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	Firearms Licensing
Standard Operating Procedure


	Notice:

This document has been made available through the Police Service of Scotland Freedom of Information Publication Scheme.  It should not be utilised as guidance or instruction by any police officer or employee as it may have been redacted due to legal exemptions


	Brexit - Police Scotland Arrangements Post EU Exit

The EU Exit transition period ends at 2300 hours on 31st December 2020.  There will be changes to the way Police Scotland cooperates with other countries within the European Union and this will impact on internal procedures such as SOPs, Guidance and Forms. This document has been assessed as potentially being impacted.
If you have particular concerns regarding the impact of a Non Negotiated Outcome on your area and require further advice on steps to take, please contact the Brexit Delivery Team in the first instance: Information has been removed due to its content being exempt in terms of the Freedom of Information (Scotland) Act 2002, Section 35, Law Enforcement.
Between 28 December 2020 and 08 January 2021 there will be 24/7 cover within the International Bureau:

Information has been removed due to its content being exempt in terms of the Freedom of Information (Scotland) Act 2002, Section 35, Law Enforcement.




	This SOP provides clear direction and procedural instruction to provide a consistency of response in accordance with force policy, however it is recognised that policing is a dynamic profession and the standard response may not be appropriate in every circumstance.  In every situation, your decisions and actions should be supported by the National Decision Model and based on the values and ethics of Police Scotland.  You may be expected to provide a clear and reasonable rationale for any decision or action which you take.


	Owning Department:
	National Firearms and Explosives Licensing, Governance Audit and Assurance, Corporate Services

	Version Number:
	6.00 (Publication Scheme)

	Date Published:
	31/12/2020


1.
Purpose / Scope 

This Standard Operating Procedure (SOP) provides instruction to officers and staff to ensure compliance with relevant firearms legislation and procedures when granting and renewing licences in respect of firearms, shotguns, air weapons and related ammunition. 

Guidance in respect of managing explosives enquires can be found on the Firearms and Explosives Licensing section of the intranet Firearms and Explosives Licensing.
This SOP does not include the operational deployment of Police Firearms.
2.
Legislation

The principal Act relating to firearms licensing is the Firearms Act 1968.  However, this Act has been amended considerably and several other pieces of legislation and guidance are held on the Firearms and Explosives Licensing section of the intranet.
3. 
Scheme of Delegation

The Scheme of Delegation can be found on Firearms and Explosives Licensing intranet site. The scheme sets out the terms in which the Chief Constable of the Police Service of Scotland (Police Scotland) delegates responsibility for the discharge of powers and duties of the chief officer of police under the Firearms Acts 1968-1997, the Explosives Regulations 2014 and the Air Weapons and Licensing (Scotland) Act 2015. Whilst the Chief Constable retains responsibility for oversight, governance and accountability for all firearms and explosive licensing decisions, this scheme permits the Chief Constable to delegate authority for specific decision making to certain post holders. 
The Scheme of Delegation sets out the details of the authorisation and provides clarity on the role and rank of officers responsible for the grant, revocation, variation and renewal of all certificates in respect of explosives and firearms, shotguns, air weapons and registered firearms dealers controlled and licensed under the above legislation. Local Policing divisions have the autonomy to manage firearms enquiries within their operational structure in accordance with the Scheme of Delegation.

4.
Roles and Responsibilities
The table below highlights organisational roles and responsibilities required to fulfil the administrative functions associated with the delegated statutory authority on behalf of the Chief Constable in terms of the Firearms Act 1968 and the Air Weapon and Licensing (Scotland) Act 2015.

	Role
	Responsibility

	Firearms Enquiry Officers (FEO’s)
	· Conduct enquiries relating to Firearms, Shotgun and Air Weapon applications and any other enquiries or applications as directed by National Firearms and Explosives Licensing (NFEL).
· Conduct enquiries relating to the Explosives Regulations 2014 in respect of gun powder (see Firearms and Explosives Licensing section of the intranet).
· Liaise with and inspect Rifle and Muzzle Loading Pistol Clubs.
· Liaise with Registered Firearms Dealers (RFD’s) and conduct yearly inspections on their register of transactions.
· Undertake unannounced home visits to check the security of a certificate holder’s firearms and / or shotguns (where it is judged necessary based on specific intelligence, threat or risk of harm).
· Provide advice and assistance to operational officers.
· FEO’s who are qualified as Explosive Licensing Officers (ELO) carry out all enquiries relating to Explosives, including black powder.

	Divisional Single Point of Contact
(SPOC)
	· Provide advice to officers / staff on how to deal with seized firearms and ammunition.
· Carry out enquiry and forward completed Firearms Initial Incident Notification (FIIN) form to NFEL, along with all relevant statements and supporting evidence.

· Provide a dedicated link between NFEL and local policing to ensure the effective management of all local Firearms, Shotguns, Explosives and Air Weapon licensing enquiries.

· Review and comment on all grant and renewal applications and any other enquiries as directed by NFEL.

	National Firearms and Explosives Licensing (NFEL)
	· With delegated statutory authority on behalf of the Chief Constable in terms of the Firearms Act 1968 and the Air Weapon and Licensing (Scotland) Act 2015, carry out and manage all relevant tasks pertaining to Firearms, Shotguns, Explosives and Air Weapon Licensing.

· Collate, assess, process, reports and documents which relate to Firearms, Explosives and Air Weapon licensing.

· Provide effective communication both verbal and written to members of the public and internal and external stakeholders relating to all NFEL enquiries.


5.
Service Level Agreement

Applications are processed in accordance with our Service Level Agreement (SLA) below which applies to firearms, shotgun and air weapon Certificates. 
	Grant of new Certificate
	16 weeks from receipt of application

	Renewal of an existing Certificate
	Before the expiry of the current certificate

	Visitors Permit
	6 weeks

	European Firearms Passes
	6 weeks

	All other requests
	As received and as soon as reasonably practicable


Timescales for all applications within this SLA are dependent on there being no errors in the application (such as missing information, a failure to complete the declaration, or making an application at short notice) and there being no issues or concerns with regard to the applicant that require additional enquiry. 

6. 
Applications for Firearm, Shotgun and Air Weapon Certificates

The Firearms / Shotgun / Air Weapon Certificate Grant Process is outlined below:


[image: image2.emf]Certificate Grant Application* received at local NFEL 

Processing Centre

ENQUIRY

Week 16 –�Application reviewed by NFEL processing staff. PID record created, CT 

check conducted, application form and current photograph scanned to SHOGUN, 

hard copy application and photograph destroyed, CHS marker created, GP letter 

sent to applicant.

Enquiry form FLER created and placed in relevant divisional allocation enquiries 

folder in SHOGUN J drive (13 week return date on title)

Week 15 –�Divisional SPOC retrieves enquiry form and 

allocates to FEO. Update PID with FEO¶s PSI number

Week 3 –�No FLER returned to NFEL 

coordinator sends out weekly list of outstanding 

grants to divisional SPOCs

*Applications forms are available from the Police Scotland 

Website as well as via the intranet Force Forms section. Members 

of the public can also access forms at their Local Processing 

Centre or Police Station. Any applications that are received 

directly at the local policing area must be forwarded immediately 

to the relevant Local Processing Centre.

Week 15-4 –�FEO carries out all required checks as per Firearms Enquiry Form (FLER) 090-004A. 

FEO makes appointment and carries out visit to applicants home (with the exception of Air 

Weapon only applications unless a medical condition has been declared on AWL1). On completion 

of enquiry FEO returns FLER to divisional SPOC for review and comment. 

Contentious –�Return to NFEL for review by placing in divisional contentious enquiry folder

Non-Contentious –�Forward FLER to divisional Chief Inspector for comment and sign off

Week 3 –�Divisional Chief 

Inspector does not support 

application. Return FLER to 

SPOC who will place in divisional 

contentious enquiry folder

Week 3 –�Divisional Chief 

Inspector supports application. 

Return FLER to SPOC who will 

place in completed enquiries 

folder on J drive


7.
Firearms and Shotgun Certificate Renewals

The process and associated timescales for Firearms and Shotgun Renewals is outlined below:


[image: image3.emf]Week 16 –�16 weeks prior to expiry NFEL 

processing centre sends out renewal letter to 

Certificate Holder. FLER created and placed in 

divisional allocation enquiry folder on J drive

FEO makes contact with Certificate Holder to 

ascertain if they intend to renew. FEO makes 

appointment for Home Visit, collates paperwork, 

up to date photograph and confirms payment. FEO 

carries out enquiry as per FLER form 090-004B. 

FEO to ensure paperwork is scanned to 

CoreDMS.  

FEO completes enquiry form FLER 090-004B and 

forwards to divisional SPoC for review and 

comment

GP Process (Firearms and Shotgun) 

GP marker on SHOGUN –�no requirement for 

a further GP mandate to be requested

No GP marker in place on SHOGUN –�GP 

mandate will be sent to certificate holder for 

their GP to complete

Week 3 –�NFEL Coordinator 

will send weekly list of 

outstanding renewals to 

divisional SPOC for action

 Contentious? 

Contentious FLER returned to 

NFEL for review by placing in 

contentious enquiry folder. 

Reviewed by NFEL Sergeant 

and a final decision made by 

NFEL Inspector

Forward FLER to divisional 

Inspector for comment and sign off. 

Inspector returns completed FLER 

to divisional SPOC. FLER placed in 

completed enquiries folder on J 

drive. 

YES NO

REFUSED

Letter written by NFEL. 

Processing team advised 

to update SHOGUN

RENEW

FLER reviewed by NFEL 

processing staff who will renew 

certificate


8.
Air Weapon Certificate Renewals 

The process and timescale for renewing Air Weapon Certificates is outlined below:


[image: image4.emf]16 weeks prior to the expiry NFEL processing 

centre sends renewal letter to certificate holder. 

FLER created and placed in divisional allocation 

enquiry folder on J Drive

FEO makes contact with Certificate Holder to 

ascertain if they intend to renew and that they 

have sent AWL1 application form and fee in to 

correct NFEL processing centre. Once 

application and fee received at NFEL 

processing centre, it is scanned on to Core 

DMS (PID note added so FEO is aware)

FEO carries out necessary desk top checks 

and updates FLER. Home visit/GP mandate 

only carried out where necessary. On 

completion of enquiry FEO returns FLER to 

divisional SPOC for review and comment

If a relevant medical issue disclosed 

on AWL1 (list provided on application 

form) NFEL processing centre send 

the Air-GP Mandate letter to applicant 

and the declared condition is typed 

manually prior to printing 

When GP form received, scan onto 

Core DMS and add PID note so FEO 

is aware. Update GP marker. FEO 

then to review. If further information is 

required, FEO will contact GP

Week 3 –�NFEL Coordinator will send 

weekly list of outstanding renewals to 

divisional SPOC for action

Renewal 

contentious? 

RENEW

FLER reviewed by 

NFEL processing 

staff who will renew 

certificate

Return to NFEL for review by placing 

FLER in divisional contentious enquiry 

folder. Contentious FLER reviewed by 

NFEL Sergeant and a final decision made 

by NFEL Inspector

Yes

REFUSED

Letter written by NFEL. Processing team 

advised to update SHOGUN. FEE NOT 

RETURNED

Forward FLER to divisional 

Inspector for comment and 

sign off. Inspector returns 

completed FLER to divisional 

SPOC. FLER placed in 

completed enquiries folder 

on J drive

No




9.
Applications for Coterminous Certificates

Where an applicant wishes to apply for a Shotgun Certificate and a Firearm Certificate to expire at the same time (coterminous) the applicant must indicate this on form 201. A recent photograph of the applicant will also be required. Coterminous can only take place on the grant or renewal of a Firearm Certificate this will enable future enquiries to be dealt with at the same time. 
A current Firearm Certificate holder applying for the grant / renewal of a Shotgun Certificate can request that the Shotgun Certificate be issued with the same expiry date as his / her current Firearm Certificate to facilitate a coterminous renewal on the next occasion. However, there is no reduced fee on this occasion. This is referred to as a Shotgun Certificate issued for a Lesser Period. 
Applicants applying for an air weapon certificate who hold current certificates for Firearms and / or Shotguns can request their air weapon certificate is aligned.  This will allow for certificates to run concurrently and enables all future enquiries to be dealt with at the same time.  The appropriate fee should be paid on application.  

10.
Prohibited Persons
Under section 21 of the Firearms Act 1968 a person who has been convicted of an offence may be prohibited from possessing firearms.  Guidance can be found within Home Office Guide on Firearms Licensing Law 2016. 
11.
Referees and Verifiers

An applicant for the grant or renewal of a Firearm Certificate is required to supply the names and addresses of two people who have agreed to act as referees. A referee must be resident in Great Britain, be of good character and should have known the applicant personally for at least two years.

An applicant for the grant or renewal of a Shotgun Certificate is required to supply the name and address of one person who has agreed to act as referee. A referee must be resident in Great Britain, be of good character and should have known the applicant personally for at least two years.

Suitability of referees is contained within Chapter 10 of the Home Office Guide on Firearms Licensing Law 2016 Edition.
In the case of an Air Weapon grant or renewal, the application must be verified by an individual who must have known the applicant for at least two years and be of good standing in the community.

Suitability of verifiers is contained within Part 1, Section 4 of the Air Weapons and Licensing (Scotland) Act 2015.
Members of an applicant’s immediate family, Registered Firearms Dealers, serving Police officers and Police employees may not act as referees or verifiers.
12.
Change of Name and / or Address

When a certificate holder reports a change of name, NFEL processing department will require this information in writing and the current certificate must be returned.  

When a Firearm / Shotgun certificate holder reports a change of address, NFEL processing department will create Form 090-009 Change of Address and allocate to local policing division for enquiry. An FEO must visit the new address in order to be satisfied that the security level is sufficient.
When an Air Weapon certificate holder changes address, an application for the variation of an Air Weapon Certificate or Permit AWL4 must be completed and the relevant fee paid.  NFEL processing department will create Form 090-009 Change of Address and allocate to local policing division for enquiry.  Where assessed as appropriate a home visit may be carried out. 

Where a certificate holder is relocating out with Scotland, NFEL will liaise with the applicants new force area. National SHOGUN will be amended to show the certificate granted by Police Scotland is cancelled and that the certificate holder has relocated. Transfer of files will be facilitated by the NFEL processing department.

Where a certificate holder is relocating to Scotland from another UK Police Force area, NFEL processing department will send the GP mandate form to the certificate holder’s new practice.   Form 090-004Q will be sent for divisional enquiry once the paperwork has been received by NFEL from the certificate holder’s previous UK force.

13.
Cancellations

If a certificate holder wishes to cancel their Firearm, Shotgun or Air Weapon certificate, notification must be made in writing to the NFEL processing department who will carry out enquiry to ensure the safe and lawful disposal of all weapons and ammunition, prior to the certificate being cancelled. 
14.
Variations

Under section 29 (2) of the Firearms Act 1968 if a certificate holder wishes to vary their Firearm Certificate to allow them to legally possess or acquire firearms, ammunition or change a certificate condition they must apply to the Chief Constable if the certificate was issued within Police Scotland.  Applicants should complete form 201V to vary a certificate.

In the case of an application for the Variation of a Firearm Certificate, NFEL processing department will determine whether the nature of the variation (change to firearms held) requires local policing enquiry to be carried out. 
An Air Weapon Certificate (AWC) holder may also apply to the police to have their certificate varied. Applications must be made using form AWL4 with the appropriate fee payable at the time of application (current fees available via Firearms Licensing Fees and the Air Weapon Licensing Fees pages).
15.
Application for Visitor Permits
Applications for firearm and shotguns visitor permits can be submitted by completing Form 107 enquiries will be conducted by NFEL.
Applications for Air Weapon visitor’s permits can be submitted by completing Form 090-038 enquiries will be sent to local policing division for desktop checks to be completed. 
On applying for a visitors permit the applicant must specify the exact dates (if known) during which he / she will be travelling to / from Scotland.  Visitor permits may be issues for up to a period of 12 months. 

16.
Refusals and Revocations
· The decision to refuse or revoke a certificate can only be taken by a person authorised within the scheme of delegation, and based within NFEL.
· The justification for such a decision will be based on the evaluation of all available evidence and must be of a standard that would be presented on appeal to a Sheriff.
· If there is any reason to suspect a certificate holder may use firearms for any unlawful purpose, the weapons must be seized by the police pending transfer to an authorised person.  

· Once a decision is made the appropriate action will be taken.  If revocation is not supported it may be appropriate to take some other form of action, for example a formal written letter.

· Where revocation is supported this will be initiated by sending the standard revocation letter by recorded delivery to the certificate holder.  This letter will detail the reasons for the decision being taken and inform the certificate holder of their right to appeal.

· Where the certificate is for air weapon only, the certificate holder must be given notification at least 7 days before the revocation takes effect.  The certificate holder is required to surrender their weapons and certificate and must be made aware of the revocation in person or by telephone as soon as possible.

	FIREARM REFUSAL: Section 27 of the Firearms Act 1968 

	SHOTGUN REFUSAL: Section 28 of the Firearms Act 1968

	AIR WEAPON REFUSAL: Section 5 of the Air Weapon and Licensing (Scotland) Act 2015

	RFD REFUSAL:  Section 34 of the Firearms Act 1968
                             Section 45 of the Firearms Act 1968

	FIREARM REVOCATION: Section 30A of the Firearms Act 1968

	SHOTGUN REVOCATION: Section 30C of the Firearms Act 1968

	AIR WEAPON REVOCATION: 

Section 11 of the Air Weapon and Licensing (Scotland) Act 2015.  

7 days’ notice must be given to certificate holder.

	RFD REVOCATION:  Section 38(1) of the Firearms Act 1968

                                    Section 38(6) of the Firearms Act 1968

                                    Section 45(1)(a) of the Firearms Act 1968


Immediate Action

Where immediate action is required to remove weapons and ammunition to prevent any danger to the certificate holder or any other persons, the following options must be considered:

· Request the surrender of the weapons and certificate by the holder, noting full details of all weapons, and storage location within Police Scotland property pending suitability review.

· Consideration under Police and Fire Reform (Scotland) Act 2012 Section 20 (1) statutory duty to protect life and property, prevent and detect crime and maintain order.
· Consideration given to applying to a Sheriff for a warrant under Section 46(b) of the Firearms Act 1968 (reasonable grounds for suspecting there is a danger to the public safety or the peace) a constable or civilian officer may enter premises and seize any firearms or ammunition.

· Consideration given to applying for a warrant to a Sheriff under Section 26 of the Air Weapon and Licensing (Scotland) Act 2105 (reasonable grounds for suspecting there is a danger to the public safety or the peace) a constable or member of police staff may enter premises and seize any air weapon or ammunition.
On no account has any firearm / ammunition to be sent to the NFEL processing centres. Liaise with Divisional Firearms Licencing SPOC for advice.

17.
Firearms Initial Incident Notification 
Form 090-032 Firearms Initial Incident Notification (FIIN) is used to record occasions where a firearm, shotgun, air weapon certificate holder or registered firearm dealer comes to the adverse attention of the Police.  It must be raised by the local policing officer dealing with the enquiry / incident and submitted to local firearms licensing SPOC via their supervisor, prior to the end of shift.

A FIIN must be raised where:

· Any offence is committed involving the use or possession of a licensed firearm, shotgun or air weapon;
· Any accident or incident occurs involving the misuse or suspected misuse of a firearm, shotgun or air weapon by a certificate holder;
· A certificate holder is charged with any offence or has come to the adverse attention of the Police for any other reason.
When a FIIN is raised, the local divisional SPOC must forward this without delay to the relevant NFEL Processing Centre digitally, along with all relevant statements and supporting evidence. 

Incidents involving the following must always be forwarded for NFEL review:

· Violence.
· Drugs, alcohol, health.
· Sexual offences.
· Domestic incidents – including stalking.
· Theft / Loss weapons or ammunition.
· Incidents where there is a requirement to seize CH firearms and ammunition.

The following incidents must always be forwarded to NFEL Chief Inspector for review:

· Incidents involving serving police officers or members of police staff.
18.
Surrender, destruction, theft, loss or found Firearms, Shotguns, Ammunition and Air Weapons

When a person attends at their local police office to surrender weapons or weapons come into the possession of Police Scotland for destruction, Form 090-033 must be completed.  
In cases involving the theft or loss of firearms / shotguns or ammunition, full details must be circulated on PNC and recorded on SHOGUN, thereafter NFEL processing department must be notified. A Firearms Initial Incident Notification (FIIN) must be submitted without delay to the NFEL, outlining the circumstances of the theft / loss highlighting any negligence on the part of the certificate holder.
NABIS Guidance provides relevant information for recoveries, thefts or loss of firearms and ballistic material which must be reported to the National Intelligence Bureau by means of NABIS notification form 084-016.  The form should be submitted by the divisional enquiry officer.
If a firearm is recovered checks must be made with NFEL as well as PNC. A PNC found report must then be created.

In all circumstances, local procedures must be followed with regard to safe storage and subsequent destruction of surrendered/recovered weapons. It is the responsibility of the officer who initially takes possession of the weapon to adhere to local procedures. 

Found firearms or ammunition should be dealt with in accordance with the Lost, Abandoned and Found Property SOP.

19.
Safe Handling of Firearms 

Where a firearm or suspected firearm is found or otherwise comes into police possession, only Authorised Firearms Officers (AFO’s), will make safe the weapon in accordance with their training.  
Once made safe a green ‘made safe’ label must be attached to the firearm. If the weapon cannot be made safe then a red label, signed by the seizing officer, must be attached to the firearm. The weapon must then be placed in secure storage and not handled further or transferred until made safe by an AFO.
Transportation of Firearms  
Transportation of weapons and ammunition is a matter for local policing.  Firearms must have the appropriate labelling and care should be taken when transporting firearms in order that the property of a certificate holder is not damaged in transit:

Red Labels ‘Weapon Not Safe’ (must be transported in a ballistic bag).
Green Labels ‘Weapon Proved Safe’ (can be transported without a ballistic bag).

Further guidance can be found in Appendix A.

Under no circumstances is a firearm to be pointed at any person. 

Where a firearm is suspected of being involved in a crime it must be preserved for forensic analysis.  Scottish Police Authority (SPA) forensic services must be contacted where there is any doubt.

20.
Schengen Information System 

The Schengen Information System (SISII) is a European database created to pass information from one participating state to another in the form of alerts. Article 38 allows member states to circulate lost / stolen property including firearms to other member states in order that if located they can be seized identified and further enquiry carried out.
 

If it is believed that a lost or stolen firearm will leave the UK it must be added to SISII through the PNC with the default SR (seize and retain code). The EV (seize for evidence / forensic examination code) must not be used unless authorisation is given by an officer of Superintendent Rank.
21. 
Key Contacts

For more information please refer to the Firearms and Explosives Licensing Contacts document on the Firearms and Explosives Licensing intranet page. 
Appendix A

Safe Handling and Transportation of Firearms and Ammunition

In all circumstances described below, firearms must be treated as ‘Weapon Not Safe’ until proved safe by trained AFO/Ballistic personnel:

	Receiving firearms or ammunition handed in at police station front counter.
	· Divisions to ensure adequate supplies of ballistic bags and ‘weapon proved safe’ Green labels and ‘weapon not safe’ Red labels.

· All firearms to be treated as loaded/live and handling should be kept to a minimum.

· Front counter staff to prioritise members of the public waiting to hand in firearms or ammunition at police stations.  This reduces any risk/perceived danger to the public and secures safe storage at the earliest convenience.  

· Member of the public should be asked if the firearm is in a made safe state.

· Front counter staff should invite the member of the public to place firearm in the ballistic bag (where available), thereby reducing handling by staff.  

· The firearms and / or ammunition will be stored in a lock fast place until attendance of an AFO who will prove the weapon safe in accordance with their training.

· C3 Incident to be created, Coded 34 and tagged for Service Overview (SOV) duty officer (DO) awareness and consideration / direction of AFO attendance to prove the firearm safe.

	Storage of firearm or ammunition handed in at police station front counter.
	· Police staff and personnel to avoid unnecessary handling of firearms or ammunition.

· Lock fast storage areas to be used and access to them restricted to authorised staff only.

· Police staff and personnel must wash their hands immediately after handling any firearm or ammunition.

	Clearing of firearm or ammunition handed in at police station front counter.
	· Only trained AFOs will ‘prove safe’ firearms handed in to police stations.  They will be notified of the requirement to ‘prove safe’ a firearm by the relevant C3 duty officer for the relevant command area.

· Labelling will be issued by the attending AFO ‘proving safe’ the firearm. The relevant label will be attached to and accompany the firearm at all times.

· No persons other than those authorised and suitably equipped must be present at the time of any firearm being made safe.

	Transportation of firearm or ammunition handed in at police station front counter.
	· Only firearms with the appropriate labelling attached i.e. Red Labels ‘Weapon Not Safe’ (which must be transported in a ballistic bag) or Green Labels ‘Weapon Proved Safe’ will be transported.

	Operational response to spontaneous criminal incident involving a Firearm Certificate Holder.


	· Incident will be created and coded 34 by C3.  The relevant duty officer, acting as the Initial Tactical Firearms Commander (ITFC), will make a determination as how best to proceed with the seizure before any action is taken or initiated and whether an armed response is necessary or proportionate.

· This ITFC determination will also take into account the type of firearm and intelligence surrounding the informant / address.

	
	· Once seized, only firearms with the appropriate labelling attached i.e. Red Labels ‘Weapon Not Safe’ (which must be transported in a ballistic bag) or Green Labels ‘Weapon Proved Safe’ will be transported.

· Following transportation to the relevant station, the procedure in relation to storage or making weapons safe will apply.

· Under no circumstances are non AFO / Ballistic personnel to attempt to make weapons safe.

	Pre-Planned operation to attend a Firearms Certificate Holders address in order to seize firearms, ammunition and certificates.  
	· Incident will be created and coded 34 by C3.  The on-duty or on-call Tactical Firearms Commander (TFC), will make a determination as how best to proceed with the seizure before any action is taken or initiated and whether an armed response is necessary or proportionate.
· Once seized, only firearms with the appropriate labelling attached i.e. Red Labels ‘Weapon Not Safe’ (which must be transported in a ballistic bag) or Green Labels ‘Weapon Proved Safe’ will be transported.

· Following transport to the relevant station, the procedure in relation to storage or making weapons safe will apply.

· Under no circumstances are non AFO / Ballistic personnel to attempt to make weapons safe.
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Version 6.00
(Publication Scheme)

4

Week 16 – 16 weeks prior to expiry NFEL processing centre sends out renewal letter to Certificate Holder. FLER created and placed in divisional allocation enquiry folder on J drive
FEO makes contact with Certificate Holder to ascertain if they intend to renew. FEO makes appointment for Home Visit, collates paperwork, up to date photograph and confirms payment. FEO carries out enquiry as per FLER form 090-004B. FEO to ensure paperwork is scanned to CoreDMS.
FEO completes enquiry form FLER 090-004B and forwards to divisional SPoC for review and comment
GP Process (Firearms and Shotgun) 
GP marker on SHOGUN – no requirement for a further GP mandate to be requested
No GP marker in place on SHOGUN – GP mandate will be sent to certificate holder for their GP to complete
Week 3 – NFEL Coordinator will send weekly list of outstanding renewals to divisional SPOC for action
Contentious?
Contentious FLER returned to NFEL for review by placing in contentious enquiry folder. Reviewed by NFEL Sergeant and a final decision made by NFEL Inspector
Forward FLER to divisional Inspector for comment and sign off. Inspector returns completed FLER to divisional SPOC. FLER placed in completed enquiries folder on J drive.
YES
NO
REFUSED
Letter written by NFEL. Processing team advised to update SHOGUN
RENEW
FLER reviewed by NFEL processing staff who will renew certificate



Certificate Grant Application* received at local NFEL Processing Centre
ENQUIRY
Week 16 – Application reviewed by NFEL processing staff. PID record created, CT check conducted, application form and current photograph scanned to SHOGUN, hard copy application and photograph destroyed, CHS marker created, GP letter sent to applicant.
Enquiry form FLER created and placed in relevant divisional allocation enquiries folder in SHOGUN J drive (13 week return date on title)
Week 15 – Divisional SPOC retrieves enquiry form and allocates to FEO. Update PID with FEO’s PSI number
Week 3 – No FLER returned to NFEL coordinator sends out weekly list of outstanding grants to divisional SPOCs
*Applications forms are available from the Police Scotland Website as well as via the intranet Force Forms section. Members of the public can also access forms at their Local Processing Centre or Police Station. Any applications that are received directly at the local policing area must be forwarded immediately to the relevant Local Processing Centre.
Week 15-4 – FEO carries out all required checks as per Firearms Enquiry Form (FLER) 090-004A. FEO makes appointment and carries out visit to applicants home (with the exception of Air Weapon only applications unless a medical condition has been declared on AWL1). On completion of enquiry FEO returns FLER to divisional SPOC for review and comment. 
Contentious – Return to NFEL for review by placing in divisional contentious enquiry folder
Non-Contentious – Forward FLER to divisional Chief Inspector for comment and sign off
Week 3 – Divisional Chief Inspector does not support application. Return FLER to SPOC who will place in divisional contentious enquiry folder
Week 3 – Divisional Chief Inspector supports application. Return FLER to SPOC who will place in completed enquiries folder on J drive



16 weeks prior to the expiry NFEL processing centre sends renewal letter to certificate holder. FLER created and placed in divisional allocation enquiry folder on J Drive
FEO makes contact with Certificate Holder to ascertain if they intend to renew and that they have sent AWL1 application form and fee in to correct NFEL processing centre. Once application and fee received at NFEL processing centre, it is scanned on to Core DMS (PID note added so FEO is aware)
FEO carries out necessary desk top checks and updates FLER. Home visit/GP mandate only carried out where necessary. On completion of enquiry FEO returns FLER to divisional SPOC for review and comment
If a relevant medical issue disclosed on AWL1 (list provided on application form) NFEL processing centre send the Air-GP Mandate letter to applicant and the declared condition is typed manually prior to printing
When GP form received, scan onto Core DMS and add PID note so FEO is aware. Update GP marker. FEO then to review. If further information is required, FEO will contact GP
Week 3 – NFEL Coordinator will send weekly list of outstanding renewals to divisional SPOC for action
Renewal contentious?
RENEW
FLER reviewed by NFEL processing staff who will renew certificate
Return to NFEL for review by placing FLER in divisional contentious enquiry folder. Contentious FLER reviewed by NFEL Sergeant and a final decision made by NFEL Inspector
Yes
REFUSED
Letter written by NFEL. Processing team advised to update SHOGUN. FEE NOT RETURNED
Forward FLER to divisional Inspector for comment and sign off. Inspector returns completed FLER to divisional SPOC. FLER placed in completed enquiries folder on J drive
No



