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Policy Statement 

Summary West Yorkshire Police (WYP) recognise that Out-of-Court Disposals (OoCDs) 
allow the police to deal effectively and proportionately with low-level, often 
first-time, offending where the Public Interest is better served by providing a 
reparative solution for the victim. OoCDs provide the opportunity to address 
the offending behaviour of the offender and this could more appropriately 
be resolved without a prosecution at court. 

The aims of this policy are to define: 
• The range of Out of Court Disposals available;
• The circumstances under which each disposal may be appropriate;
• The circumstances under which each disposal is restricted;
• The level of authorisation required in order to determine suitability of each

disposal; and
• The procedure for issuing each disposal.

Scope This policy applies to all police officers and police staff. 

Abbreviations CR - Community Resolution
CC - Adult Conditional Caution
YCC - Youth Conditional Caution
OoCD - Out of Court Disposal
OEL - Occurrence Enquiry Log (on Niche)
DPP - Director of Public Prosecutions
OIC - Officer in Case

Principles 

General • It is recognised that Court will always be the right place for serious and
contested cases, as well as persistent offenders, and the public have the
right to expect that serious cases will be heard before court. However, it
would be disproportionate for all low-level offences to be dealt with at
court and would only introduce delay.

• There will be occasions when it will not be in the public interest to
prosecute an offender for what appears to be a serious offence or for a
minor offence which may not be their first, and an out-of-court disposal
may be considered. If this is the case, regard must be had to the relevant
guidance.

• It is important that the seriousness of the offence and any previous
criminal history of the offender are taken into account in order to
determine whether an out-of-court disposal is an appropriate response.
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• West Yorkshire Police Criminal Justice Unit promotes the appropriate use
of OoCDs through training, monitoring and feedback to individual officers
and their supervisors.

• Out of Court disposals are regularly monitored for appropriateness and
suitability, both through internal audit by the Criminal Justice Unit and
externally by an independent Scrutiny Panel, which sits quarterly.

• All officers and staff are required to be familiar with this policy and the
supporting information, when considering any OoCD and when prosecuting
a case to court.

• To assist practitioners in deciding which disposal may be appropriate in a
particular case, a framework on out-of-court disposals is provided in the
supporting information document.

Criteria 

Principles • There are three terms utilised in consideration of Out of Court Disposals.
 Suitability – in respect of the offence severity and victim expectation; 
 Eligibility  – in respect of the offender demeanour and previous 

offending history; 
 Appropriateness – is based on suitability, eligibility and proportionality 

to the overall circumstances of the case. 
• West Yorkshire Police will determine suitability for an OoCD in

consideration of:
 The victim’s expectation in respect of the resolution of the incident; 
 The severity of the offence, allowing for aggravating or mitigating factors; 

and 
 Certain situations specified as unsuitable in the supporting document. 

• Suitability is an inclusive consideration – that is the criteria must be
satisfied in order to include the case for consideration of an OoCD.

• West Yorkshire Police will determine eligibility by considering:
 The demeanour of the suspect; and 
 The offending history of the suspect. 

• Eligibility is an exclusive consideration that is all suspects are considered
eligible unless their demeanour or previous history exclude them from
such consideration.

• WYP will determine appropriateness by considering; suitability, eligibility
and the proportionality of the conditions utilised on a case by case basis.

• This OoCD policy contains TWO separate frameworks:
 One for Adult offenders – aged 18 or over; and 
 One for Youth offenders – aged 17 and under. 

• The framework to be utilised is determined by the age of the offender
when the disposal is issued, not the age of the offender when the offence
was committed.
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Disposals 

Principles • The West Yorkshire Police framework contains two Adult Disposals and
three Youth Disposals (known as the Two Tier Framework).

• However, where an adult offender is being dealt with who lives outside the
Force area, a modified version of the National Model may be utilised under
certain circumstances.

• For Adult OoCDs there is:
 Community Resolution; and 
 Conditional Caution. 

• For Youth OoCDs there is:
 Community Resolution; 
 Youth Caution; and 
 Youth Conditional Caution. 

• Each disposal has its own document reference; the documents are:
 Adult/Youth Community Resolution - Form CID23 - 3 part NCR;           
 Adult/Youth Conditional Caution - Form MG14 - Available on Niche. 
 Youth Caution - Form Pros16 - Available on Niche. 

Disposal Explanation 
Adult Community Resolution A Community Resolution is an informal 

disposal, constituting an agreement 
between the suspect and the victim that a 
given course of action will be sufficient to 
deal with the incident. The role of the police 
is as facilitator to document the agreement.  

Youth Community Resolution Youth Community Resolutions are the same 
as an Adult CR with the addition of a 
condition in which the offender agrees to be 
contacted by the YOT in order to determine 
whether an assessment is required and to 
comply with the assessment if so 
determined. 

Adult Conditional Caution A Conditional Caution is a formal disposal, 
recorded on PNC and forms part of the 
subject’s criminal record. A Conditional 
Caution MUST be offered in all suitable 
cases and offenders may be prosecuted if 
they fail to comply with the conditions 
imposed. 

Youth Conditional Caution A Youth Conditional Caution is the same as 
an Adult Conditional Caution except: 
 The conditions must be discussed and 

agreed with YOT. 
 The list of suitable offences is wider. 

Youth Caution A Youth Caution is a formal disposal, 
recorded on PNC and forms part of the 
subject’s criminal record. Youth Cautions do 
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not contain conditions but offenders must 
be referred to YOT using the current referral 
procedure.  

Community Resolution 

Principles • A Community Resolution is a way of dealing with an offender
proportionate to lower level crime. They may be offered when the
offender admits involvement in an offence or anti-social behaviour
incident, and in most cases where the victim has agreed that they do not
want more formal action taken.

• A Community Resolution must contain at least one condition.
• The decision that a Community Resolution is an appropriate disposal may

be made by a:
 Warranted Police Officer of any rank, or 
 Special Constable, or  
 Police Community Support Officer for certain offences as designated by 

the Chief Constable – these offences are listed in the PCSO policy. 
• In order for a Community Resolution to be appropriate:
 It must be clear that an incident has occurred;  
 There is a reasonable suspicion that the offender is responsible; 
 The Victim should be in agreement with the disposal; and 
 The Offence must be either: 
 low level and summary only;
 Theft from Shop (under £200); or
 Possess Cannabis; and

 The Offender must admit responsibility, be capable of understanding the
process, consent to the disposal and agree to complete the conditions it
contains; and

 The officer must reasonably believe the offender will comply with the
conditions.

• A CR will NEVER be an appropriate disposal for any Indictable-only offence,
Firearms offence or offensive weapons or bladed article offence.

• A CR will NOT be appropriate for any assault where injury has been caused.
• A list of exceptions for certain offence types is available in the supporting

information.
• Community Resolutions are intended for first time or low level offending

and are not generally appropriate for repeat offending of similar types.
• Where a number of related offences are under consideration, a CR may be

utilised for more than one offence provided they happened as part of the
same incident and the scale of overall offending remains appropriately
minor.

• Conditions attached to a Community Resolution will generally be low
impact but must contain a date by which the condition will expire.

• At the point the Community Resolution is administered the officer must
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 Confirm the offender admits responsibility for the offence;  
 Explain the implications of receiving a CR to the offender; and 
 Complete the relevant CID23, Community Resolution form.  

• A Community Resolution may be issued at any location, and is particularly
suitable for issue away from the police station. However, before issuing
the officer must check the offender’s identity and offending history to
ensure eligibility.

• The conditions attached to a Community Resolution are voluntary,
however the OIC must check for and record compliance in order to
maintain public confidence.

• Whilst failure to comply is unlikely to lead to a prosecution, it may do so in
exceptional circumstances and the offender must be made aware of the
possibility.

• Community Resolutions do no come under the scope of the Rehabilitation
of Offenders Act 1974 Act, however they are retained on local police
systems and may be disclosed as part of an enhanced DBS check.

Youth Community Resolution 

Additional 
Considerations 

• For a Youth Community Resolution the above principles apply, but are
modified as detailed below.

• A CR may be available for assaults where only minor injury has been
caused.

• For a first ever offence the decision to issue a Community Resolution may
be made by the officer in the case – or relevant supervisor for qualifying
offences.

• Youth offenders who have received a police disposal of any type for any
previous offence MUST be referred to YOT.

• In order for a Community Resolution to be appropriate, a relevant
Appropriate Adult must be present when the disposal is administered.

• At the point the Community Resolution is administered an officer will need
to:
 Explain the process to the Appropriate Adult; and 
 Explain the implications of receiving a CR to the Appropriate Adult. 

• The Appropriate Adult must also sign the CID23 Community Resolution
form.

Conditional Caution 

Principles • A Conditional Caution is a statutory disposal, available for a wide range of
offences where the public interest does not warrant prosecution. There
are defined restrictions on use where the offence is either:
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 Indictable only; 
 Domestic related; 
 A Hate offence; or 
 An either way offence in Annex A of DPP guidance. 

• If the offender is a “relevant foreign offender” – that is someone without
permission to enter or remain in the UK - conditions can be offered with
the object of effecting departure from, and preventing return to, the UK.
The United Kingdom Border Agency (UKBA) will advise on an offender’s
immigration status.

• The decision that a Conditional Caution is appropriate may be made by:
 A warranted Police Officer of at least the rank of Sergeant, 
 In certain circumstances an enhanced authority from an officer of at least 

the rank of Inspector may be required. 
• Indictable only and some either way offences must be referred to CPS with

a recommendation for a Conditional Caution, where appropriate.
• If CPS advise a Conditional Caution is suitable, they must specify the

conditions to be attached.
• In order for a Conditional Caution to be appropriate:
 It must be clear that an offence has been committed and there is

sufficient evidence for a realistic prospect of conviction; 
 The offence must not be listed as excluded; 
 It must be in the public interest to Caution the offender rather than 

prosecute; and 
 The offender must admit the offence, and: 
 Be capable of understanding the process;
 Consent to receive the disposal; and
 Agree to complete the conditions it contains.

• Such cases which would be suitable for a CC must be referred to CPS on an
MG3 for advice on the appropriateness of, and conditions to include with,
a Conditional Caution.

• All conditions specified as part of a Conditional Caution must:
 Take account of the expectation of the victim; and/or 
 Provide a means to safeguard the victim and the community; and/or 
 Address the root cause(s) of the offending behaviour. 

or, in the absence of the above, provide a punitive fine. 
• ALL Female offenders must be referred to a relevant female support

agency.
• All Conditional Cautions must be administered to the offender in person,

by an officer of at least the rank of sergeant.
• At the point the Conditional Caution is administered the officer will

explain:
 The Conditional Caution process and implications to the recipient; 
 The Conditional Caution may be disclosed as part of a Criminal Record 

check; 
 Confirm the offender admits the offence; and 
 The consequences and procedures for failing to comply with the 

Conditional Caution. 
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• A Conditional Caution must be issued at a suitable location, generally a
Police Station, Town Hall or Solicitors office. It will never be appropriate to
issue a Conditional Caution on the street or in a public place.

• The Conditions attached to a Conditional Caution are mandatory, any non-
compliance may result in the offender being prosecuted for the original
offence.

• If the conditions are not complied with or where the offender withdraws,
the case will be reviewed by a Sergeant and one of four possible courses of
action may be taken.

• The disposal is spent after the conditions have been met, but may be
disclosed as part of a DBS check, if the offender applies for work in certain
occupations. Conditional Cautions are shown on the pre-conviction report
in subsequent criminal proceedings.

Youth Conditional Caution 

Additional 
Considerations 

• For a Youth Conditional Caution the above principles apply, but are
modified as detailed below.

• For a first offence the Sergeant must contact YOT to discuss the disposal,
YOT may offer advice but cannot insist that a YCC should not be issued.

• Offenders who have received a police disposal of any type for any
previous offence MUST be referred to YOT, who will then discuss the
appropriate disposal with the OIC.

• A Youth Conditional Caution may be considered for knife and weapons
offences where the suspect is aged 15 or under if:
 It is a first offence, and 
 The offence is simple possession. 

• The responsibility for setting conditions is divided:
 Rehabilitative conditions must be specified by YOT following an 

assessment. 
 Reparative or Exclusion conditions will be requested by the OIC, taking 

into account the victim’s wishes. 
• A Youth Conditional Caution may be issued by any officer of at least the

rank of Sergeant, or by a suitably Youth trained officer of any rank.  An
Appropriate Adult must be present when the disposal is administered.

• At the point the Conditional Caution is administered an officer will need to
 Explain the process to the Appropriate Adult; and 
 Explain the implications of receiving a CC to the Appropriate Adult 

• The Appropriate Adult must also sign the MG14 form.
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Youth Caution 

Principles • A Youth Caution is a statutory disposal intended for utilisation where the
public interest does not warrant an appearance at court.

• The decision that a Youth Caution is an appropriate disposal for a first
offence only may be determined by:
 A warranted Police Officer of at least the rank of Sergeant, or 
 A Youth Trained officer of any rank, and 
 In certain circumstances an enhanced authority from an officer of at least 

the rank of Inspector may be required.  
• ALL Youth Cautions issued for a first offence must be notified to YOT,

within 24 hours of the disposal being issued.
• Offenders who have received a police disposal of any type for any

previous offence MUST be referred to YOT, who will then discuss the
appropriate disposal with the OIC.

• In order for a Youth Caution to be appropriate:
 It must be clear that an offence has been committed; 
 there must be sufficient evidence for a realistic prospect of conviction; 
 The young person must admit the offence; 
 It must be in the public interest to Caution the offender rather than 

prosecute to court; and 
 The officer does not consider that a Youth Conditional Caution is 

appropriate. 
• A Youth Caution will never be appropriate for:
 Indictable only offences; 
 Firearms offences;  
 Bladed article offences; or  
 Offensive weapons offences. 

• A Youth Caution may be issued by any officer of at least the rank of
sergeant, or by a suitably Youth Trained officer of any rank. An Appropriate
Adult must be present when the disposal is administered.

• There is no requirement for the offender to consent to the disposal, it may
be imposed upon them. A Youth Caution is the only OoCD where this is
permitted.

• At the point the Youth Caution is administered an officer will need to:
 Explain the process to the Appropriate Adult; and 
 Explain the implications of receiving a YC to the Appropriate Adult 

• The Appropriate Adult must also sign the Pros16 Youth Caution form.
• A Youth Caution may be delivered at a Police Station or local YOS offices.

The officer must be in full uniform when the disposal is issued.
• A Youth Caution is considered spent the moment it is issued and would not

therefore be required to be disclosed in job or insurance applications,
however they may be disclosed under an enhanced DBS check where the
employer is exempt under the Rehabilitation of Offenders Act 1974 Act.

• Youth Cautions are recorded on the pre-conviction report for
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consideration in subsequent criminal proceedings. 

Other Adult OoCDs 

Information • There are two further OoCDs which may be used in certain strictly defined
circumstances and provided extensive rationale is provided. The two
disposals are:
 Adult Simple Caution  
 Penalty Notice for Disorder 

• These are only available to offenders residing outside the Force area and
only under certain restrictions as detailed in the supporting document.

• Students from outside the Force area, but living temporarily in West
Yorkshire whilst at University are considered to be residing in Force and
subject to the Two-Tier framework.

• Note that cannabis warnings and Street Warnings for prostitution no
longer exist and must not be utilised in West Yorkshire.

Biometrics 

Principles • Biometrics are obtainable as shown below:
 Adult/Youth Community Resolution - No power to obtain  
 Adult/Youth Conditional Caution - Power to obtain under PACE 
 Youth Caution -  Power to obtain under PACE 

• Offenders who have been arrested will have biometrics taken in custody.
Where the disposal determined is a Conditional Caution or Youth Caution
the biometrics will be retained. Where the disposal determined is a
Community Resolution the biometrics will be destroyed in line with the
procedure for an NFA disposal.

• Offenders who have been dealt with following a Voluntary Attendance
interview will only be required to provide biometrics if the disposal is a
Conditional Caution or Youth Caution.

• The only OoCD available for delivery ‘on the street’ or ‘in store’ is a
Community Resolution. Before issuing a CR to a suspect, it is vital the
officer positively verifies their identity and records the proof(s) on the OEL,
including all reference numbers.

• If the suspect has no or inappropriate ID, then an arrest MUST be made
in order to obtain biometrics and confirm identity.
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Responsibilities 

Contact Management Centre (CMC) Staff 

Responsibilities CMC staff are responsible for: 
• Providing the officer at the scene with accurate information in respect of

previous history of the suspect, this is important; and
• Ensuring that the OIC is informed at the first opportunity where the known

suspect is a Youth and that the suspect has received a previous disposal.

Attending Officer 

Responsibilities Attending officers are responsible for: 
• Identifying that an OoCD may be suitable;
• Confirming with the CMC any previous offending history; and
• Acting as decision maker if the appropriate OoCD may be determined by

an officer of their rank.

Where the appropriate disposal is such that it may be issued immediately 
(e.g. CR), please also see Issuing Officer responsibilities. 

Investigating Officer/Decision Maker/Issuing Officer/Custody 

Responsibilities It is accepted that a single person may fulfil more than one of the roles 
listed, therefore they are dealt with as a whole under this policy. 

Where a youth has a previous offending history, the decision for the disposal 
must be referred to YOT.  The correct disposal from the Custody Record will 
be: Youth Panel Decision – from the Youth OCD menu on the disposal tab. 
For Voluntary Attendees, VA Further Enquiries. 

The OIC The OIC is responsible for: 
• Identifying that an OoCD may be suitable at the earliest opportunity;
• Assessing offender eligibility based on previous offending history;
• Consulting an officer of the appropriate rank to obtain authorisation if

required;
• Discussing the OoCD with the offender to obtain consent to the disposal

and any conditions;
• Completing the disposal document, ready for issuance and signatures;
• Ensuring the disposal is recorded correctly on force IT systems;
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• Ensuring the offence and disposal on Niche matches the disposal
document signed by the offender;

• Ensuring the necessary biometrics have been obtained if required;
• Updating the involvement of the nominal on Niche to reflect the disposal

issued;
• Ensuring that any conditions listed have been completed;
• Liaising with such external agencies as may be involved to determine

compliance with those conditions;
• Initiating the non-compliance procedure where conditions are not

completed;
• Completing the relevant finalisation template including rationale for the

disposal;
• Where the disposal is a Conditional Caution, confirming that the conditions

have been completed; and
• In the event of non-compliance, including a rationale to justify the

resultant course of action taken.

The Decision 
Maker 

The Decision Maker is responsible for: 
• Advising on proportionate conditions;
• Authorising the disposal; and
• Writing rationale for the decision on the OEL.

The Issuing 
Officer 

The Issuing Officer is responsible for: 
• Ensuring the recipient is aware of all implications of accepting the disposal;
• Ensuring the recipient is aware of the conditions which are attached to the

disposal and agrees to complete them;
• Administering the disposal;
• Ensuring the disposal document is correctly completed and signed; and
• Scanning the signed disposal document onto the Reports tab on Niche.

The Custody 
Officer 

The Custody Officer (where the offender has been arrested) is responsible 
for: 
• Ensuring the disposal recorded on the custody record matches the signed

disposal document, including any conditions specified; and
• Obtaining the electronic signature on the custody record.

Supervisor 

Responsibilities The Supervisor is responsible for: 
• Dip sampling CR outcome requests to ensure appropriateness of the

disposal;
• Educating officers who issue CR disposals inappropriately;
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• Ensuring a signed document is scanned onto the occurrence;
• Checking that the offence and conditions listed on the document match

the offence and conditions listed on the electronic Niche disposal;
• Ensuring the involvement of each Suspect has been updated, including NFA

where an OCD was not issued;
• Verifying the OIC template and completing a supervisor finalisation

template;
• Sending a task to FCMU requesting finalisation;
• Dip sampling CR outcome requests to ensure appropriateness of the

disposal; and
• Educating officers who issue CR disposals inappropriately.

FCMU Staff/Evaluators 

Information • A crime outcome may only be claimed for an occurrence if:
 The crime outcome template has been fully completed, including

rationale; 
 A signed disposal document has been scanned onto the reports tab; 
 The VA/Custody record includes the same disposal and the correct 

offences are linked to it; 
 For Conditional Cautions, the conditions on the document and the 

VA/Custody record are the same; 
 The involvement of the nominal has been correctly updated to reflect the 

disposal issued; 
 For a CR, at least one condition has been set. 

Youth Offending Teams (YOT) 

Principles • For a Youth Offender who has previously received a positive disposal the
Youth Offending Team (YOT) will perform an assessment to determine the
appropriate disposal for the offender.

• Where the decision is taken by police to issue a YCC for the first positive
disposal, YOT will determine the appropriate rehabilitative conditions
before the disposal is issued.

• When making the referral to YOT the officer must define the offences to be
dealt with, based upon the evidence available and the admissions made. It
will never be appropriate for the decision in respect of the offence to be
made by the YOT team.

• YOT will ensure the referral contains full details of the offences to be dealt
with.  If full/clear offence details are not included the case will be returned
to the OIC.

• The purpose of the referral is to determine the most appropriate means of
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dealing with the offender within the terms of reference of this policy. 
• An escalation process is detailed in the supporting information document.

Scrutiny Panel 

Information • The purpose of the panel is to provide independent scrutiny and monitor
compliance with this policy. They meet on a quarterly basis.

• The Panel consists of representatives from:
 

 

 

 

 

 

 

 

 

The Crown Prosecution Service; 
Her Majesty’s Courts and Tribunal Service; 
The Probation Service; 
Witness Care Unit; 
The Local Criminal Justice Board, acting as facilitator; 
The Office of the Police and Crime Commissioner, acting as Chair; 
West Yorkshire Police; 
The Youth Offending Service; and 
A Youth Magistrate will represent HMCTS.

• The Panel is required to review all cases for appropriateness and
proportionality in line with this policy and the relevant legislation and
guidance.

• The panel has no power to demand a different OoCD be issued nor that
one be rescinded, but may advise or request such a review be considered.

• The police provide a list of all out of court disposals issued within a
reporting period, from which the LCJB representative selects 32 cases (16
Adult and 16 Youth) ensuring a cross section based on disposal type and
district.

• The Panel may request that a certain “theme” be considered.
• All positive and negative aspects of the panel are recorded and feedback is

given to officers and supervisors. Criminal Justice unit also monitor
feedback in order to ensure policy, guidance and training requirements are
maintained.

Referrals from CPS – Post Charge 

Principles • Where a case is returned from court for consideration of a Conditional
Caution, the referral is not an instruction. A case returned from court must
be re-examined on its merits to determine whether the charging decision
was in breach of DPP guidance.

• Where a case is referred from court for consideration of a Caution, then
that instruction will always be deemed to specify a Conditional Caution.

• DPP guidance clearly states (para 9.1) that it is the responsibility of CPS to
define the conditions to attach to any case returned for consideration of a
Conditional Caution. Where the court:
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 Fails to specify conditions; or   
 Returns the case for an unspecified “Caution”; then  
 The OIC will request that CPS specify conditions as required by DPP 

guidance para. 9.1; or 
 The OIC will inform CPS that West Yorkshire Police only issue Conditional 

Cautions and request conditions are specified as required by DPP 
Guidance. 

• The Decision Maker should only accept the referral if it can be shown that,
at the time the decision to prosecute was made, the circumstances were
such that a Conditional Caution should have been offered under that
guidance.

• The Decision Maker should reject any CPS advice where the circumstances
prior to charge would not have permitted a CC to be offered or considered.

• Certain offences have been determined by the Chief Constable as
unsuitable for the Police to determine a CC without prior reference to CPS.
These cases must be referred to CPS for a CC decision pre-charge. Where
the original advice was to prosecute, but the case is subsequently returned
from court, CPS must be advised that the prosecution was made at CPS
request and ask for details why it is now deemed suitable for a CC.
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Additional Information 

Compliance This policy complies with the following legislation and guidance: 
• Legal Aid, Sentencing and Punishment of Offenders Act 2012
• Criminal Justice Act 2003
• Crime and Disorder Act 1998 (as amended by the Criminal Justice and 

Immigration Act 2008)
• Rehabilitation of Offenders Act 1974
• Data Protection Act 2018
• APP Intelligence management
• APP Prosecution and case management
• ACPO Investigation, cautioning and charging knife crime guidance 2012
• ACPO Restorative justice guidelines and minimum standards 2012
• DPP Charging guidance
• Youth Gravity Matrix

Supporting 
Information 

The supporting information for this policy can be accessed. 

Further 
Information 

Further guidance in relation to this policy can be sought from: 
• Criminal Justice Department
• Criminal Justice Out of Court Disposals Intranet page.
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