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1.
Purpose / Scope
The Home Office Road Traffic (HO / RT) procedure exists to provide a facility for the production of various road traffic related documents in circumstances where a person was unable to provide them at the time of requirement.

This National Guidance supports the Police Service of Scotland, hereafter referred to as Police Scotland. This aims to provide police officers and police staff with guidance on the use of the HO / RT forms.
2.
HO / RT Procedure

A police officer or vehicle examiner can require the production of:

· Licence of the driver;

· Insurance certificate;

· Test certificate; and,

· Goods vehicle plating / testing certificate.

Where someone is unable to produce documentation when required to do so they will not be convicted of an offence if:

· Within seven days from the date of requirement the documents are produced at a police station specified by them at the time of requirement; or,

· It was produced there as soon as was reasonably practicable; or,

· It was not reasonably practicable for it to be produced there before the day on which the proceedings were commenced.

HO / RT 1

This is issued to require the production of relevant document(s). It must be completed legibly. Full use should be made of the check only box with details recorded only when necessary. When appropriate the recipient should be asked to sign the form / mobile device. This is not a legal requirement. Officers using hard copy documents should issue the white copy and retain the yellow copy.

HO / RT 2

This must be completed every time a HO / RT 1 is produced at a police station.

All relevant sections of the form must be completed after careful checking of the documents. Where a HO / RT 1 shows check only, the documents should be checked and the section of the HO / RT 2 endorsed ‘In Order’.

Where a HO / RT 1 shows ‘record’ the details must be recorded in the appropriate section. Disclosed offences should be recorded and the person cautioned and charged by two police officers although it is acceptable for a member of police staff to corroborate. Any response must be recorded onto the HO / RT 2 with details recorded in the officer’s notebook / mobile device.

When completed and signed the HO / RT 2 should be forwarded without delay to the issuing officer with the copy being retained in the book.

The charging officers / police staff will be listed as witnesses on the Standard Prosecution Report (SPR).

English and Welsh Fixed Penalty Forms

The England and Wales Fixed Penalty Form incorporate a HO / RT 1 and the normal HO / RT 2 procedure should be adopted.

The fixed penalty is the property of the person producing and must be returned to them. If a driving licence receipt on the fixed penalty has been completed it is proof of a driving licence. A fixed penalty driving licence receipt, is normally valid for up to two months but may be extended.

The driving licence must not be retained. The HO / RT 2 should then be forwarded to the issuing officer. The fixed penalty must not be endorsed or written on.

The person producing should be advised to contact and update the issuing authority as soon as possible.

3.
HO / RT Follow-up Procedure

Where the driver fails to comply with the HO / RT 1. Enquiries should be carried out and where necessary a SPR submitted.

Certificate re: non-compliance

Where an officer reviewing a HO / RT 2 book finds:-

· Only a partial production of documents; or,

· No record of any production.

They will complete a certificate in terms of the Criminal Procedure Scotland Act 1995, HO / RT Section 280 Certificate Form (Information has been removed due to its content being exempt in terms of the Freedom of Information (Scotland) Act 2002, Section 35, Law Enforcement).

The completed certificate should be forwarded to the reporting officer who will submit this as a case related document. The officer completing the certificate will not be named as a witness on the SPR.

4.
HO / RT – Insurance Policies

Electronic Insurance Certificates

The Motor Vehicles (Electronic Communication of Insurance) Order 2010 permits a driver to produce evidence of insurance by electronic means.

A driver who has been requested to produce their insurance certificate at a police station, may:

· Produce a legible printed copy of the email attachment.

· Show the email attachment on a computer.

· Show the certificate accessed via the website.

There is nothing in legislation that requires the Police to provide the person with electronic equipment to view the certificate.

The officer must always be satisfied that the certificate viewed is genuine. Please refer to ‘Key Contacts’ for further information.

Open Policies of Insurance (Trade Policies)

This provides insurance which is open in relation to the vehicles being covered or a number of different drivers.

This is intended to provide cover for person operating a formal motor trade business for the purposes of:

· Sale or supply;

· Repairing and alteration;

· Examination;

· Servicing or maintenance of motor vehicles for customers for income or profit.

Any vehicle being used must either be owned by the policy holder or their customer or in their custody or control for the purposes of the motor trade business and being driven by someone who has permission to do so by the policy holder.

The officer must always be satisfied that the certificate is genuine and being used for an authorised purpose. Please refer to ‘Key Contacts’ for further information.

5.
Key Contacts

Information has been removed due to its content being exempt in terms of the Freedom of Information (Scotland) Act 2002, Section 30, Prejudice to effective conduct of public affairs.
Compliance Record

	Equality and Human Rights Impact Assessment (EqHRIA) Date Completed / Reviewed:
	17/11/2020

	Information Management Compliant:
	Yes

	Health and Safety Compliant:
	Yes

	Publication Scheme Compliant:
	Yes


Version Control Table
	Version
	History of Amendments
	Approval Date

	1.00
	Fully reviewed and reformatted under the parameters of the SOP Review.
	14/01/2021


Version 1.00
(Publication Scheme)
Version 1.00
(Publication Scheme)

2

[image: image1]