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This form relates to police third party material requests within a criminal investigation
A separate form is required per third party organisation
	NPCC TPM Request Form – Guidance for Individuals
	NPCC TPM Request Form – Guidance for Third Parties
	Victim Information Requests: Code of Practice
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	1. Organisation to whom the request is being made (the third party)

	[bookmark: ScreenTips]Organisation name: 
	
	Address:
	



	2. Police details

	Name & ID No:
	
	Case ref:
	

	Phone:
	
	Date form completed:
	DD/MM/YY

	Email:
	
	Response target date:
	DD/MM/YY

	Address:
	
	Response target reason:
A reasonable rationale is needed. Include any bail return date / court date other supporting information to help third party to prioritise the request.
	



	3. Details of the individual to whom the information relates

	☐ This request applies to multiple individuals (N/A to health and social care requests) 
This is only appropriate where information sought applies to all individuals and an appropriate person is providing views and agreement on their collective behalf, as they are not able to do so themselves. E.g. material relates to two children aged 6 and their parent is providing collective views and agreement.

	Full name(s):
	
	Date(s) of birth:
	DD/MM/YY

	Address(es): 
Or confirm if no fixed abode.
	

	In respect of this request, the individual is a:
	(SELECT) | If other, specify: 

	Other information to aid identification of information held: 

	E.g. known linked cases, references, previous names, addresses / locations that may assist in locating the information. 

	

	Support provided to the individual:
	☐ N/A to this request

	[image: Warning with solid fill]Note any support that has been offered in advance of or during the request to help the individual understand what is being asked for and why. E.g. additional time to consider the request / appropriate adjustments / interpreter / presence of a support service, independent legal advisor, next of kin, trusted individual, i.e. friend or carer.
There must not be any conflict of interest in a person or organisations involvement. E.g. they must not be a suspect / someone involved in the case / someone that works with or for the suspect.

			

	Individual’s flags:
	☐ N/A to this request

	Mental Capacity Act 2005 and Victim Information Requests: Code of Practice consider a child to be under 16yrs and a young adult 16-17yrs. However, for confidential health information requests, a child or young person 12yrs or over is generally presumed to have the competence to give or withhold consent to the release of their information. 
In all instances, each case must be judged on its own merits, and in the case of a child under the age of 16 who lacks competence, or a young person aged 16 or 17 years old who lacks capacity anyone with parental responsibility can give or withhold agreement to the release of information on their behalf.

	☐ Child under 16yrs deemed to be competent 
	☐ Child under 16yrs who lacks competency 

	☐ Young adults 16-17yrs deemed to have capacity
	☐ Young adults 16-17yrs deemed not to have capacity

	☐ Adult at Risk / Vulnerable Victim  
	☐ Adult aged 18 or over who lacks capacity

	Explain the basis for this assessment:

	

	Child / Young Person 16-17yrs without competency / capacity OR Adult without Capacity – Confirm who has been given notice about this request:
One of the following should be given notice: Someone with parental responsibility (e.g. parent / guardian) or formal authority to make the decision on behalf of the individual to whom the records relate (e.g. person with lasting power of attorney, or the individual’s court appointed deputy) / If the individual is in the care of a relevant authority or voluntary organisation, a person representing that authority or organisation / If no person described above is available, any adult considered appropriate (ideally, a trusted other such as a friend or carer).
[image: Warning with solid fill]There must not be any conflict of interest in a person or organisations involvement. E.g. they must not be a suspect / someone involved in the case / someone that works with or for the suspect.

	



	4. The third party material that is being requested

	



	5. How the request is proportionate and necessary / strictly necessary*
*Sensitive Processing occurs where the personal data reveals or relates to an individual’s racial or ethnic origin, political opinions, health, religious or philosophical beliefs, trade union membership, sexual orientation, sex life, genetic data and biometric data (where used for identification purposes) – which requires the request to be strictly necessary.

	The relevant parameters to the material being sought:

	Be specific and include parameters such as dates / times wherever able. Only ask for the minimum information that will meet the purpose of the request. DO not simply request the entirety of the records held by the provider. Personal and sensitive personal data processed for any of the law enforcement purposes must be adequate, relevant, and not excessive in relation to the purpose for which it is processed. Data minimisation should be a priority to avoid excessive sharing of information.     

	

	The circumstances of the investigation, and why reviewing the requested third-party material is a reasonable line of enquiry and relevant to an issue in the case:

	TPM must never be requested as a matter of course. It should never be assumed that because of the nature of an offence that is being investigated that particular types of material will need to be accessed. The request must be a reasonable line of enquiry and relevant to an issue in the case, with a properly identifiable foundation for the enquiry, and there must be a clear reason why it is believed the records contain relevant material. This cannot be based on simple assumption or speculation. (see the Attorney General’s Guidelines on Disclosure for further guidance).
If relevant suspect / witness / other related individual’s details appear in the material and you wish for them to remain, state as much so the third party can consider this when applying redactions, should they share their material – Information about individuals that are not relevant should be redacted. 

	

	Explain how else the request is necessary / strictly necessary and proportionate:

	Outline any alternative less intrusive means of obtaining the information sought have been considered, e.g. open-source searches, searches of suspect material, or speaking directly to a witness. Where there are alternatives, but it is not reasonably practicable to use them, why not. Also explain how the victim’s right to privacy has been balanced with the defendant’s right to a fair trial.

	



	6. Victim counselling information requests
	☐ N/A to this request

	Counselling services are remunerated or voluntary, registered or unregistered, that offers psychological, therapeutic or emotional support aimed at improving a victim’s emotional, psychological and mental health. E.g. a registered counsellor, an ISVA, IDVA, Independent Stalking Advocate, minister of religion, other unregistered persons. The authorisation level for counselling record requests is raised to Chief Inspector / Police Staff equivalent.

	Ahead of this request, I have:
	☐ Reviewed s79 – 91 of the Victim Information Requests: Code of Practice (mandatory)
☐ Sought Early Investigative Advice from the CPS 

	I have started with the presumption that the victim’s counselling records are not necessary and proportionate to request, however I believe they are in this instance for the following reasons:

	Rebutting this presumption is the exception and compelling reasons or factors specific to the case must be provided. Consider whether:
· there are reasonable grounds to believe the counselling notes are likely hold substantial probative value to the investigation and all less intrusive options have been exhausted (e.g. letter to confirm requested details) / deemed impractical.
· the benefits of accessing counselling notes outweigh potential consequences for the victim’s privacy and wellbeing. 
· case-specific factors justify access, or failure to obtain the notes could impact the accused’s right to a fair trial.
See Victim Information Requests: Code of Practice sections 81 – 83 for full guidance wording. 

	

	I have assessed that the victim’s counselling records are likely to have substantive probative value to a reasonable line of enquiry for the following reasons: 

	“Substantial probative value” refers to the meaningful evidential significance of the counselling records, and the likelihood that the evidence will add significant value to the point being investigated, imposing a higher threshold than the CPIA Relevance Test.
Consider whether the counselling records: Relate to key investigation aspects essential for advancing the reasonable line of enquiry being pursued; is likely to provide meaningful support to the investigative narrative, or contribute to establishing or refuting critical facts; or might reasonably be considered disclosable material, or likely to influence the case direction or outcome by corroborating or contradicting other evidence.
The following alone are not sufficient grounds: Mere existence of records related to counselling, the incident, or the victim’s account, or that records were created close in time to the incident / report date; speculative relevance to the investigation, including credibility or reliability assumptions based solely on the victim receiving counselling; suggestions that the records may concern the victim’s reputation, sexual activity (with anyone, including the accused), or unrelated abuse allegations involving others.
See Victim Information Requests: Code of Practice sections 84 – 91 for full guidance wording.

	



	7. Views in respect of the third party material request
	☐ N/A – Complete section 9

	Any views provided by the individual (or other appropriate individual) recorded here will be reviewed and considered by the authorising supervisor, who will approve or reject this request. Should the request proceed, these views will also be shared with the relevant third party for their consideration ahead of any disclosure to police. This form and any subsequent information received may be shared with the Crown Prosecution Service (CPS) where required. Should further onward sharing be required, such as with the defence counsel, suspect, or the court, notification will be provided. Please refer to the ‘Guidance for Individuals’ for more information, and the complaints process, should it be required.  

	Views of the individual to whom the records relate:
	☐ N/A to this request

	

	☐ I am satisfied with how my views are recorded in this form

	Signature:
	
	Date:
	DD/MM/YY

	Views of any other appropriate individual: 
	☐ N/A to this request

	E.g. someone with parental responsibility or formal authority to make the decision on behalf of the individual to whom the records relate (e.g. lasting power of attorney / court appointed deputy) / anyone engaged in caring for the person or interested in their welfare (e.g. primary carer / next of kin) / allocated social worker (be particularly mindful of this where a child is under care of a local authority or under a care plan) / anyone else named by the individual.
[image: Warning with solid fill]There must not be any conflict of interest in this person or organisations involvement. E.g. they must not be a suspect / someone involved in the case / someone that works with or for the suspect.

	

	☐ I am satisfied with how my views are recorded in this form

	Name:
	
	Role / relationship to the individual:
	

	Signature:
	
	Date:
	DD/MM/YY



	8. Agreement declaration
	☐ N/A – Complete section 9

	Name:
	

	In relation to this request, agreement has been sought from this person who is the:

	☐ adult to whom the information relates, who has capacity 
☐ person with formal authority (e.g. lasting power of attorney / court appointed deputy).
	☐ child under 16yrs / young person 16-17yrs to whom the information relates, who is competent or has capacity 
☐ person with parental responsibility (child under 16 / young person 16-17yrs who lacks competency or capacity)

	☐ I AGREE to the third party sharing the information as set out above.
☐ I do NOT agree to the third party sharing the information as set out above.
With regard to confidential patient information, “agreement” refers to “explicit common law consent for the disclosure of information” – This is sought on behalf of the third party, it is not relied upon by policing to justify the request being made.   

	Contact by the third party:
	☐ The third party may contact me to discuss this request, if required.
Preferred method and details: 

	Signature:
	
	Date:
	DD/MM/YY



------------------------------------------------------------------------------------------------------------------------------------------
UNLESS THE INDIVIDUAL CANNOT BE INFORMED – PROVIDE A COPY OF THE FORM UP TO THIS POINT

	9. Views and agreement NOT obtained
	☐ N/A to this request

	Explain why views and agreement have not been sought from anyone. Or, where they have been and the individual did not wish to engage, confirm as much and note any reasons why not. 

	Examples where views and agreement may not be sought / obtained:
· The individual is a suspect / defendant and policing powers have been utilised (note which powers have been used). 
· The individual should not be informed of this request because this would be likely to prejudice the investigation.
· To do so might risk causing serious harm to the victim or another person.
· The individual has been contacted and did not wish to discuss any views or objections in relation to this request with police and has therefore not provided agreement.
· The individual cannot be located or contacted, and it is not reasonably practicable to wait for them to be located before requesting the TPM (if missing, a next of kin, parent or guardian should be notified of the request).
· The individual is a child under 16yrs who is not competent or young person 16-17yrs who lacks capacity and, although reasonable attempts have been made, a person with parental responsibility could not be located.
· The individual is an adult over 18, lacks capacity, and after all reasonable efforts have been made, a person with formal authority could not be located.
· The individual is deceased. 

	



	10. Investigating Officer views
	☐ N/A to this request

	If objections have been raised and / or agreement sought and declined, note any thoughts you have around the reasons for this.

	This is your opportunity to communicate with the third party. If you have views as to why the individual raised objections / declined to provide agreement, it is helpful to note these for the third party to consider. E.g. a distrust of police. If the information is being requested to benefit the victim, it may be helpful to note as much.
Where agreement has been declined and the request will continue, explain the necessity of obtaining the personal information and the potential impact of not receiving that information. E.g. it is needed to ensure the right to a fair trial or to prevent risk to life. 
For health and care records: You must justify why the benefits to an individual or society outweigh both the public and the patient’s interest in keeping the information confidential. Healthcare practitioners will need information on why the disclosure may be justified to protect individuals or society from risks of serious harm, such as from serious crime. Or why it is necessary for the prevention, detection or prosecution of serious crime, especially crimes against the person.

	



	11. Authorisation  

	Required from an Inspector / Police Staff equivalent or above, or for victim counselling record requests a Chief Inspector / Police Staff equivalent or above

	Name & ID No:
	
	Rank:
	

	☐ I have considered the following in relation to this authorisation:
a) The information contained within the request has been completed accurately.
b) The request contains the required information and considerations, and the rationale has been recorded.
c) The request is in pursuit of a reasonable line of enquiry and relevant to an issue in the case, and there is a properly identifiable foundation for the enquiry and a clear reason why it is believed the records contain relevant material. 
d) The amount of information being requested has been minimised, and that clear parameters have been applied so this is not a generic request for material.
e) This is the most proportionate way to obtain the information and it is not reasonably practicable to use any less intrusive means
f) The right support was provided to the individual, and I am confident they fully understood the request.
g) Where any objection has been raised, the request remains necessary and proportionate, and the objection is recorded.
h) For counselling information requests: Thorough considerations, as set out in s76 – 89 of the Victim Information Requests: Code of Practice, have been made. The assessment that the presumption that the request is not necessary or proportionate is justified and has been rebutted, and that the information is likely to have “substantial probative value”.

	Having considered the above:
	☐ I authorise this request  
	☐ I am rejecting this request:

	Comments: 

	Where rejected - A reason must be provided, and the form returned to the investigator to be stored within the case file. Any subsequent request should be made on a new form and be discussed again with the individual.

	

	Signature:
	
	Date:
	DD/MM/YY



THIS SECTION ONWARDS SHOULD BE COMPLETED BY THE THIRD PARTY ONLY 

	12. Third party response (voluntary)

	Please note, your response is voluntary, third parties are not obliged to provide material to the police without a court order. You should consider your own responsibilities and policies regarding data sharing. Information above is provided to help you in considering this request for information in line with your responsibilities. Please also note contact preferences above, as you may wish to contact the individual and consult with them as the data subject.
Confidential patient records are subject to the Common Law duty of confidentiality – If consent has not been provided then you must be content that the need for the information outweighs the individual’s right to privacy because there is an overriding public interest.  

	☐ We DECLINE to confirm if we hold any of the requested information or not
Reason (optional): 

	☐ We do NOT hold any of the requested information

	☐ We hold SOME of the information requested 
☐ We hold ALL of the information requested
	☐ And we can provide details of information held (please complete fields below)

	
	☐ However, we cannot provide details of some / all information held
Reason: 
(please complete fields below where you can provide details)

	Description of material held
	Disclosure Decision: Supply / Inspect / Decline 
If declined, please note why and any mitigating actions police could take for this to be reconsidered.

	
	


(TAB ABOVE TO ADD MORE LINES)

	13. Sharing method & handling instructions 
	☐ N/A to this request

	Please refrain from sharing non-relevant information with the police. Data minimisation should be a priority for both the police and the third party controller to avoid excessive sharing of information, and to maintain trust and confidence. 

	Sharing method: 

	E.g. secure email or cloud link, Royal Mail signed for delivery, collection in person or inspect on site (confirm location).

	

	Handling instructions: 

	Should any material being shared fall to be disclosed to the defence, please note any views / objections / redaction requirements / request to be informed and when (e.g. well in advance to allow for time to consider and share opinions to the prosecution / court).

	



	14. Additional comments
	☐ N/A to this request

	Should you wish to record the legal gateway for which the material was provided to the police for your records, please do so here, along with anything else you wish to add or communicate to the police.

	



	15. Third party response completed by

	Name:
	
	Phone:
	

	Email:
	
	Date:
	DD/MM/YY
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