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Safeguarding children and young people
Part one – Policy 

Policy 
summary 

West Yorkshire Police complies with Authorised Professional Practice 
(APP) which contains information to assist policing, and has 
established a local policy procedure to provide clear standards and 
guidelines. 

Children and young people are among the most vulnerable members 
of our society and are often subjected to criminal offences.  West 
Yorkshire Police (WYP) will work in partnership with other agencies to 
protect the safety and welfare of children in inter-familiar incidents or 
where the suspect holds a position of trust, i.e. foster carer, teacher or 
priest etc. 

This policy procedure ensures we conduct a full and expeditious 
investigation into all cases of suspected child abuse, e.g. assaults, 
neglect or sexual offences, and, where a criminal offence as occurred, 
the minimum standards of investigation are met. 

Aim The aims of this policy procedure are to explain: 
• the legislation which helps you protect or search for a child;
• responsibilities of the initial call taker;
• responsibilities of the first officer on scene,  particularly in relation to

information gathering, the important initial investigation and notifying
your supervisor;

• what you need to do before you retire from duty;
• what you should look for and consider when making general

enquiries about suspected child abuse and in cases of neglect;
• evidential issues and considerations when using photographic and

video evidence;
• what bail conditions should be imposed by custody officers; and
• the requirements of the Crown Prosecution Service (CPS) as

regards file preparation.

Scope This policy procedure applies to all police officers, police staff, special 
constables and police community support officers who come into 
contact with children who may be vulnerable. 

Compliance Female Genital Mutilation Act 2003 
Children Act 1989  
Home Office's Provision of therapy for child witnesses prior to a 
criminal trial – practice guidance 
APP Intelligence management 
APP Investigation 
APP Child Abuse Index  
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NPIA Practice advice on search management and procedures 
2006 
HM Government multi agency practice guidelines on female genital 
mutilation   
NCA Parental Child Abduction Guidance 2019 
MOJ Code of Practice for Victims of Crime in England and Wales 

Related policy 
procedures 

Sudden unexpected death in infancy and childhood (SUDIC) 
Visual recorded interviews with a child 
Missing persons (child sexual exploitation sections) 

West Yorkshire Consortium Procedures 

Guidance when dealing with individuals with a medical condition, i.e. 
Autism, Asperger, Dyslexia etc. is available in the Custody – Initial 
arrest and general custody policy. 

Chapter  1 Legislation 

Introduction The legal definition of a child is anyone under the age of 18 years. 

Children Act 
1989 

There is a wide range of legislation which allows you to deal with 
aspects of child abuse. 

The Children Act 1989 provides powers and procedures specifically for 
this purpose such as: 

Power Purpose 
Police 
Protection 

This is an emergency power which enables any police 
officer to protect a child who is believed to be ‘at risk 
of significant harm’ by removing the child to suitable 
accommodation for up to 72 hours or, if the child is 
already in a place of safety, e.g. a hospital, that the 
child remains there. 

Emergency 
Protection 
Order (EPO) 

a court order issued in cases where a child is likely to 
suffer significant harm, and may include a power to 
enter and search premises for the child. 

Usually the social services will make the application 
for an EPO which would then provide them with 
parental responsibility for the child in respect of 
ensuring the child’s welfare only; or 

Recovery 
order 

a court order issued in respect of a child who has 
been abducted, is missing or has run away.  The  
recovery order authorises the police to enter and 
search specified premises for the child, using 
reasonable force if necessary. 
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Chapter  2 Allegations against 

Professionals 

Information There are numerous people, in a professional or voluntary working 
capacity, having substantial contact with children.  Generally in such 
situations the risk to children may be significant so it is vital that you 
refer any cases of child abuse, as a matter of urgency, to the SGU. 

These people include: 
• professionals such as teachers, doctors, social workers or police

officers; and
• voluntary workers such as youth workers, sports coaches (e.g.

football or swimming) scout or guide leaders.

Police officers and police staff 

Officer in 
case (OIC) If … Then the OIC … 

concerns are raised that a WYP 
employee, on or off duty, has: 
• harmed a child (i.e. under 18

years);
• possibly committed a criminal

offence against, or related to, a
child; or

• behaved towards a child in a way
that indicates they are unsuitable
to work with children;

• must notify Professional 
Standards Section as soon 
as possible, via telephone, 
so that an initial review can 
be conducted; and

• may need to refer details of 
the incident to the Local 
Authority Designated Officer 
(LADO).

Professional 
Standards 

Professional Standards Section will: 

Step Action 
1 consult the Safeguarding Governance Manager via 

telephone or, in their absence an SGU manager; and 
2 if referral to LADO is appropriate: 

• identify the relevant LADO;
• notify the OIC; and
• update the referral database.

Officer in 
case (OIC) 

The OIC, or other person with knowledge of the case, will: 

Step Action 
1 make direct contact with the LADO; 
2 notify Professional Standards Section; and 
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3 endorse the occurrence report to say the matter has been 
referred to the LADO. 

Referral 
database 

Professional Standards Section will update the referral database. 

Chapter  3 Locality risk assessments 

Children’s 
Homes 
Regulations 
2014 

These OFSTED regulations are intended to ensure that the manager 
of a children’s home conducts a comprehensive risk assessment of 
the area, as follows: 

No Description 
1 the registered person will: 

ensure that premises used for the purposes of a children’s 
home are appropriately and suitably located, so that 
children cared for by the children’s home are effectively 
safeguarded and are able to access services to meet 
needs identified in their care plans or placement plans; and 

2 when conducting a review for these purposes, the 
registered person will consult, and take into account the 
views of, such local bodies or persons as the registered 
person considers appropriate, including West Yorkshire 
Police. 

For full policy guidance regarding locality risk assessments, see 
Missing Persons policy. 
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Safeguarding children and young people 

Part two – Policy procedure 

Chapter  1 Responsibilities – All police officers and police 
staff 

Trafficking You should consider if the child has been trafficked. (See the 
section on the Palermo protocol in the Child sexual exploitation 
policy procedure). 

Rape cases In cases of rape, further guidance for investigators, supervisors 
and managers can be found in the NPCC Rape investigation 
toolkit. 

Chapter  2 Responsibilities – Initial call taker / handler 

Information 

Obtain As a call taker / handler, you should obtain the following information: 

No Information 
1 identity, location and contact details of the person reporting 

and the capacity in which they are reporting, e.g. neighbour, 
teacher; 

2 a ‘first account’ of what the caller says has occurred 
(recording it verbatim).  Is this a live enquiry, historical 
case?  Consider securing and preserving evidence and 
forensics; 

3 identities and details of all parties involved (victim, 
witnesses, suspect)(including other children present): 
• full names;
• sex;
• dates of birth;
• home address;
• telephone number; and
• occupation;

4 nature of the incident or concern; 
5 details of the demeanour of the caller, victim, suspect and 

witnesses, and background noise (including shouting and 
words spoken); 

6 location of: 
• the incident;
• the child victim and are they safe;
• any suspect;
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• other parties (other children and witnesses);
7 details of the child’s school and general practitioner, if 

known; 
8 if other children are present, whether they are safe; 
9 description of the suspect.  Has the suspect got current 

access to any children?; 
10 has a weapon been used and are any available to the 

suspect; 
11 are any of the parties are injured.  Location, nature and 

severity of any injuries and whether medical assistance is 
required; 

12 does any person present appear drunk or to have taken 
drugs; 

13 are there any special needs, e.g. disability; 
14 do any communication or language issues exist and 

whether officers will require an interpreter in a particular 
language; 

15 is there any history of social services involvement; 
16 do any court orders apply; and 
17 details of attempts to trace anonymous callers, e.g. 

telephone tracing. 

After officers are deployed 

Obtain After despatching officers to the scene, you should: 

No Responsibility 
1 inform the caller that officers have been despatched; 
2 ensure that back up is available for the officer attending the 

incident, if necessary; 
3 ensure that an ambulance is en route, if required; 
4 make checks of computer systems for previous reported 

incidents, especially those involving children, e.g.: 
• PNC;
• bail conditions;
• civil injunctions;
• court orders relating to child contact;
• child protection intelligence systems; and
• Corvus, Niche and ViSOR;

5 make checks of any child protection plan, in accordance 
with local protocols, and contact the  
• relevant social services department; or
• emergency duty team;

6 give the officer a description of the suspect, where 
necessary, and tell them: 
• whether those children present or others who normally

reside at the address are subject to child protection plan;
• about any relevant history of domestic abuse or child
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abuse, e.g. injunctions or child contact restrictions; 
• about other factors that may affect the police response

such as potential communication difficulties arising from
language or disability; and

• that supervisors are aware of the incident in accordance
with local policy; and

7 inform the caller when officers have arrived at the scene, so 
that they can be safely admitted to the premises. 

Chapter  3 Responsibilities – First officer on scene 

Introduction The signs and symptoms of child abuse are often subtle.  If you are 
unable to prove a criminal offence, you must adopt a more sensitive 
approach.   

Whenever you deal with any instances of suspected child abuse you 
must immediately inform a supervisory officer. 

If you believe any child is at risk of harm you must notify the local 
Children’s Social Care office (out of hours the Emergency Duty 
Team) as soon as possible and record on the relevant Niche record 
the contents of this call and the agreed actions to minimize risk to the 
child. 

IMPORTANT The result of the initial investigation in each of the following areas must 
be recorded on Niche even if it is a negative result. 

Child 

Obtain As first officer on scene, you should: 
• secure the safety of the child and any other vulnerable child who is at

that address (exercise powers under Police Protection, if
appropriate); and

• record the following in your pocket notebook:

No Responsibility 
1 the child’s: 

• full name;
• sex;
• date of birth; and
• responses and the questions you asked;

2 a description of the child’s: 
• physical appearance including visible injuries, clothing and

state of cleanliness.  Any action taken to observe the
child’s physical condition.  Note the fact that a full
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observation of the child’s body is not possible at the initial 
stages, therefore any injury subsequently discovered but 
not accounted for, can be explained;; 

• demeanour, including how the child reacts to persons
present, i.e. parent / carer.  Do they feel happier stood
closer to you as a police officer?  Quieter children to be
noted.  These children can be more damaged than those
showing signs of upset; and

• surroundings, including the condition of the home;
3 name of the person(s) with parental responsibility and 

primary carer(s); and 
4 who was present when you spoke to the child. 

Child 
protection 

Cases of child protection require social care, medical assessment and 
police assessment, which must be carried out sensitively, thoroughly 
and professionally. 
You should obtain consent for a medical on a form DP9 Authorisation 
for Disclosure. 

Initial investigation 

Actions You should separate victims and witnesses and speak to them 
independently where possible. You should: 

No Responsibility 
1 confirm the identity of the suspect and arrest them if they 

are still at the scene, to secure the safety of the child.   

If they are no longer at the scene, you should: 
• obtain a full suspect description (remember

A.D.V.O.K.A.T.E.) and circulate it; and
• record the actions which need to be taken to trace the 

suspect(s);
2 establish who is or was at the scene; 
3 request intelligence checks on those relevant to an 

investigation, including: 
• PNC;
• PND;
• sex offenders register;
• Violent and Sex Offenders Register (ViSOR);
• child protection plan;
• warrants;
• bail conditions;
• civil injunctions
• court orders;
• child protection intelligence systems; and
• a person search of Corvus and Niche (indicates if child or
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their family is already recorded with SGU); 
4 make accurate records of everything said by all parties, 

including any ‘significant statements’ made by the suspect; 
5 record the demeanor of the suspect, the child(ren) and any 

other witnesses; 
6 consider using a head camera / video to document and 

photograph injuries and record evidence at the scene;  
7 Where an explicit image of an adult forms part of the 

evidence, recording this on Niche, e.g. images of adult 
genitalia which are sent over digital media and you have 
screenshots or printouts.   

The recording of exhibits on Niche must be as follows: 
• EXH AH1 Facebook screenshot of Joanne SMITH 

CONTENT INCLUDES EXPLICIT IMAGES.
• They also need to be added to the case file as an 

additional case file document and not the reports tab on 
the occurrence.

• DO NOT under any circumstance take screenshots or 
update Niche with any indecent images of children (under 
18 years) as you will be committing a criminal offence.  In 
these cases, refer to the Child sexual exploitation policy; 
and

8 obtain an overview of what has occurred.  This should take 
account of the established risk factors associated with child 
abuse. 

Protecting the scene 

Protect You should: 

No Responsibility 
1 ask Crime Scene Investigators (CSIs) to attend and ensure 

the scene is photographed or videoed, where necessary, as 
soon as possible.  

NB If CSI as not requested or did not attend, you should 
record the reasons why; 

2 identify, secure, preserve and control the scene(s) for CSI to 
limit any access until sufficient information is available to 
make an informed assessment of the situation: 
Scene Action 
Child treat the victim is the primary scene and ask CSI 

to photograph any injuries.  You must consider 
the child’s state of mind and their ability to cope 
with forensic requests (this depends on the age of 
the child concerned, their understanding and the 
nature of the alleged incident); 
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Suspect treat the suspect(s) as a scene.  Note the 
suspect’s actions following the incident, these 
may indicate further sites of forensic interest; and 

Other 
persons 

consider that other persons present at the 
premises may also be scenes; 

3 remove people and animals from the identified areas and, 
where practicable, from the whole area but consider 
separating victims and witnesses to minimise cross 
contamination; 

4 establish physical secondary scene parameters – potentially 
the whole of the premises; 

5 depending on the severity of the incident, consider erecting 
cordons and appointing a loggist to record persons entering 
and leaving (scene log) – the extent of the cordon can 
always be scaled down; 

6 consider forensic evidence opportunities and seize exhibits. 

For example: 
• paramedics' clothing (as well as their names and when

their next tour of duty is);
• items in the ambulance, blankets; and
• ongoing condition of the victim, vomiting, loss of other

fluids.

Liaise with supervision or senior CSI; and 
7 find a safe area in the premises you can work from. 

Obtain CCTV footage 

Recover You should: 

No Responsibility 
1 recover CCTV evidence at or nearby the scene, provide a 

receipt and exhibit it; and 
2 make a record any other CCTV evidence you have not yet 

obtained. 

Suspected parental abduction 

Responsibility  As first officer on scene, you should: 

No Responsibility 
1 obtain a full description of the child, including: 

• full name;
• age;
• date of birth;
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• sex;
• nationality;
• appearance;
• clothing they were wearing at the time;
• a recent photograph, if available; and
• mother’s maiden name;

2 establish: 
• when the child was last seen;
• why the complainant believes that the child may have been

abducted, e.g. a history of abduction or threats or attempts
by the suspected abductor; and

• whether the child has their own passport and where the
passport is;

3 establish the current marital status of the complainant and 
suspected abductor and whether any court proceedings are 
pending; 

4 find out the details of any child contact arrangements 
including: 
• disputes;
• court orders; and
• arrangements for supervised and unsupervised contact;

5 ascertain the demeanour of the suspected abductor / parent 
/ carer during the most recent contact, if known; 

6 obtain any records on the family and suspected abductor 
held by the police or other agencies; 

7 obtain details of the suspected abductor including: 
• full name;
• address;
• date of birth;
• employment status and employer;
• description with a recent photograph, if available;
• vehicle description and registration number;
• accounts of where they may be heading, details of

relatives, associates etc.;
• connections abroad, e.g. have they ever been or intend to

be temporarily or permanently domiciled abroad, ties to the
UK and any other country;

• any financial, family, medical or legal reasons for the
suspected abductor to leave the UK;

• likely mode of transport, port and date or time of travel, if
known;

• any other sources from which the suspected abductor’s
intentions may be learned;

• details of any mobile devices, if known;
8 comply with local procedures to ensure immediate circulation 

for the purpose of an all ports warning; 
9 make immediate contact with the police force responsible for 

the port of embarkation with a view to recovering the child 
and arresting the suspected abductor; and 

10 add vehicle details to Venom and ANPR systems; and 
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11 obtain a written statement from the complainant. 

Sudden and unexpected infant deaths 

Responsibility As first officer on scene (if you are not a detective you should arrange 
for a district detective to attend) you should follow the Sudden 
Unexpected Death in Infancy and Childhood (SUDIC) procedure. 

Before retiring from duty record on Niche 

Introduction In order to ensure that we fulfil our statutory obligations in cases where 
referrals to partner agencies are necessary, all child protection and 
child safeguarding incidents must be recorded on Niche before you 
retire from duty. 

NB Recording on Niche is a requirement regardless of where the 
responsibility for a subsequent investigation rests. 

What to 
record 

You must: 

Step Niche 
1 record your actions on the OEL screen in Niche; 
2 record any outstanding lines of enquiry (what still needs to 

be done); 
3 before you record a crime occurrence, have your 

supervisor review the matter and endorse Niche with their 
details.   

NB You should record the crime or incident in accordance with the 
National Crime Recording System guidelines. 

Examples Examples would include: 
• domestic abuse involving children or where children are present;
• allegations involving the physical, sexual or emotional abuse of 

children;
• child neglect; and
• any other incidents that present a safeguarding risk to child(ren) 

excluding missing persons (mispers) unless coupled with apparent 
element of wilful neglect by parent or carer or there is evidence of 
child sexual exploitation.

Interviews and statements (R v Turnbull) 
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Interview You should help the child by offering a video interview.  See the 
Visual recorded interviews with a child policy procedure. 

If they refuse, you should obtain: 
• a pocket notebook account; and
• a signature from the appropriate adult and victim at the time.

Under the code of practice for victims of crime (from 1st April 2021) 
victims must be given the right to request the gender of the officer 
undertaking the video interview. This must be met unless it impedes 
the fairness of the proceedings. 

Statements You should: 

No Responsibility 
1 obtain a complainant / key witness statement(s) in all 

instances where: 
• a person has been arrested;
• there is a named suspect;
• you are directed to do so by a supervisor; or
• there is forensic recovery, e.g. DNA, fingerprint, blood

etc.; and
2 for all crimes, list who else a statement would be needed 

from and why; and 
3 if you judge that the victim or witness is unfit to provide a 

statement: 
• make a detailed pocket notebook entry stating what they

are alleging and outlining what they will say when they
provide a CJA; and

• provide this information on the Crime Report or handover
package for the information of the OIC and to show an
early account.

Chapter  4 Responsibilities – Shift supervisors 

Responsibility When you are informed of any instances of suspected child abuse, 
you must: 
• assess the need for further urgent action;
• notify your district SGU; and
• ensure that matters where a child is deemed to be at any risk have

been referred to the local Children’s Social Care office (Emergency
Duty team out of hours).  This must be recorded on the Niche record
including the strategy developed during that conversation to
minimize the risk to any child.

Chapter  5 Responsibilities – Duty or SGU detective inspector 
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Responsibility The duty or SGU detective inspector will: 

No Responsibility 
1 assume responsibility for supervising the investigation; and 
2 give further instructions. 

Access to 
therapy 

Child victims and witnesses cannot be prevented from seeking 
therapy or counselling etc. because there is a criminal trial pending.  
Each case needs to be managed on its own merits but if it is in the 
child's best interests, therapy should be pursued even if that creates 
an issue for the criminal trial. 

The fact that a child has had therapy must be disclosed to the CPS. 

See the Home Office's Provision of therapy for child witnesses prior 
to a criminal trial – practice guidance. 

Chapter  6 Consulting with others 

Information It may be appropriate in some circumstances to use Body Worn Video 
to demonstrate the ‘Voice of the Child’ during ‘Professionals Meetings 
or Strategy Discussions. 

This has been discussed at the National Vulnerability Action Plan 
Meeting as good practice. 

OPT2 Forms These forms are received by West Yorkshire Police from a prison when 
a prisoner wishes to arrange contact with a child, such as a family 
member. 

The OPT2 form will be sent from the prison. These requests must be 
forwarded to the relevant Child Safeguarding Unit (where the child 
resides) via email for a response. 

This needs completing by recording anything of concern surrounding 
the proposed contact with the prisoner and the child referred to, such as 
any recent intelligence around the subject that may relate to risk. 

Children’s Social Care will also have received the same request. 
Therefore, a joint discussion will need to be held with Police and Social 
Care to formulate a response. 

Record an Information Sharing Occurrence and update the OEL with 
any discussion held with Social Care with the OUTCOME FOR THE 
CHILD. 
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Social services 

Introduction You need to consult with social services for the area in which the child 
resides, to find out: 
• whether the child has been identified as being at risk; and
• any other records they hold.

Where a Strategy Discussion is held this should be documented on 
both the Child Protection Occurrence and the CSE management 
occurrence. This should be documented on the OEL using the F3 
drop down option ‘Multi-Agency Strategy Discussion’ and any minutes 
should also be attached. 

Consideration must be given to facilitating a joint investigation where 
appropriate and effective long term protection of the child. 

Serious 
offence 

You must notify social care (or the emergency duty team out of hours) 
when a child has been, or you believe they have been, a victim or 
witness to a serious offence, regardless of their social care history.   

You must not rely on any other agency to fulfil this function on your 
behalf. 

Placed at another address 

Engage 
social 
services 

You must immediately engage social services if a child or young person, 
because of the circumstances of the case or for their own safety 
generally, needs to be placed for any length of time at an address other 
than their usual place of abode. 

You should: 
• discuss this with social services before any placement occurs; and
• record the circumstances on the Storm Log and Niche Occurrence via

the OEL.

Information 
exchange 

Discussing the placement ensures that: 
• all information relative to the child's welfare is exchanged and allows

us to access any social services held information about the proposed
placement address which may make that placement unsuitable; and

• social services are aware of the circumstances at an early stage and
can put any subsequent actions for their agency in place.

Out of hours Out of general office hours, you should contact the local emergency duty 
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team. 

Other agencies 

Information When appropriate you should also consult with any other agency 
which may assist the investigation, although this depends on the 
circumstances of each particular case. 

The Children Acts and the Crime and Disorder Act 1998 allow the 
sharing of information and intelligence to protect children and 
prevent crime.  

Information will be shared with partners in accordance with the 
legislation and the Interagency Information Sharing Agreement 
contained in the West Yorkshire Consortium Procedures Manual. 

The SGU should be able to direct you to the appropriate agencies. 

Where there is a professional disagreement please refer to the 
‘Resolving Multi Agency Professional Disagreements and 
Escalation’ section in the West Yorkshire Consortium Procedures. 

Information to 
acquire 

Enquiries relating to other agencies should include: 

No Information 
1 school records including teachers’ notes and any matters 

coming to the attention of the school nurse, school health 
service or education welfare officer;  

2 social services involvement in the family; 
3 evidence held by other agencies such as health care 

professionals, social services, probation service, prison 
service, housing services and youth workers; and 

4 records held by any agency or police force of requests for 
information by the suspect, e.g. PNC records or requests 
under the Freedom of Information Act 2000. 

Chapter  7 Enquiries 

Suspect 

Information to 
acquire 

Enquiries relating to the suspect should include: 

No Information 
1 suspect identity checks including names used and previous 
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addresses; 
2 history of previous reports; 
3 checks of police intelligence systems; 
4 records relating to the suspect held by social services and 

other agencies, e.g. social care records; 
5 evidence of previous conduct by a suspect which could 

provide similar fact evidence 
6 consider availability of CCTV and recover from location of 

meeting place with child victim to allow follow up enquiries; 
7 any circumstances in which a suspect (known to the family) 

has gained the confidence of the child and/or parents or 
carers (this may include electronic communications); 

8 evidence of grooming by a suspect including: 
• contact with children through working with them or

applying for jobs with children;
• paying children for casual work;
• frequenting places where children congregate;
• contacting a child through using a mobile phone, internet

chat rooms; and
• taking photographs of children;

9 evidence of travel for the purposes of abusing children, i.e. 
travel tickets etc. either in hard copy or electronic form; and 

10 evidence of the suspect’s access to computers at work and 
home and use of the internet to abuse children. 

Welfare 

Introduction You need to be mindful of the impact that your investigations can have 
on a suspect who is accused of any child sexual offence, regardless of 
guilt or otherwise.  This can be significant and relates not only to those 
suspects arrested but also to those treated as voluntary attendees.  

Although this process concentrates on those being arrested for child 
sexual offending, you must: 
• always consider welfare issues for suspects of all types of offending;

and
• take action to safeguard any person who may be at risk of self harm.

Form 330 You should: 

Step Action 
1 complete the Form 330 in duplicate; 
2 personally serve one copy on all suspects who are being 

investigated for child sexual offending including non- 
contact offences such as grooming, incitements or 
indecent exposure; 

3 do this the first time they attend at a police station as a 
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suspect; 
4 ask the suspect to sign the second copy of the form, which 

you should: 
• scan onto the relevant Niche occurrence; and
• retain with the case papers.

Form 330A This should be served on any appropriate adult required for any 
suspects qualifying for a Form 330. The process, to be adopted with 
the appropriate adult, should be identical to that for the Form 330 with 
the suspect; except that this process related to the appropriate adult 
rather than the subject. 

You should: 

Step Action 
1 complete the Form 330A in duplicate; 
2 personally serve one copy on all appropriate adults of 

suspects who are being investigated for child sexual 
offending including non- contact offences such as 
grooming, incitements or indecent exposure; 

3 do this the first time they attend at a police station as an 
appropriate adult; 

4 ask the appropriate adult to sign the second copy of the 
form, which you should: 
• scan onto the relevant Niche occurrence; and
• retain with the case papers.

Out of Force 
cases 

If any suspects are arrested/voluntary attendees for out of Force 
crimes, you should serve the Form 330 on the suspect, as above, and 
ensure that any other out of Force officers taking responsibility for the 
investigation are aware of the action taken. This also applies to any 
required Form 330A. 

In custody Wherever possible, you should serve the Form 330/330A where this 
can be captured on the custody area CCTV.  

You should make the custody officer aware so they can document 
action taken to manage the suspect’s welfare, including the serving of 
the Form 330/330A, on the custody record. 

Interview 
process 

If you are interviewing a suspect, you should dedicate a proportion of it 
to the contents of the Form 330/330A and any other welfare 
considerations necessary.  This will usually occur at the end of the 
interview and be captured on the interview recording.   

You should bring any issues you identify to the attention of a 
supervisor and/or the custody officer. 
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Adult victims In respect of those cases where a sexual crime investigation takes 
place involving an adult victim (at the time of the offence) a Form 
330B and Form 330C exist for both suspect and appropriate adult.  
Further information on this can be found in the Serious sexual 
offences policy.

Child victim 

Information 
to acquire 

Enquiries relating to the child should include: 

No Information 
1 medical information that may constitute evidence, such as 

failure to attend medical appointments or developmental 
checks, repeated presentation of children with unexplained 
injuries, obtainable from general practitioners, health visitors, 
midwives, hospital accident and emergency department, 
dentist, and hospital records; 

2 child developmental issues including emotional and 
behavioural difficulties.  Child’s red book may have health 
partner observations in addition to their own records; 

3 evidence of sexual activity by a child including use of 
contraception, abortion, pregnancy, sexually transmitted 
diseases, abuse through any form of sexual exploitation; and 

4 any circumstances in which a child has lived away from 
home. 

Family 

Information to 
acquire 

Enquiries relating to the family should include: 

No Information 
1 structure of the family, including step family relationships, 

previous and current partners of the parents or carers, any 
other children related to the suspect; 

2 family’s social integration and access to community 
resources including social support of relatives, neighbours 
and friends and more formal networks such as the support 
of institutions 

3 history of the family, e.g. information relating to children who 
have left home; 

4 significant events in a family including accidents, illness, 
death of a family member; 

5 child protection plan; 
6 poor presentation and self care skills within the family; 
7 parenting style including neglect, failure to seek medical 
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care, physical chastisement and verbal, psychological and 
emotional abuse; 

8 history of domestic abuse; 
9 evidence of alcohol or substance misuse, or mental health 

problems of the parent or carer; 
10 existence of civil injunctions or other legal proceedings, e.g. 

divorce; 
11 child contact arrangements and disputes, including any 

court orders; and 
12 any relevant previous convictions, arrest history, intelligence 

or concerns held on any system including ViSOR. 

House to house 

Consideration You should consider making house to house enquiries.  In these cases 
you should: 

Step Action 
1 record all those completed; 
2 indicate who was spoken to; and 
3 the result. 

Associates and potential witnesses 

Information to 
acquire 

Enquiries relating to the associates and potential witnesses should 
include: 

No Information 
1 friends and associates in whom the victim may have 

confided or who may have witnessed an offence or 
significant event, or who themselves may have been 
groomed or subjected to abuse by the same suspect; 

2 witnesses to uncharacteristic behaviour by the victim which 
are linked to abuse such as withdrawal, violence or explicit 
sexual behaviour; and 

3 potential witnesses to abuse including neighbours, friends 
or family, teachers, carers, youth groups, social clubs. 

Witnesses You should: 

Step Action 
1 list other potential witnesses and what evidence they could 

provide; 
2 record their potential for VIPER; 
3 if they have seen the suspect(s) face consider requesting 
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an e-fit as a priority using the CID 7 form on the Infoshare 
- Word & PDF Force forms tab under the Crime drop down
menu – Imaging Unit.
(Do not request if photographs have been shown)

Cases of neglect 

Introduction In addition to the general enquiries above, you should follow the 
potential lines of enquiry in cases of neglect as described below: 

Home 
address 

A house search should focus on evidence of the following: 

No Detail 
1 general observations of the home circumstances depending 

on the particular age and needs of the child or children in 
question, including inadequate play materials or toys; 

2 concealed food, locks on the outside of doors, inappropriate 
electrical appliances and quality of heating; 

3 hazards such as bare electric wires, unguarded heating 
appliances, broken windows, damaged or unguarded stairs, 
needles, broken toilets, animal or human faeces, all of 
which may render lodging inadequate; 

4 kitchens revealing inadequate or unhygienic provision for 
food, water, cleaning cloths or household cleaning; 

5 bedrooms revealing inadequate or unhygienic sleeping 
arrangements; 

6 bathrooms revealing inadequate or unhygienic provision for 
sewage and cleaning; 

7 inadequate storage or inappropriate accessibility of 
medicines, poisons, dangerous drugs, drugs paraphernalia, 
pornography or sex aids;  

8 consider media storage devices, including play stations etc.; 
9 hazards in the garden or nearby; and 
10 weapons or implements that may match marks found on 

children. 

Child victim Additional lines of enquiry relating to the child should include: 

No Detail 
1 reactions of children when spoken to and the interaction 

between children and parents or carers; and 
2 statements from neighbours, school teachers and staff from 

other agencies which may demonstrate the persistence of 
neglect such as inadequate clothing, hunger and falling 
asleep at school. 
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Carer Additional lines of enquiry relating to the carer should include: 

No Detail 
1 details of who had care of the child at any relevant times; 
2 details of who else had access to the child; 
3 carer’s observations of the other parent’s or carer’s handling 

of the child; 
4 position and relationship of the carer to the child, including 

their respective ages; 
5 what impact the arrival of the child had on the carer’s 

circumstances and relationship; 
6 whether the carers have been responsible for other children 

and their experience of caring for children, e.g. feeding, 
nappy changing, sleeping habits and behaviour; 

7 carer’s understanding of any medical condition of the child; 
8 whether the carer can identify any hazards or inadequate 

care arrangements (e.g. lack of food, hygiene or accessible 
hazards such as open fires or medicines in the home) and 
is aware of why these present a risk of harm to the child; 

9 any appeals made by the child to a carer for respite or 
treatment and their responses to the child; and 

10 financial means of the carer which may assist in proving 
that neglect was wilful and as potential rebuttal evidence 
should finance be advanced as part of the defence or in 
mitigation. 

Medical 
history, 
advice or 
support 

Additional lines of enquiry relating to the medical history, advice or 
support should include: 

No Detail 
1 where relevant, any difficulties at birth or immediately after 

birth for mother, father, other carer or baby; 
2 particular circumstances of the discovery of the problem 

including: 
• any medical condition or agency intervention;
• where the child was located;
• description of the setting;
• last time the child was seen;
• condition of the child;
• details of when the child last presented as expected;
• actions and behaviours of both the suspect and partner

before, during and after events; and
• any corroboration or witnesses;

3 medical examination and expert evidence as to the health, 
condition, physical and mental development of the child, 
e.g. dental examination to prove the condition of a child’s
teeth and oral hygiene;

4 any advice or instructions given by medical staff at birth or 
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after; and 
5 what support was available and was received. 

Child Abuse 
linked to Faith 
or Belief 
(CALFB) 

CALFB is where a child is abused, physically, emotionally, sexually 
and even financially, in the belief they are possessed by a demon or 
witch. 

Please make yourself aware on CALFB, by understanding the 
information contained within this document. 

Please refer to CPS Legal Guidance - So-Called Honour Based 
Abuse and Forced Marriage (Updated) 

Chapter  8 Evidential issues 

Introduction The young age of the victim will often bring inherent difficulties in the 
gathering of sufficient evidence to justify criminal proceedings.  
Therefore, it is particularly important that we conduct detailed, diligent 
investigations which draw on the expertise and knowledge of other 
agencies or professionals, where appropriate. 

Our aim is to gather all obtainable evidence for the consideration of 
the Crown Prosecutor. 

Photographic 
evidence 

Officers using photographic evidence should: 

Step Action 
1 ensure that a suitably trained forensic physician documents 

and records injuries, rather than relying on photographic 
evidence; 

2 be aware that photographing a child may cause distress, 
particularly in cases where photographing and videoing has 
been part of the abuse.  The reaction of the child to being 
photographed may itself form part of the evidence and 
should be recorded as appropriate; 

3 photograph all injuries – bite injuries should be 
photographed as soon as possible; 

4 photograph or video record all damage and disruption at the 
scene (including, signs of neglect, damaged clothing and 
toys) and any other details that will assist in corroborating 
the victim or witness accounts, or proving the offence(s); 

5 use CSI photographs whenever possible, irrespective of 
whether Polaroid or digital photographs have been taken.  
Early advice from senior CSI / Imaging Unit to be 
considered.  Imaging Unit can create footage to disprove 
suspects account; 

6 consider using specialist ultraviolet photography which can 
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be used to show non-visible historic bruising; 
7 record video footage of crime scenes, when appropriate; 
8 make arrangements for the victim to be re-photographed 

when injuries may be more apparent; 
9 take particular care when photographing darker skin tones 

as bruising can be more difficult to see; 
10 use photographs, particularly instant, proactively to assist in 

the investigative interview; and 
11 attach any photographs to the file of evidence for the CPS. 

Video 
evidence 

Officers using video evidence should: 

Step Action 
1 make arrangements for the scene to be filmed, as soon as 

possible with the minimum of disturbance.  Use Imaging Unit 
(quick time virtual reality) and senior CSI advice; 

2 use a trained evidence gatherer; 
3 ensure the lighting is adequate; 
4 leave each room in situ and film in accordance with a pre-

determined route; 
5 clearly identify and film particular hazards; 
6 provide a verbal factual commentary to assist the court 

without expressing any opinion; and 
7 refer to recordings in statements made by the filming officer 

and ensure that the recordings are exhibited. 

Child Cruelty 
– Sentencing
Guideline

Please be aware of the new Child Cruelty – Sentencing Guideline. To 
be used by courts in England and Wales from 1 January 2019, this 
covers how those found guilty should be sentenced for the following 
three offences:  
• Cruelty to a child (replacing previous guidelines issue in 2008) –

section 1 Children and Young Persons Act 1933 – PNLD doc ref 
D4601;

• Causing or allowing a child to die or suffer serious physical harm –
section 5 Domestic Violence, Crime and Victims Act 2004 – doc ref 
D15011; and

• Failing to protect a girl from the risk of female genital mutilation
(FGM) – section 3A Female Genital Mutilation Act 2003 – doc ref 
D35766.

Chapter  9 Youth produced sexual imagery (sexting) 
between persons under 18 

Introduction The term ‘youth produced sexual imagery’ is used to describe young 
people (under 18) sharing indecent images, stills or videos, of 
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themselves or of others (i.e. of others under 18). 

Youth produced sexual imagery can range from consensual sharing to 
exploitation.  Criminal investigation and prosecution for image offences 
will be appropriate in the presence of aggravating features such as 
exploitation, coercion, a profit motive or adults as perpetrators as these 
would constitute child sexual abuse.   

This section concentrates on those investigations where the sharing 
takes place between children and no aggravating circumstances exist. 

Crime 
recording, 
investigating 
and outcome 

All reported offences of youth produced sexual imagery must be 
recorded as a crime in line with Home Office Counting Rules (HOCR) 
and at the end of an investigation that crime must be allocated an 
outcome.  

In such cases where no aggravating circumstances are present, 
College of Policing guidance allows Outcome 21 to be considered 
which identifies that further investigation/formal action against any 
suspect is not in the public interest.  This is a police decision. 

Where this is the case, a form YPSI-1 (suspect) and YPSI-2 
(appropriate adult if applicable) should be completed via Force Forms 
and supplied to both parties.  These are available via the pathway 
Force Forms – Crime – Child and Public Protection. 

College of 
Policing 
briefing 

The full guidance which includes advice about action to take in 
respect of any devices involved is available. 

Chapter 10 Bail conditions 

Information Custody officers should consider including the following restrictions 
when imposing police bail conditions, so that children and other 
witnesses are given maximum protection: 

No Bail condition 
They must: 

1 live at a specified address, which is not: 
• that of the victim; or
• at any other household containing children;

2 report to a named police station on specific days of the 
week at specified times; and 

3 obey curfews as applied and to require the suspect to 
present themselves to a police officer during the period of 
the curfew, e.g. relating to school opening times. 

They must not: 
4 contact the victim either directly or indirectly; or 
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5 go within a certain distance of the victim’s home or school 
or other places that the victim, their siblings or other 
children frequent such as shopping areas, leisure and social 
facilities, homes of childminders, family or friends. 

Chapter 11 File preparation 

Evidence The CPS requires the following information regarding evidence: 

No Information 
1 all relevant victim statements (including withdrawal 

statements, medical statements and transcripts of victim 
interviews, victim personal statements and any statement 
made on behalf of the victim); 

2 all relevant witness statements (including, for example, 
neighbours and other children); 

3 any relevant records or statements from other agencies; 
4 description of the scene with any photographic evidence or 

relevant statements including those from the first officer at 
the scene; 

5 case exhibits (including photographic evidence); 
6 audio or video recordings of the victim, witness and 

defendant interviews; 
7 any photographic, video or CCTV evidence; 
8 relevant police records, e.g. pocket notebook entries, risk 

assessments recorded on forms, incident logs, custody 
records and 999 recordings; 

9 crime reports and intelligence relating to previous allegations 
including those against other victims, which may indicate 
potential similar fact evidence.  Bad character evidence; 

10 details of other potential evidence or evidence currently 
being processed and therefore not available as part of the 
file, and when this will become available; and 

11 details of any unused material in accordance with the 
Criminal Procedure and Investigations Act 1996. 

Child victim The CPS requires the following information regarding the child victim: 

No Information 
1 details of the victim’s injuries (medical, photographic and 

written); 
2 measures taken to protect the victim from the defendant 

such as exercise of police protection powers; 
3 details of the wishes and feelings of the victim and parent or 

carer about going to court; and 
4 details of any other children having regular contact with the 

defendant. 
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Defendant The CPS requires the following information regarding the defendant: 

No Information 
1 whether the defendant planned the attack; 
2 whether the defendant used a weapon; 
3 whether the defendant made any threats before or has 

made any since the attack; 
4 details of any suspected grooming activity by the defendant; 
5 chances of the defendant offending again; 
6 evidence of the suspect or defendant or their relatives or 

associates contacting the victim or their family since the 
incident or post charge; 

7 any past or current civil proceedings; 
8 any previous convictions; 
9 details of previous involvement of social services and any 

joint agency action; and 
10 details of any mental health problems, drugs and alcohol 

misuse relating to any party in the case. 

Courts The CPS requires the following information regarding the court case: 

No Information 
1 whether the defendant, victim or witness requires an 

interpreter or intermediary.  Include requests for an 
interpreter/intermediary of the same sex or of a particular 
ethnic group, political orientation or affiliation; 

2 names of any interpreters/intermediaries used during police 
interviews; 

3 whether there is a need for an early special measures 
meeting with the CPS; and 

4 any witness needs in connection with going to court and, 
where applicable, information to support a special measures 
application. 

Chapter 12 Withdrawing statements 

Taking 
withdrawal 
statements 

When taking a withdrawal statement you should include: 

No Information 
1 details of the person(s) present when the statement is 

taken; 
2 the nature of the original allegation, if not fully covered in a 

previous statement; 
3 confirmation that the original statement given to the police 

was true.  If the account given in the original statement has 
to be amended, you should include an explanation for this; 
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4 the victim’s reasons for withdrawing the allegation; 
5 with whom they have discussed the case – particularly 

anyone who has advised them or their parent or carer, e.g. 
a solicitor; 

6 whether the victim has been put under pressure to withdraw 
their statement; and 

7 the impact on the child’s life if the case is continued. 

Chapter 13 Complainant requests a review of decision not 
to prosecute 

Introduction Since June 2013, complainants of some sexual crimes have been able 
to request a review of the police or CPS decision not to prosecute an 
alleged offender by approaching the police directly or the National 
Child Abuse Review Panel.   

A national review of this process has led to third parties being allowed 
to make requests on behalf of a complainant where: 
• the victim is still a child; or
• there are particular vulnerability issues making this a reasonable

course of action.

What does it 
apply to? 

This is not restricted to serious sexual offences and includes all sexual 
crimes committed against a victim: 
• who, at the time of the offence, was under 18 years old; and
• where the offence was committed on or before 5th June 2013.

Over 18 or 
after 5th June 
2013 

If the victim was at the time of the offence 18 years or older or the 
offence occurred after that date, this specific process will not apply.  
However, this does not preclude a review of the case through any 
other local process, e.g. the Public complaints policy. 

National Child 
Abuse Review 
Panel 

The National Child Abuse Review Panel: 
• comprises of senior police/CPS and independent representatives;
• should be seen as an advisory board for forces and prosecutors who

are reviewing historic NFA decisions;
• is intended to provide national oversight and consistency of decision

making;
• will consider the case evidence and decide whether the original

police or CPS decision not to proceed was, in their view, incorrect;
and

• advise that police investigations are reopened or a CPS decision be
reviewed.  Cases will be forwarded back to the original investigating
area for the police to advise that the original decision not to proceed
was the correct one or that a case is to be revisited.
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Criteria The panel will consider all cases where these factors apply: 

No Criteria 
1 the complaint is in respect of an alleged sexual offence 

committed against the complainant; 
2 the complaint of an allegation of a sexual offence has 

previously been made to the police; 
3 a decision to take no further action was taken by the police 

or by the CPS; 
4 the complainant has asked the police or the CPS to look 

again at that decision; 
5 the alleged sexual offence was committed when the 

complainant was under 18 years of age; 
6 the alleged offence must have been committed in the 

jurisdiction of England and Wales; 
the alleged perpetrator/s may still pose a risk.  (The 
threshold for risk is set very low and simply means that the 
perpetrator may currently or in the future have the 
opportunity to commit further offences); and 

Note:  There is no restriction on the context or setting of where the 
alleged offending behaviour took place for the purpose of the case 
being re-considered by the panel. 

Ineligible 
cases 

The panel will not consider cases if: 

No Factor 
1 the complainant has not previously reported the matter to 

the police as this will be a new complaint that the police 
will need to investigate; 

2 new evidence has come to light prompting a fresh 
investigation by the police; 

3 the allegation is of child sexual abuse alleged to have 
occurred after the 5th June 2013 (the date of introduction of 
the Victims Right to Review relating to CPS decisions).  
Any such reviews requested of police decisions should be 
considered under the local complaints procedure; or 

4 the Force or CPS area decide themselves to restart the 
investigation or criminal proceedings. 

Flowchart A  flowchart detailing the process can be accessed. 

Referred to panel 

Introduction Complainants can refer their case to the panel by contacting the 
secretariat.   
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The secretariat will need the following information so that it can refer 
cases to the relevant police force or CPS area for review: 

No List 1 information 
1 complainant/victim’s: 

• full name;
• date; and
• place of birth;

2 date(s) and location(s) of offences; 
3 police force to which allegation was reported and the date 

when reported; 
4 name of perpetrator and, if known: 

• age;
• date of birth; and
• address;

5 if known, the reason why decision note to prosecute was 
made and by whom (police force or CPS); and 

6 any relevant reference numbers (crime / incident / URN 
numbers). 

Referred direct to Force or CPS 

Introduction Complainant can approach the Force or CPS direct.  In these cases, 
the Force or CPS must notify the panel secretariat about: 
• every case they are reviewing which meets the above criteria; and
• the outcome of their review, including the following information so 

that a panel can be convened to review the decisions made.

No List 2 information 
1 date(s) alleged offences took place as well as locations(s); 
2 date when the allegation was reported to police; 
3 current status of both the complainant and the alleged 

offender (PNC and PND data, locally held data and any 
other relevant information); 

4 summary of the allegation and, if available, a copy of the 
MG3 and MG5 or other equivalent relevant documents.   

This should include all investigative strategy and policy, 
case officer reports and a synopsis of key evidence which 
objectively articulates case strengths, weaknesses and 
particular challenges.  This may or may not be in the form 
of a formal case summary, or it may lie in correspondence 
or case file notes between police, CPS and Counsel; 

5 clear summary of the relevant points that the decision not 
to prosecute was based on and copies of any evidence / 
documents used in that decision making process, i.e. key 
victim and witness statements; and 
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6 summary of and supporting documents of any pre-existing 
challenges, reviews, complaints about conduct or about 
investigative standards, and other legal or quasi-legal 
scrutiny which may be relevant to the panels 
consideration. 

Outcome of panel review 

Decision 
options 

The panel will: 

No Option 
1 advise the police to reinvestigate the case and refer the 

matter in due course to the CPS; 
2 advise the CPS to reconsider their original decision to take 

no further action; or 
3 confirm to the police or CPS that the original decision to 

take no further action is correct and stands. 
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Safeguarding children and young people 

Part three – Information and toolkit 

A.D.V.O.K.A.T.E.

Information When obtaining a full description of the suspect, you should 
remember: 

A Amount or length of time the witness and the suspect 
under observation 

D Distance between the witness and the suspect during the 
observation 

V Visibility conditions during the observation 
O Obstructions to the observations, whether they were 

temporarily inhabited the observation 
K Whether the suspect is known to the witness in any way 
A Any particular reason the witness had the suspect under 

observation and the amount of time elapsed since the 
event 

T Time the witness had the suspect under observation and 
the amount of time elapsed since the event 

E Errors in the description provided by the witness compared 
with the suspect's actual appearance 

National Child Sexual Abuse Review Panel 

Flowchart 

Process This process (amended 06/06/2014) allows a complainant to request a 
review of a decision either by the police or CPS made on or before the 
05/06/13 (for requests for review of police decision from 05/06/13 
onward – see below) not to prosecute regarding an allegation of a 
sexual crime committed against an under 18 year old. 

The complainant can approach either the police or panel (made up of 
senior police/ CPS / independent reps).  In circumstances where the 
complainant is still a child, particularly vulnerable or lacking in 
capacity, then a third party acting in the best interests of the 
complainant can make a referral to the panel/police on their behalf. 

A flowchart of the process is on the next page: 
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10 working days 

Request for review of investigation 
received from victim or third party 

(meets criteria for review) 

Initial referral 
received by panel 

Initial referral received at the District 
Safeguarding Unit.  Detective inspector (DI) 

informs SCGU, HQ 

Any police 
officer or 

police staff 

District Safeguarding Unit DI 
forwards criteria from List 1 
information to secretariat  

(copy to SCGU, HQ) 
Panel refers to 

WYP 

District

SCGU, HQ

Notification to PNC Cell by District 
Safeguarding Unit DI to stop 

fingerprints/DNA/photo being deleted 
SCGU, HQ records 
details of referral 

Detective Chief Inspector (DCI), 
SCGU, HQ informs ACC 

District Safeguarding Unit DCI reviews the case papers 
and makes decision to re-investigate or not, in 

conjunction with CPS 

District Safeguarding Unit DI updates SCGU HQ of 
decision 

To be re-investigated 
(district Child SGU DI 

updates victim or third party 
and informs Disclosure Unit 

that case being re-
considered) 

Consideration of 
training and/or 

discipline issues to 
be addressed by 

district 

CPS to revisit (district 
Child SGU DI updates 

victim or third party and 
informs Disclosure Unit 

that case being re-
considered) 

Not to be re-
investigated (district 

Child SGU DI updates 
victim or third party) 

District SGU DI informs 
panel secretariat if 

increase in time limit 
required

District SGU DI to 
ensure List 2 is 

covered and informs 
national panel (copy to 

SCGU HQ) 

District SGU DI 
informs panel 
secretariat if 

increase in time limit 
required 

District completes re-investigation 
work and informs SCGU HQ 

File to CPS File NFA 

SCGU HQ informs the 
National Child Sexual 

Offences Review Panel 

District SGU DI 
informs SCGU HQ 

of result 

District Child SGU 
DI updates victim 

or third party 
SCGU HQ 

record outcome 

10 working days (20 working days in total) 
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Safeguarding children and young people 
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