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1. [bookmark: _Toc151971450][bookmark: _Toc152761221]Purpose
The purpose of this guidance document is to provide police officers, authority / police staff and their supervisors with a clear understanding of the key elements that are required to be captured both within STORM and the national crime system to ensure that they comply with Scottish Crime Recording Standard (SCRS) requirements and maintain the highest levels of data quality. This document will support the Scottish Crime Recording Standards Manual and Crime Recording Policy. 
The introduction of a national system delivered as part of the Core Operational Solutions (COS) Programme allows us to standardise this approach which will, in turn, allow those who use, scrutinise or report on crime data to have the confidence that it is being captured in a consistent way across Scotland.
The guidance and standards outlined in this document supersede any divisional guidance and should be followed by all officers and staff. 
It should be noted that this guidance document is not exhaustive and only sets out the key elements that are required to be completed when creating and populating crime reports and incidents. The aim is to achieve a ‘right first time’ approach, where Crime and Incident Management Units (CIMUs) can efficiently assess crime reports and incidents for SCRS and quality assurance.
2. [bookmark: _Toc151971451][bookmark: _Toc152761222]Background
[bookmark: _Toc151971452][bookmark: _Toc152761223]Core Operational Solutions / National Crime (UNIFI)
As part of the Digitally Enabled Policing Programme (DEPP), Core Operational Solutions is responsible for the delivery of a suite of apps which will be designed to streamline the recording and management of core operational information and supporting activity.
The National Crime application is being developed from the UNIFI system previously used in D, E and J divisions. The new application includes the introduction of a modern web based interface and will replace legacy crime reporting systems enabling a single national approach to crime recording. The application is being designed to assist easy recording of high quality crime reports and will provide a number of benefits to officers and staff.  
[bookmark: _Toc151971453][bookmark: _Toc152761224]Scottish Crime Recording Standards (SCRS)
Police Scotland is committed to recording crime in line with the Scottish Crime Recording Standard (SCRS) which was introduced across Scotland in April 2004.
Tackling crime and the causes of crime are key priorities of Police Scotland. Performance Management and compliance monitoring are integral to modern policing and it is vitally important that crime recording and disposal practises are capable of withstanding rigorous scrutiny.
Accurate recording of crime assists analysis of crime patterns, trends and fluctuations as well as having a direct impact on budget and resource allocation. Accurate crime data illustrates to the service and public at large how Police Scotland is performing and identifies areas, if any, which require closer monitoring.
Sources of crime reports are many and varied originating with members of the public and police officers alike. Police Scotland will record crimes made known to them regardless of when they occurred. Crimes recorded will be grouped under recognised categories for statistical purposes as defined by the Scottish Government Justice Directorate.  
The SCRS sets out to ensure a more victim orientated approach is taken to recording crime, providing uniformity in crime recording standards throughout Scotland. A more detailed approach, with regards to the practical recording and application of counting rules is included in the ‘Scottish Crime Recording Standard Manual’ the content of which is updated and approved by the Scottish Crime Recording Board for 1st April each year. 
[bookmark: _Toc151971454][bookmark: _Toc152761225]Police Scotland Crime Registrars 
Crime Registrars are located in each of the three Command Areas. The Crime Registrars play a central role in ensuring an ethical and standardised approach is taken to crime and incident recording and assessing compliance against SCRS.
The area Registrars report to the National Crime Registrar who is Head of Corporate Governance. It is the role of each Crime Registrar to support divisions in ensuring that crime is recorded consistently, accurately and in accordance with the SCRS. 
Crime Registrars are a point of specialist reference for divisions and are the final decision makers in determining whether or not a crime is recorded and what is the appropriate classification and crime count.
3. [bookmark: _Toc151971455][bookmark: _Toc152761226]Crime and Incident Management 
Divisional Crime Management Units currently exist across the 13 local policing divisions. Staffing and functionality within these is predicated on legacy practices and confines.
The phased roll out of the national crime system is a key enabler and driver for transformation change of crime management units to deliver wider organisational benefits and fully capitalise on the benefits from ICT standardisation.
Whilst it is acknowledged that some areas do not complete both Crime and Incident Management functions, it is clear from SCRS guidelines and previous HMICS inspections that both are essential to achieve SCRS compliance, and are generally delivered more efficiently when housed within the same department. The aspiration is that all divisions will deliver both crime and incident management functions, to maximise SCRS compliance. Crime and incident management functions will be viewed together and collectively referred to as Crime and Incident Management Units (CIMU) in this document to avoid confusion.
[bookmark: _Toc151971456][bookmark: _Toc152761227]Crime Management overview
Crime reports are reviewed by the Crime Management teams to ensure crimes are recorded in accordance with SCRS guidelines, to ensure accurate recording of crime statistics.  In addition, Crime Management teams will quality check crime reports to ensure all appropriate data fields (used for recording key information) are completed, and conduct a final check to ensure any previously highlighted issues have been addressed and all enquiries have been completed prior to being filed.


[bookmark: _Toc151971457][bookmark: _Toc152761228]Incident Management overview
All incidents reported to the police or requiring police involvement, should result in the creation of an auditable incident on the STORM system.  Incidents captured using the STORM system form the first stage of ensuring SCRS compliance.  Where a crime report is created, this must be linked to the STORM incident to provide a clear audit trail.  Incidents resulting in a crime are checked to ensure all criminality alluded to on the incident is captured appropriately on the crime report.  Where an incident is deemed to be “non-criminal” it is essential that the incident clearly dispels criminality or the officer should raise the appropriate crime report or this could result in an undercount of crimes and affect SCRS compliance and accuracy.
This guidance will support CIMUs in standardising practises and processes within the national crime system which will, in turn, lead to opportunities to regionalise or cluster this function across divisions.
[bookmark: _Toc135654215][bookmark: _Toc151971458][bookmark: _Toc152761229]Police officer, authority / police staff
It is essential that police officers, authority / police staff and their supervisors ensure that the following standards are adhered to when crime reports are raised/progressed and prior to the closure of incidents.
4. [bookmark: _Toc151971459][bookmark: _Toc152761230]Incident Management
[bookmark: _Ensuring_Incidents_are][bookmark: _Toc151971460][bookmark: _Toc152761231]Ensuring Incidents are SCRS compliant 
It is the responsibility of the attending / enquiry officer to ensure that the STORM incident is accurately updated upon closure. Officers should be aware of requirements detailed below as these are the national standards required. Failure to do so could result in non-compliance which in turn affects statistical accuracy.
There is a common misconception that if a reporter no longer wishes to report the incident or has stated they reported for “information only”, that no further action is taken. If a crime has been reported with no other information / evidence to dispel / discount the initial account, then a crime should be recorded. 
When an incident at the outset infers a crime or apparent criminal activity, and subsequent police attendance and investigation into the circumstances confirms that no crime under Scots Law or offence under statute was committed, or there was insufficient information to confirm a crime, the incident must be clearly updated with a narrative based on the facts available which eliminates any inference of criminality and fully justifies a non-crime disposal.
[bookmark: _Raising_a_Crime][bookmark: _Toc151971461][bookmark: _Toc152761232]Raising a Crime Report and updating incidents 
Whilst it is difficult to be absolute, the minimum level of information required to raise a crime report is as follows:
· An approximate date/date range; (This is the date crime/incident occurred)
· An approximate locus; and
· Modus Operandi (MO) to establish a crime;
Where a decision is made to delay the recording despite having what would be deemed appropriate information to record, this must be made clear and sufficiently justified and updated on the STORM incident.
Incidents must state if there is criminality involved and must clearly state what offences have been reported or identified. Incidents must have an appropriate disposal code applied.
If a CR is raised, the officer must ensure that all reported crimes detailed in the incident are listed on the CRs, and if not, then the rationale must be updated on the incident and/or crime report to explain why any crimes are not being recorded. 
Related CRs must be raised to ensure that (where multiple crimes have been identified) all crimes are recorded appropriately, and in line with the incident. 
When using the “Copy Crime” function to raise multiple crime reports relating to the same incident, it is imperative that each individual crime report has its own specific ‘Modus Operandi’ (MO) and all nominal details, tags / aggravators etc. are relevant to that crime.
If, for example, the incident indicates crimes of Assault and Vandalism and a crime report has only been raised for an assault, with no explanation on the crime report or incident as to why the vandalism hasn’t been recorded, then this would be classed as non-compliant.
[bookmark: _Disposal_Codes][bookmark: _Toc151971462][bookmark: _Toc152761233]Disposal Codes
The following are STORM incident disposal codes and the approach to be adopted depending on the code used:
· SC01
When an incident is identified as a crime and a crime report has been raised, ensure disposal code is marked as SC01 and the STORM number is added to the CR which will automatically populate the STORM incident (lead crimes only). Additional CR numbers for any related crimes must be manually added to the incident by the enquiry officer.
· SC02
Non-crime incidents are closed SC02. Incidents initially inferring a crime or apparent criminal activity should only be closed as non-crime, if there is a satisfactory narrative to eliminate any inference of criminality and fully justify a non-crime disposal.
· SC03
If following attendance at an incident, there is still insufficient information to determine if the initial report is criminal or not, then the incident will be closed as SC03 Non-Compliant, pending further information. It is the responsibility of the enquiry officer to ensure that the incident is fully updated to confirm criminality and close as SC01 or dispel criminality and close as SC02.  
· SC07
Where an incident remains unresolved after the Resolution Team have exhausted all reasonable remote enquiries, it may be closed as SC07 and passed to Local Policing Divisions for progression and management. It is then the responsibility of the Local Policing Division to ensure that the incident is fully updated and amended to SC01 or SC02 at the conclusion of enquiries.  
It is appreciated that incidents are closed by C3 / ACR staff however, enquiry officers and supervisors should check incidents daily to ensure they have been updated and coded correctly.
It is the role of the Crime / Incident Management team to check all auditable incidents on a daily basis to ensure all of the above is being complied with. If they discover any irregularities they will contact the enquiry officer to update / clarify the incident. It is still ultimately the enquiry officer’s responsibility to ensure all aspects of the incident are compliant.
5. [bookmark: _Toc151971463][bookmark: _Toc152761234]Initial Assessment of Crime Reports 
[bookmark: _STORM_number][bookmark: _Toc151971464][bookmark: _Toc152761235]STORM number
STORM numbers must be linked to the Crime Report. When this is completed, STORM will automatically be updated with the crime number. At present only the parent / lead CR number is taken over to STORM. Officers have the ability to add the STORM reference to each of the related crime reports manually. This should result in each of the crime report numbers being added to the STORM log.
The STORM incident number, giving rise to the crime report, should be added to the COS UNIFI crime report within the Links section – Linked Incident section by clicking on the '+' icon and updating the STORM number.
[bookmark: _Crime_Report_Status][bookmark: _Toc151971465][bookmark: _Toc152761236]Crime Report Status
· Undetected – live 
Enquiry currently under investigation
· Undetected - no further lines of enquiry		
Enquiry complete, insufficient evidence to proceed
· Undetected - uncooperative victim – witness
Initial criminality has been reported however the enquiry cannot proceed any further without the engagement of the victim / complainer
· Undetected - proportionate enquiry resolution
Report describes criminality, however due to very minor nature of the incident and very low probability of achieving a detection, minimal enquiry has been conducted.
· Undetected - Suspect Elsewhere UK
This disposal will be used in circumstances where at the time of commission of a crime the victim is in Scotland, the suspect (whether known or unknown) is determined to be elsewhere in the UK and ownership of the crime is not being transferred to another UK Force.  
· Undetected - Suspect Outwith UK
This disposal will be used in circumstances where at the time of commission of a crime the victim is in Scotland and the suspect (whether known or unknown) is determined to be outwith the UK.
· No crime - crime report
Circumstances have been deemed not to amount to a crime
· No crime - direct measure
Circumstances have been deemed not to amount to a crime – Ticket issued inappropriately.
· No Crime- proposed
· Raised in error - crime report
Crime has been raised in error e.g. multiple offences where the recorded crime has been subsumed
· Duplicate
Crime raised where it has already been recorded
· Detected
A sufficiency of evidence has been obtained to establish an “accused” and an SPR or equivalent report has been submitted
· Detected - Included in DASA
This disposal should be used in circumstances where there is a course of conduct of domestic abuse being reported by SPR as a Domestic Abuse (Scotland) Act 2018, Section 1 offence (DASA), and additional crimes are recorded/require to be recorded and updated to detected status (subject to SCRS provisions). Details of these crimes will have been included within the course of conduct reported. 
· Detected – ASB Fixed Penalty
· Detected – ASB S126 vehicle warning
· Detected – custody
· Detected – EEI – refer to Early Intervention Officer
· Detected – EEI – refer to education
· Detected – EEI – refer to Fire & Rescue
· Detected – EEI – Refer to Social Work
· Detected – EEI – Refer to Third Voluntary sector
· Detected – Endorsable conditional offer
· Detected – joint report COPFS – SCRA
· Detected – Non Age – Below age of criminal responsibility
· Detected – Non Endorsable conditional offer
· Detected – Recorded police warning
· Detected – recorded police warning – appealed
· Detected – reported for warrant
· Detected – restorative justice warning
· Detected – RT fixed penalty
· Detected – SCRA – Scottish Children’s Reporter Administration
· Detected – Summons
· Detected – Summons – ASB Fixed Penalty – not complied with
· Detected – Summons – Endorsable CO – not complied with
· Detected – Summons – Non Endorsable CO – not complied with
· Detected – Summons – RT fixed penalty – unpaid
· Detected – Summons – VDRS – not rectified
· Detected – time barred
· Detected – undertaking to appear at court
· Detected – VDRS – vehicle defect rectification scheme
· Detected – verbal warning – under 16
· Detected – warning letter – under 18
· Detected – youth justice disposal
[bookmark: _Committed_date/date_made][bookmark: _Toc151971466][bookmark: _Toc152761237]Committed date / date made known to Police
Committed from date / Committed from time / Committed to date / Committed to time are all officer input values and these should be completed accurately to reflect the details of the crime.
If known, the actual time the crime occurred should be recorded along with the time / date made known. Between times should be used when a specific time cannot be identified.
The date / time made known to Police should be when the incident was created on STORM or when a member of the public has reported the crime to the Police, either by telephone, in person or via online reporting tools such as ‘Contact Us’ on the Police Scotland website.   
The date made known should not be recorded as the date an officer attends to obtain a statement, as this could be sometime after the incident has been reported and recorded on STORM. This is particularly relevant when recording non recent sexual offences when the time reported to Police could be many years after the crime having been committed.
[bookmark: _Crimes_Recorded][bookmark: _Toc151971467][bookmark: _Toc152761238]Crimes Recorded 
Ensure the correct crime is recorded and correct number of crime reports are created where there are multiple crimes related to one incident.  
[bookmark: _Crime_Tags,_Modifiers][bookmark: _Toc151971468][bookmark: _Toc152761239]Crime Tags, Modifiers and aggravators 
This is key to enable data users to extract accurate information from the system. 
[bookmark: _Crime_Locus_and][bookmark: _Toc151971469][bookmark: _Toc152761240]Crime Locus and Locus Detail
The locus is the place where the crime has occurred and will be marked by either a specific building, an address or a point on a map. Where this is not possible a description will be used to identify the exact area. Officers should click on the magnifying glass of the locus section. This will open a Gazetteer function that allows officers to search and identify the correct locus utilising address details or utilise the drop pin function to identify the locus on a map.
Division, Sub Division and Beat will be automatically populated once the correct locus has been selected utilising the Gazetteer function. Where the address is not on the gazetteer, National Crime allows for the pin to be dropped on the map which generates all the details as above. Where a Division, Sub Division etc. is not shown on a CR the locus must be amended to ensure it is populated.
It is essential that officers use the search function or drop pin to identify the locus. Manually entering a locus / address will create additional duplicate entries for the locus. Manually entering a locus (forcing a locus on to UNIFI) must only be done through consultation with crime management, and only in exceptional circumstances.
The Locus Detail list of values should be used to provide context of the locus i.e. At/Within, Entrance To, Vicinity Of.
[bookmark: _Nominal_Details][bookmark: _Toc151971470][bookmark: _Toc152761241]Nominal Details
The complainer on national crime can only be the PF or a business, i.e. for a shoplifting, TESCO (a business) would be the complainer, with the store staff member (an individual) being the reporter. For a speeding offence the PF would be the complainer. Individuals must be recorded as victim, reporter, witness, suspect or accused. All details must be completed in full. 
Victim / witness / reporter / complainer / suspect / accused – when to apply the appropriate status:
· Victim
The individual who is subject to the apparent criminality
· Witness
Any individual who has evidence pertinent to the crime under investigation
· Reporter
The person providing details of the crime / offence to the police. This must be a person e.g. the store manager reporting on behalf of Tesco etc. for a shoplifting
· Complainer
Only a business or the PF should be recorded as a complainer. Individuals should not be recorded as a “complainer”, instead individuals should be recorded as “reporter”, “witness” or “victim”
· Suspect
The person suspected to be responsible for the criminality inferred from the evidence obtained
· Accused
Person (or business) identified as being responsible for the criminality
Note: - more than one nominal status may be applied at the same time e.g. Reporter / witness.
The search function must be used to identify existing nominals on UNIFI / CHS prior to creating new nominals.
All police witnesses “involved” must be updated on CR in Linked Police Worker Section at the time of creation or as soon as reasonably practical thereafter.
Double barrelled surnames will be input to the system in the following manner: Smith-Jones, Brooke-Taylor, etc. both names being input into the Surname field, without being split up.
Be aware that records may be created with an alternative spelling in either forename or surname fields or both.
Alternatively, names may contain actual spelling mistakes or dates of birth may contain errors e.g. 09/01/1986 instead of 19/01/1986. UNIFI will carry out searches for similar spelled names and return those in the options. Address confirmation is a likely indicator of the record being the same individual.
Nicknames may have been given as a first name e.g. Nick instead of Nicholas. UNIFI is able to capture nicknames but their true Forename should be captured in the Forename field.
Looking at additional information on a record, such as addresses, phone numbers, occupation etc. can be used to confirm if it requires to be a new record or it is a duplicate records.
When including nominal details, officers must ensure they include the ethnicity for each nominal record.
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. 
[bookmark: _Suspect_Description][bookmark: _Toc151971471][bookmark: _Toc152761242]Suspect Description
All known descriptions must be completed in all circumstances, where known at time of creation or as soon as reasonably practical thereafter.  
Descriptions must be added to the searchable ‘Suspect Field’ and not just “noted in enquiry log”.  
When a suspect is promoted to an accused, the suspect must be removed from the suspect field.
[bookmark: _MO_Coding][bookmark: _Toc151971472][bookmark: _Toc152761243]MO Coding
MO Locus must be completed.
MO Victim field must be completed accurately and where appropriate vulnerability identified, this should be selected from the drop down list. If the vulnerable option is selected, this must be justified in the narrative of the crime report.
If further guidance is required in relation to this area, please contact the COS Project.
[bookmark: _MO_Free_Text][bookmark: _Toc151971473][bookmark: _Toc152761244]MO Free Text
This should be in the format of a charge without the ‘you did’ at the beginning.  
Where a vehicle is used in the commission of a crime, vehicle description and VRM should be included.
If there are a number of crimes related to the same incident, each crime report must have its own individual MO to describe that crime.
[bookmark: _Suspect_Vehicles][bookmark: _Toc151971474][bookmark: _Toc152761245]Suspect Vehicles 
The Suspect Vehicles section allows partial or full suspect vehicle details to be added and should be updated at time of creation or as soon as reasonably practical thereafter. It also has a search function to prevent duplication of records.
[bookmark: _Property_Selection_(including]Used in crime does not apply to any vehicles used in the commission of a crime – these vehicle should be recorded as suspect vehicles and recorded within the suspect vehicle section. Vehicles should only be recorded in the property section if they are stolen, damaged or seized etc. Circumstances may dictate the same vehicle appearing in the suspect vehicle section and the property section of a crime report.
[bookmark: _Toc151971475][bookmark: _Toc152761246]Property Selection (including drugs)
Property type and values must be added for stolen / damaged property and status updated from dropdown. This should be added at time of creation or as soon as reasonably practical thereafter. Vehicles should only be recorded in the property section if they are stolen, damaged or seized or recovered. All property damaged (including property damaged caused as part of another crime, i.e. damage caused forcing entry as part of a housebreaking) should be recorded.  
This section should also contain details of all drugs seized including, type, classification and weight. This ensures accurate data is recorded that will withstand scrutiny for Scottish Government Reporting. Where someone is the victim of fraud the monetary or property lost should be recorded here. 
[bookmark: _Related/Linked_Crimes]Counterfeit currency is evidence of criminality and should be lodged as a production. It should also be input as cash in the property section, counterfeit toggle should be marked as YES and the serial number should be accurately noted in the property remarks section.
[bookmark: _Toc151971476][bookmark: _Toc152761247]Related / Linked Crimes
Where there are a number of crimes reported in an incident, officers must ensure all relevant reports are related to the Lead Crime Report.
Linked crimes are individual crime reports, usually with different victims occurring at different times.
Clicking on the link icon opens the links section - Clicking on the “+” icon allows officers to add linked crimes. In the linked crimes section officers should update all fields where appropriate, utilising the search function where possible.
Details recorded in a crime report copied from, and related to, a lead crime must be unique to the copied crime and any details which differ from the lead crime should be amended i.e. victims, witnesses and MO should all be appropriate for the crime recorded. Subsequent enquiry updates should be relevant to that crime.
· Related crimes 
Will generally be as a result of the same incident e.g. where a suspect assaults three persons in a pub at the same time, this would require three crime reports for assault, and all would be related.
· Linked crimes 
Would generally be related to a particular offender or MO e.g. eight housebreakings in an area over a three week period all sharing a specific MO e.g. “smash fan light window above door, enter property……..” or multiple offences committed by a sexual offender over a number of years.
[bookmark: _Initial_Circumstances_Enquiry][bookmark: _Toc151971477][bookmark: _Toc152761248]Initial Circumstances Enquiry Log
The Initial Circumstances Enquiry Log must contain sufficient details of the initial circumstances to establish/justify the crime recorded i.e. a summary of events in chronological order which should be succinct, covering the essential elements of the crime, explaining the involvement of all people involved, and any associated property or productions where known.
The enquiry log should be used to update the result of enquiries as the investigation progresses. Using the appropriate update “type” allows for efficient search/review of the report. The enquiry log section will also be used for supervisors and crime managers to add comment and task officers as required. Enquiry update options:
· Initial Circumstances	
Initial details of the crime
· Enquiry Update
General enquiry update
· Description of Locus
Specific details related to the locus
· Victim Update/Info/Safety
Details all contacts with the victim
· Injury/Medical Update
Details all medical information
· Investigatory Plan / Tasks
Used to set out an officer’s / supervisor’s intended/requested enquiry strands
· Investigatory Task Outcome
Details outcome from investigatory plan
· Tasking Action
Specific request from crime management / supervisor / specialist area
· Tasking Outcome
Details outcome from tasking action
· Police System Checks
Used to detail system checks carried out and results obtained
· Analysis of Evidence
*** Should not be used ***
· Supervisory Comment 
As described 
· Crime Manager Update
As described 
· SOC Update
As described 
· SOLO Update
As described
· Interview/Admission Text
Salient points only, a full update is not required for a crime report
· Custody/Liberation Update
As described
· Policy Decision
Used by senior officers only on major enquiries
*** The recording of “speaks to” information (analysis of evidence) is not a nationally recognised process in crime recording. The involvement of the witnesses should be apparent from the enquiry log, and the events described. Where officers feel it necessary to record “speaks to” information, this can be recorded in the witness nominal record, in the free text box***.
[bookmark: _Toc151971478][bookmark: _Toc152761249]Examples of initial circumstance for serious crimes
It is the responsibility of the officer or member of staff raising a CR to ensure that the correct crime has been recorded in accordance with the SCRS. The narrative must include all evidence and information which captures the essential elements to substantiate the crime recorded.
Below are basic ‘generic’ examples of information required to establish the crime i.e. essential elements that can be used to assist you in the process of creating a CR. Officers must ensure they update all appropriate enquiry and relevant supporting information thereafter.
Serious Assault
· Initial Circumstances
· “At time, date and locus stated, an argument ensued between the victim and the suspect. The suspect thereafter assaulted the victim by punching them to the left side of the face with a right clenched fist causing extensive injury to the victims left eye resulting in an orbital fracture that may require surgery to correct (Medical update to follow)”.

· Essential Elements 
· An attack intended to take effect on another
· Actual Injury
· Injury meets criteria of serious assault as opposed to common assault. 
Housebreaking
· Initial Circumstances
· “At 2200 hours on 26/10/22, the victim locked and secured premises and at this time all was in order. At time, date and locus stated, the suspect forced open the rear door using bodily pressure to overcome the lock, entered locus and stole a games console, exiting via point of entry”.

· Essential Elements 
· An overcoming of the security of the house; and
· Unauthorised appropriation of property; and	
· Felonious intent to deprive the owner.
Robbery
· Initial Circumstances
· “At 1000 hours on Thursday 27th October 2022, the victim was going round houses selling sweets to raise money for charity. At this time, victim was stopped by suspect who produced a blood-filled syringe and threatened to stab victim with it if they did not hand over the money and sweets. In fear for their safety, the victim immediately handed over the sweets and all money raised and the suspect made off”.

· Essential Elements
· Violence or threats of violence
· As well as the violence, there must be the intent to feloniously appropriate the property.
· The suspect must take possession of the property.
Section 38 of the Criminal Justice and Licensing (Scotland) Act 2010
· Initial Circumstances
· “At 0930 hours on Thursday 16th February 2023, the victim was within locus watching TV in the downstairs living room whilst the children played in a bedroom upstairs. At this time, the accused attended at the victims’ home address under the influence of alcohol and began behaving in an aggressive and threatening manner; shouting and swearing towards the victim causing fear and alarm. The victim contacted police and the suspect made off prior to police arrival”.



· Essential Elements
· Behave in a threatening or abusive manner
· Where the behaviour is likely to cause a reasonable person to suffer fear or alarm and
· The person behaving in such a manner intends the behaviour to cause fear or alarm or; 
· Is reckless as to whether the behaviour would cause fear or alarm.
[bookmark: _Toc151971479][bookmark: _Toc152761250]Examples of initial circumstance for volume crimes
The appropriate and consistent use of Pro-Forma for CRs is encouraged. These are designed to reduce the time spent in reporting low level or volume crime. Below are a list of generic examples of low level crimes officers and staff may encounter on a daily basis. These examples provide a basic example however may require to be amended to reflect specific circumstances:
Theft of a Bicycle
· Initial Circumstances
· At (time / date?), the victim noted all to be in order with the pedal cycle. At (time / date?), the victim observed the pedal cycle had been removed from locus. The pedal cycle was/was not secured with a chain/D-lock. The lock has been left at locus/the lock has been removed from locus.
· Between the dates and times stated, the victim did/did not see or hear anything (insert further details if applicable). 
· The victim has/has not spoken to neighbours to see if they heard or saw anything (insert further details if applicable). 
· There are suspects/no suspects at this time. 
· There is private space/public space / no CCTV available at the locus. 
· There is / is nothing for Scenes of Crime (insert reason why).
· Description of bicycle including identifying marks:
· Value of bike:
Theft by Shoplifting
· Initial Circumstances
· At (date / time?) at (Locus?) the now accused was detained by staff of the premises having failed to pay for goods found in his / her possession.  
· The property was identified as being that of the premises and labels signed by relevant witnesses.  
· The accused was cautioned and charged as libelled and informed that a report would be submitted to the PF.
· Labels in lieu / property list detailing recovered stolen property have been lodged at relevant police station.  
Vandalism
· Initial Circumstances
· At (date/time?) the property was last seen undamaged by the witness.
· At (date/time?) at (locus?) the listed damage was discovered to the aforementioned property by the reporter / victim /witness.  
· Police were contacted and the police witnesses attended and details were noted for a CR.  
· Door to door enquiries were/were not made at this time.  
· There is / is not CCTV that covers the locus.
· There are / are no suspects for this crime.
· Value of damage:
Theft by OLP (motor vehicle)
· Initial Circumstances
· At (date / time?) the vehicle was parked and secured at locus by the witness. 
· At the second time, date and locus stated it was discovered that the vehicle listed had been broken into by (state means) and property removed from within.
· Police were contacted by reporter / victim.
· The police witnesses attended and noted details for a CR.  
· Door to door enquiries were/were not made at this time.  
· There is / is no CCTV covering the locus.
· There are / are no suspects for this crime.
· A SOC referral will / will not be made. 
· Description and value of damage:
· Description of stolen property and value:
Drink Driving
· Initial Circumstances
· At (date / time?) the police witnesses were on uniform mobile patrol when they had occasion to stop the subject vehicle.  
· The police witnesses, on speaking to the driver, detected a strong smell of alcohol.  
· The police witnesses requested accused to produce a specimen of breath for a breath test and warned him/her of the consequence of refusal.  
· Accused provided a positive breath test and was informed he / she was under arrest. 
· Accused was conveyed to police station and processed in the usual manner.  
· Form DD1 (126-031) was completed in respect of accused.
· Accused provided two specimens of breath, which were ____ µgs and ____ µgs.  
· Accused was cautioned and charged as libelled and reply noted.  
· They were detained until sober and released on an undertaking for ____.
· HORT 1 issued.


Disqualified Driver
· Initial Circumstances
· Accused appeared at court on ____ where he/she was disqualified from holding or obtaining a driving licence until ____. 
· At time and date, the police witnesses were on uniform mobile/foot patrol when they had occasion to stop subject motor vehicle.
· The driver identified himself/herself as accused and stated he/she owned the vehicle.
· The police witnesses carried out a PNC check, with the details provided by accused, which revealed the aforementioned disqualification.
· By virtue of this disqualification, no valid insurance would be in force for the use of the vehicle.
· Accused was informed he/she was under arrest and conveyed to ____.
· Accused was cautioned and charged as libelled and reply noted.
· They were undertaking for ____.
6. [bookmark: _Toc151971480][bookmark: _Toc152761251]Final Filing of Crime Reports (Quality Assurance)
In addition to the information required to be completed for initial assessment of CRs, a number of elements are required to be completed for final filing and quality assurance purposes.
These national standards have been developed and approved by the Force Executive and should be adhered to on every occasion.
[bookmark: _Checklist][bookmark: _Toc151971481][bookmark: _Toc152761252]Checklist
The following is a checklist of information that should be included on a Crime Report at the time of creation however where this is not possible, details should be updated as soon as possible thereafter and prior to completion and sending to a CIMU for filing.  
Supervisors should not return CRs to CIMU for filing until all appropriate information has been fully updated.
· Incident Number to be included on the CR
· M.O should match crimes recorded and include vehicle details and VRM where relevant
· How Reported section must be completed
· A sufficient summary must be added at time of creation and updates included thereafter
· Summary must show a sufficiency of evidence where detected
· If no crime is proposed – a comprehensive update to justify ‘no crime’ must be contained within the summary and suspect status changed to ‘eliminated from enquiries’. All no crime proposals must be approved by Crime Management
· Property Field description and values to be updated. This field must include details of all drugs seized and vehicle details where stolen/damaged/recovered
· Police assaults must have SCoPE Use of Force / Injured on Duty ref number added to the summary
· If there is an accused, ensure ‘S’ Number and ethnicity are listed along with DOB / POB and address
· Update CR with iVPD number within the victim nominal record.
· Update to confirm complainer / victim has been informed of the enquiry outcome
· Victim support section MUST be completed for all victims / complainers / witnesses
· ALL involved Police witnesses must be listed on crime reported
· Domestic CRs must have iVPD and SID ref number added using the “police system checks” update type
· Drugs – Ensure Stop Search ref number added to CR summary, also add Presumptive Test (PT) kit numbers / drug classifications and weights – Update Property Section with all details of drugs seized
· If drugs are sent to lab, retain CR until lab results obtained. Do not file CR pending lab results. Set the ‘Outstanding forensics box to ‘yes’ to allow these to be identified
· If blood or urine sent to lab for Road Traffic offences, retain CR until lab results obtained. Do not file CR pending lab results. Set the ‘Outstanding forensics box to ‘yes’ to allow these to be identified
· SPR / Case Ref must be added to the summary prior to filing where a case has been submitted.
Officers and staff must ensure all CIMU feedback / comments / questions are addressed prior to final submission of a CR. If specific questions are asked on allocation or during enquiry relating to information that could have a bearing on the recorded crime and SCRS compliance, these must be answered. Crime reports will not be filed if these questions / requests have not been resolved.
On receipt of additional information officers should liaise with their Crime and Incident Management Unit as soon as reasonably practicable to ensure the correct crime is recorded on the crime report and SCRS compliance maintained. It is not sufficient to update this on finalising the CR.
Similarly, if during an enquiry another crime comes to light, SCRS rules will apply and this crime must be recorded by either linking or relating (as appropriate) any additional crimes. This is critical to continue the forces’ victim focussed approach in recording crime. 
7. [bookmark: _Toc151971482][bookmark: _Toc152761253]	Disclosure
Officers are reminded that crime reports are disclosable documents and should take care to ensure that all information is updated, accurate and that the correct terminology is used throughout. All crime reports must adhere to Information Assurance protocols and meet the requirements and standards of the Data Protection SOP, Information Security SOP and Information Security Handbook.


[bookmark: _Toc152761254]Compliance record
EqHIRA completion/review date:	24/11/2023
Information Management Compliant: 	Yes
Health and Safety Compliant: 	Yes
[bookmark: _Toc152761255]Version control table
	Version
	History of amendments
	Approval date

	1.00
	Initial Approved Version
	24/11/2023


[bookmark: _Toc152761256]Feedback
All Police Scotland service delivery Policies, Standard Operating Procedures (SOPs) and National Guidance are subject to regular reviews. It is important that user feedback is considered when documents are reviewed. 
If any officer / staff member wishes to provide comment, or make suggestions for improvements to this or any associated document, a Service Delivery Policy and Procedure Feedback Form (Form 066-014) should be used.
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