digital material in any form, and undertaking to not view the digital material with anyone else present unless the Court has directed otherwise.







· I will not release material or supply copies of the materials supplied to any other person except the Court, Local Authority involved with the child/children, Barristers/Counsel instructed by me/the Court, Guardians/Experts instructed by me/the Court, others including named parties – under the instruction of the Court.
· In the event anyone other than an employee or agent of the Local Authority/solicitor makes a request to view the information within the disclosure after the conclusion of the proceedings, then the views of Essex Police shall first be sought.
· If there is any identified breach of data protection legislation involving the disclosure it is formally notified to Essex Police without undue delay

I will keep a copy of this undertaking and a written record of any persons to whom the
information is released.


Name
Signatures
     


Date
     






	Section 13 – Previous Applications 

	If a reference number has previously been provided to you by Information Rights, please include this here if relevant to this application. (example ID/EPCRT 5 digit number)
Ref.      
	


	Section 14 - Returning the Application form - Checklist

	Have you fully completed all the sections marked with an *? 
	[bookmark: Check16]|_|

	Have you signed the application form? 
	|_|

	Have you attached the relevant Annex 5/Court Order (if applicable)?
	|_|

	If costs are to be split - All parties are aware of the disclosure Section fee(s) selected
	|_|

	Send the completed form via email to: info.rights.court.order@essex.police.uk
Should any advice or guidance be required in completing this application, please refer to the guidance document or contact info.rights.court.order@essex.police.uk or visit www.essex.police.uk

The information provided within the above form is used for the process of validating and processing this application. Please be aware that any information provided may be further processed for law enforcement purposes. For further information regarding policing purposes please refer to the Essex Police registration with the Information Commissioner’s office. Information collected by Essex Police as a result of this application will be kept securely for a period of seven years before being deleted. In exceptional circumstances that period may be extended. This decision will be reviewed annually.  Please refer to the Essex Police website for general details in regards to the Fair Processing Notice, Privacy Notice and Retention Policy and further rights under GDPR such as right to be informed, right to rectification, right to erasure/to be forgotten, right to restrict processing, right to data portability, right to object and rights in relation to automated decision making and profiling.
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