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1. [bookmark: _Toc161140691][bookmark: _Toc162356300]Introduction/purpose
This National Guidance document supports the Police Service of Scotland, hereafter referred to as Police Scotland, Policy for Local Policing.
It provides information and guidance to ensure a consistent approach to Task Orientated Briefing and Debriefing throughout the service.
The procedures on Task Orientated Briefing and Debriefing are relevant to all officers and staff. It sets out how these processes will be undertaken within Police Scotland using the best practice guidance provided by the ‘National Briefing Model.’
It recognises separate roles and accountabilities for those who create briefings and tasks; those who deliver briefings and allocate tasks; those who act upon them and carry out tasks; and those responsible for the quality of briefings and debriefings.
[bookmark: _Toc161140692][bookmark: _Toc162356301]National Intelligence Model (NIM)
The structures and processes of the NIM ensure that the Service makes best use of all available information and resources to support front line officers and staff. The NIM is a simple and practical approach, which begins with an understanding that the Service does not have infinite resources with which to address demand.
Resources must be deployed to where they best match current and anticipated demand, with effective decision-making being dependent on clear lines of communication, ownership and accountability across the Service.
The NIM is a cyclical process in which each component part is dependent on the successful completion of another part of the process.
The operational component parts are:
· Information
· Development
· Intelligence
· Briefing
· Tasking
· Activity
· Debrief
As key component parts of the NIM, effective briefing, tasking and debriefing are essential if the Service is to deliver an excellent quality of service and increase public confidence further.
[bookmark: _Toc161140693][bookmark: _Toc162356302]Briefing, tasking and debriefing
The Daily Briefing and Tasking will be the primary source of information for the patrol function and reduce the need for officers and staff to carry out their own research of systems to gain a picture of ongoing activity. Notwithstanding, every officer has the responsibility to ensure that their knowledge is current and that they maximise the use of the police systems available.
Briefing, tasking and debriefing are the methods by which strategic and tactical Tasking and Coordinating Group (TCG) priorities are progressed through operational activity. 
They allow effort to be focussed on operational priorities, and ensure that front line officers and staff are able to inform the tactical decision making process through debriefing, as well as being the recipients of allocated tasks. 
These procedures aim to provide front line officers and staff with intelligence and tasks that will assist their efforts to do the right things at the right times, addressing the right issues and all using tactics that are co-ordinated. 
Briefing and tasking will focus on set criteria and the following headings should only be used, when required, in the content of the e-briefing template:
· Date of briefing/area
· Service and Local Policing Area Control Strategy priorities
· Tasks
· Tasking – Stop/Search
· Positive Progress
· Missing persons/absconders
· Officer safety
· Intelligence requirement
· Subjects/Nominals
· Priority locations
· Crime/incident series
· Partnership and community activity 
· High risk issues
· Relevant feedback
· Command Areas.
2. [bookmark: _Toc161140694][bookmark: _Toc162356303]Layout, font and headings
[bookmark: _Toc394566505]There are set guidelines for layout and font use. Slide titles should be Arial bold, font size 32 and blue in colour. 
Text within the main body of the slide should be Ariel, white or yellow in colour using font sizes from 18 to 28. Only bold or underlined can be used to highlight text.
Consideration should be given to utilising ‘text to speak’ function on ToB PowerPoint slides for readers who have dyslexia. This would assist staff in a self- briefing environment. 
Officers and staff who are responsible for creating the daily briefing should consider accessibility standards of the daily briefings for all users and make necessary reasonable adjustments. Please Corporate Communications Accessibility Minimum Standards and Making an Accessible PowerPoint Presentation for additional information.
The Daily Briefing and Tasking will be the primary source of information for the patrol function and reduce the need for officers and staff to carry out their own research of systems to gain a picture of ongoing activity. Notwithstanding, every officer has the responsibility to ensure that their knowledge is current and that they maximise the use of the police systems available.
3. [bookmark: _Toc161140695][bookmark: _Toc162356304]Slow time / archive briefing
In order to ensure that the Daily Briefing and Tasking remains focussed and contains only the most relevant and up to date information/ intelligence, each local policing area must retain a ‘slow time / archive’ briefing folder. This briefing capability will be the depository for all information from the daily briefing that no longer requires officers to be briefed upon. 
The ’slow time / archive’ briefing will allow officers and staff to familiarise themselves with all operational activity when returning from periods of absence.
The existence of the ‘slow time / archive’ briefing ensures that the daily briefings do not become unwieldy or stagnant. Supervisors must ensure that every officer and staff that requires access has access to the slow time briefing folder to ensure that they keep up to date with all pertinent information. Similar to the task orientated Daily Briefings, the local policing area slow time / archive briefing will be stored in accordance with the Record Retention SOP. 
4. [bookmark: _Toc161140696][bookmark: _Toc162356305]Principles
Based on best practice, these procedures shall allow the Service to demonstrate standards of compliance with the NIM.
At local policing level, the Local Policing Commander owns the briefing process, supported by the Intelligence Manager (IM), Area Commanders and Heads of Department (HOD).
Every main police office will have an identified briefing room, fit for purpose, the maintenance of which is the responsibility of the IM and the Area Commander.
The IM, Area Commander and HOD will ensure that briefings are produced and delivered in accordance with these procedures.
The IM, assisted by Local Intelligence Officers (LIO), have the day-to-day responsibility for the production of the Daily Briefing and Tasking and will ensure that the content is relevant, specific, accurate and impactive.
The Area Commander and HOD will ensure the development of the content of the Daily Briefing and, where appropriate, task individuals or groups to deliver results in support of local policing and command area requirements to address control strategy priorities, identified risks or emerging issues.
Sergeants/Supervisor will ensure that the Daily Briefing and Tasking is effectively delivered to all groups and departments. In order to ensure a high level of consistent quality, Inspectors and Area Commanders should regularly attend briefings and de-briefings.
Sergeants/Supervisor should conduct debriefs to ensure that all allocated tasks have been completed satisfactorily. Debriefs are also an opportunity to discuss operational tactics, ongoing enquiries and ensure intelligence has been captured. Welfare, officer safety and best working practices are also relevant topics for debrief.
5. [bookmark: _Toc161140697][bookmark: _Toc162356306]Ownership of the briefing process
The Area Commander owns the briefing process and is ultimately responsible for the creation and quality of the Task Orientated Daily Briefing.
The IM will look at Service and local policing area issues and intelligence requirements.
The Area Commander and HOD will ensure the development of the Daily Briefing and may include any emerging risks or urgent operational issues of a command area or departmental nature. The briefing will be used for the allocation of tasks from daily meetings or tasks forming part of an action plan originating from the TCG. The debriefing process will allow the IM, Area Commander and HOD to monitor and manage activity from the briefing tasks.
6. [bookmark: _Toc161140698][bookmark: _Toc162356307]Producing the daily briefing
The content of the Daily Briefing will emanate from information shared at the daily intelligence meeting and daily management meetings.
Information to inform the deployment of resources will be obtained from a variety of sources and may relate to crime, criminals, incidents, prisoner releases, forensic identifications, recurring demands, bail conditions, serious crime, arrest warrants, media reports, anti-social behaviour orders and disorder hotspots. It will be the responsibility of those creating the Daily Briefing to apply the appropriate level of Protective Marking in line with the Information Security SOP.
The IM, LIO and nominated officers and staff have day-to-day responsibility for the production of the Daily Briefing, ensuring that the content is relevant, impactive, accurate and specific. 
The Daily Briefing and Tasking will be produced by midday and looks forward for the next 24 hour period, however in some divisions it may be necessary for the Friday briefing to include the weekend period. The document will remain as a live document and the midday deadline does not prevent continuous updates. 
The IM, LIO and nominated officers and staff at each command area or department will update the briefing with any additional information or tasks arising out of daily management meetings, as directed by the Area Commander or the HOD. However, only one version of the briefing will be produced each day by 1200 hours. Any future amendments to this briefing should only be done with agreement from the IM.  
The IM will provide content that is of relevance across the whole of the local policing area.
The availability of a single Daily Briefing shall allow senior officers and all Supervisors to maintain an overview of operational matters across the local policing area. 
7. [bookmark: _Toc161140699][bookmark: _Toc162356308]Content of the daily briefing
Intelligence within the Daily Briefing will provide officer safety advice and intelligence requirements whilst tasking will lead directly to action to address hot spots, crime series, criminal activity and anti-social behaviour.
The briefing will contain details of who, what, when and where, and may include images or descriptions of persons, locations, stolen property and maps. It will also identify what is required of officers and staff being briefed and the identified priorities. 
The Daily Briefing and Tasking will be restricted to operational matters and only intelligence led information will be contained within it. The Daily Briefing will not be used for the dissemination of social or organisational information that can be made available elsewhere. The Daily Briefing and Tasking should contain the most up to date intelligence and information. In order to ensure it remains focussed and does not become unwieldy, the content should be reviewed on a daily basis and best use of the ‘slow time’ briefing folder to be maximised. Supervisors must ensure that all officers and staff have access to the separate slow time briefing and remain aware of its contents.  
Hyperlinks should not generally be used within e-briefings, however, if they are, links should be brief and must be capable of being accessible and retained in accordance with the Records Retention SOP.
In cases of inaccuracies of information contained within the briefing and observed by the reader, contact should be made to the IM, LIO or nominated officers and staff who have day-to-day responsibility for the production of the Daily Briefing.
8. [bookmark: _Toc161140700][bookmark: _Toc162356309]Briefing and debriefing environments
Local Policing Commanders will identify a specific and fit for purpose briefing room at each main police station.
Briefing rooms should meet the following standards:
· A secure environment to prevent unauthorised access or external; viewing that may compromise sensitive information;
· A suitable size with no unnecessary distractions; and 
· Where possible, be self-contained and not a thoroughfare.
Briefing room equipment may include:
· Plasma screens (where available);
· A marker board.
Briefing room displays may feature:
· Crime and disorder hotspots;
· Criminals;
· Crime series;
· Intelligence Requirement;
· Officer Safety Implications.
9. [bookmark: _Toc161140701][bookmark: _Toc162356310]Delivery of briefings
The Daily Briefing will be the basis of briefing for all operational staff and will contain all relevant intelligence and tasking for operational officers.
Predominantly Sergeants/Supervisors will deliver the Daily Briefing and must ensure individual officers are effectively tasked. Consideration may be given to Probationary officers delivering Daily Briefings for developmental purposes. Where there is no Supervisor available officers will be expected to self-brief.
10. [bookmark: _Toc161140702][bookmark: _Toc162356311]Tasks
Tasks allocated by the Area Commander and HOD may be a response to:
· the content of the Daily Briefing;
· tasks allocated at the T&CG meetings;
· action plans agreed at Local Policing area Strategic T&CG and contained in the Local Control Strategy; and
· Pursuit of Service Control Strategy priorities.
Most tasks will be allocated and monitored at command areas and departmental daily management meetings.
The overall results of tasks allocated at the Local area Tactical TCG will be provided to the IM for inclusion in the ‘Tasking Update’ section of the Tactical Assessment.
Inspectors and departmental Supervisors will maintain managerial responsibility for any tasks allocated to their team.
Sergeants and other team leaders to whom tasks have been allocated will:
· further allocate tasks as part of the briefing process;
· ensure tasks are completed within the specified timescale;
· update with the result of tasking and ensure the timely submission of intelligence; and
· Provide an explanation when tasks are not completed due perhaps to unforeseen reactive demands.
An effective hand-over will take place between incoming and outgoing teams to ensure information and intelligence relating to ongoing crimes and incidents is passed on, especially if this is prior to the production of the next Daily Briefing.
Sergeants/Supervisors will deliver tasking and must ensure individual officers understand the tasks asked of them. Where an officer is based at a police station where task orientated briefings are not routinely carried out then tasking must be undertaken remotely.
11. [bookmark: _Toc161140703][bookmark: _Toc162356312]Debriefing
Supervisors will conduct debriefs at an appropriate time to ensure that tasks have been completed satisfactorily, updating and recording according to local practices.
As with briefings, a debriefing must be tailored to the needs of the team in question, however the purpose and focus of all debriefings should be the same.
Debriefs are an opportunity to discuss operational tactics, ongoing enquiries and ensure evidence or intelligence has been captured. It enables a rapid review of incidents to ensure that the most appropriate and satisfactory police response was delivered. They also allow for early identification of officer safety issues, best working practices and any welfare issues arising.
Debriefing is one of the ways through which local policing areas will know how successful they have been and the way in which officers and staff will learn from specific operations and tactics. It enables Supervisors to properly assess that tasks have been completed and ensure that the view of operational officers and staff is submitted to inform future operational tactics and tasks.
12. [bookmark: _Toc161140704][bookmark: _Toc162356313]National issues
The Daily Briefing and Tasking may also be used for intelligence dissemination in relation to issues that cross local policing divisions.
The Single Point of Contact (SPOC) between each local policing area and the National Intelligence Bureau will be the local policing IM who will authorise the insertion of intelligence or intelligence requests from out with the relevant local policing division.
Sanitised or restricted briefings may be shared with appropriate Partners Agencies and staff should refer to the Information Sharing SOP for guidance. 
Sanitised or restricted briefings may be shared cross Local Policing borders for legitimate policing purposes. An assessment of the legal basis factoring in necessity and proportionality must be considered.


[bookmark: _Toc162356314]Compliance record
EqHIRA completion/review date:	12/03/2024
Information Management Compliant: 	Yes
Health and Safety Compliant: 	Yes
[bookmark: _Toc162356315]Version control table
	Version
	History of amendments
	Approval date

	1.00
	Initial Approved Version
	12/03/2024


[bookmark: _Toc162356316]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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