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Disclosure Package Request and Costs
Parties Information from Court Order
[bookmark: Text1]Parties name – Applicant:      
[bookmark: Text2]Parties name – Respondent:      
[bookmark: Text3]Court reference:      
[bookmark: Text4]BCH reference:      

1b. Self-representing
I confirm that under Schedule 2, Part 1, Para.5 of the Data Protection Act 2018 (DPA), the provision of information meets one of the below conditions;
(a) is necessary for the purpose of, or in connection with, legal proceedings (including prospective legal proceedings), 
(b) is necessary for the purpose of obtaining legal advice, or 
 (c) is otherwise necessary for the purposes of establishing, exercising or defending legal rights,
[bookmark: Text5]Name:      
[bookmark: Text6]Signature:      
[bookmark: Text7]Date:      

Any person making a false declaration by completing this form may be guilty of a criminal offence. If found guilty may be liable to a fine or a term of imprisonment not exceeding six months or both.

2. Applicant to proceedings
Please provide details of the applicant to the proceedings.
[bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6][bookmark: Check7][bookmark: Text34]Applicant title: Mr |_| Mrs |_| Miss |_| Ms. |_| Other |_| (specify)      
[bookmark: Text8]ALL forename(s)/given name(s):      
[bookmark: Text9]Surname/family name:      
[bookmark: Check1][bookmark: Check2]Have you used or been known by any other names? Yes |_|   No |_|
If you have answered yes to the question above, please provide a list of all your previous names below, including maiden/married names, names prior to and after change by deed poll, and name at birth if different from the above. Failure to answer this question will delay your request and may limit search results. If you run out of space, please supply any additional information on a separate sheet.
[bookmark: Text10]Previous name(s):      
[bookmark: Text11]Date of birth (dd/mm/yyyy):      
[bookmark: Text12]Place of birth (village/town/county/country):      
[bookmark: Text13]Gender:      

CURRENT ADDRESS - this must be the physical address you reside at (not a PO Box), indicate dates of residence. This should match your ID document if self-representing.
[bookmark: Text14]Address and postcode:      
[bookmark: Text15]Date from (mm/yyyy):      

PREVIOUS ADDRESSES – if your request covers a period where you lived at other addresses, please indicate dates of residence and postcode for each address.
[bookmark: Text16]Previous address and postcode:      
[bookmark: Text17]Date from and to (mm/yyyy):      
3.  Respondent to proceedings
Please provide details of the respondent to the proceedings (if known).
[bookmark: Check8][bookmark: Check9][bookmark: Check10][bookmark: Check11][bookmark: Check12][bookmark: Text20]Respondent title: Mr |_| Mrs |_| Miss |_| Ms. |_| Other |_| (specify)      
[bookmark: Text18]ALL forename(s)/given name(s):      
[bookmark: Text19]Surname/family name:      
[bookmark: Check13][bookmark: Check14]Has the respondent used or been known by any other names?   Yes |_|   No |_|
If you have answered Yes to the question above, please provide a list of all their previous names below, including maiden/married names, names prior to and after change by deed poll, and name at birth if different from the above. Failure to answer this question will delay your request and may limit search results. If you run out of space, please supply any additional information on a separate sheet.
[bookmark: Text21]Previous name(s):      
[bookmark: Text22]Date of birth (dd/mm/yyyy):      
[bookmark: Text23]Place of birth (village/town/county/country):      
[bookmark: Text24]Gender:      

CURRENT ADDRESS - this must be the physical address the respondent resides at (not a PO Box), indicate dates of residence.
[bookmark: Text25]Address and postcode:      
[bookmark: Text26]Date from (mm/yyyy):      

PREVIOUS ADDRESSES – if your request covers a period where the respondent lived at other addresses, please indicate dates of residence and postcode for each address.
[bookmark: Text27]Previous address and postcode:      
[bookmark: Text28]Date from and to (mm/yyyy):      
[bookmark: Text29]Previous address and postcode:      
[bookmark: Text30]Date from and to (mm/yyyy):      


4. Children involved in proceedings
Please detail the full names of the children, date of birth, and relationship to the parties involved in the proceedings (if applicable).
[bookmark: Text31]Children:      


5. Type of disclosure requested
Private Court Order disclosure package tier (see below). This is subject to Court Order scope and appropriate payment received. A package tier must be selected if requiring disclosure of Information Types.
[bookmark: Check15]|_| Basic = £295
[bookmark: Check16]|_| Standard = £695
[bookmark: Check17]|_| Advanced = £895
[bookmark: Check18]|_| Advanced+ = £1295
IMPORTANT: Bedfordshire, Cambridgeshire and Hertfordshire Police requires payment in advance of work commencing on any Private Court disclosures. 
NOTES FOR CONSIDERATION:
If the Court Order contains direction for costs to be shared between parties, all parties must agree on the relevant disclosure package tier being selected before the application is submitted.
If you have concerns regarding non-payment by any party to proceedings, please raise this to the Family/Civil Court. It is your responsibility to ensure full payment is provided in a timely manner and the Information Rights department is informed via email when payment has been made. See guidance for Bedfordshire, Cambridgeshire and Hertfordshire Police’s Service Level Agreement and payment details.
The package tier must not exceed the Court Order direction. Any Media-based Information Types included within a paid package will not be provided if they are not specifically listed within the Court Order. Any Digital Evidence will be provided to the Court directly to ensure the secure viewing of any material. Please refer to the 2024 Family Court Protocol and Guidance for Digital Evidence requests. 
All packages include general anticipated research and disclosure production time. If an Information Type is included within a paid package and the Court Order direction, but not held on Bedfordshire, Cambridgeshire and Hertfordshire Police systems, refunds will not be provided.
If upon receipt of the disclosure, additional Information Types are required, you must liaise with the Information Rights team via email in the first instance. You must advise which disclosure package you wish to upgrade to and provide additional payment (providing the unique reference within the payment reference) covering the relevant package. The additional disclosure will then be given a further 20 working days to be produced from the date payment is received, unless the Court Order direction provides additional time, or the disclosure is considered complex.
Please see the Private Court Orders charging structures in a chart below.
	
	Private Court Orders Charging Structures (various)

	Information Type
	Basic 
£295
	Standard  
 £695
	Advanced  
£895
	Advanced+
£1295

	Incident report (Call Log)
	x
	x
	x
	x

	Investigation report
	x
	x
	x
	x

	PNC records
	x
	x
	x
	x

	Victim/Officer statement (MG11)
	x
	x
	x
	x

	Witness Statement (MG11)
	 
	x
	x
	x

	MG5 (Case Summary)
	 
	x
	x
	x

	Referral PP57
	 
	x
	x
	x

	Pocket Notebook entries (PNB)
	 
	x
	x
	x

	Custody record incl. MG4 (Charging/Bail Information)
	 
	x
	x
	x

	Interviews (Suspect)
	
	 
	x
	x

	ABE (Victim/Witness Interviews)
	
	 
	x
	x

	Photographs
	
	
	x
	x

	Exhibits (not provided by parties to proceedings)
	
	
	x
	x

	CCTV Supplied and Custody
	
	 
	x
	x

	Body Worn Video (BWV)
	 
	
	
	x




6. Payment
Bedfordshire, Cambridgeshire and Hertfordshire Police requires payment in advance of work commencing on any Private Court disclosures. Once payment has been received an intended disclosure date will then be issued. This will be set as standard of 20 working days from the date payment is received, unless the Court Order direction provides additional time, or the disclosure is considered complex.
All payments made must use the specific URL or reference provided upon acknowledgement. Payments made using incorrect references may not be processed.
Payments made to Bedfordshire, Cambridgeshire and Hertfordshire Police must be followed up with remittance advice sent via email to Legaldisclosure@beds.police.uk.
Bedfordshire, Cambridgeshire and Hertfordshire Police will accept payment by debit/credit card.
6.1 Card payment
Once the application form has been accepted, the URL link for payment with the appropriate reference will be sent by email. No disclosure will be made until payment has been received.


7. Declaration
The information I have supplied in this request is correct and accurate and is supplied for the purposes of Family/Civil Court proceedings only. 
Please sign below.
I have requested copies of all relevant materials (as listed above) in respect of proceedings relating to the above applicant/respondent.
· I undertake that, all materials supplied by Bedfordshire, Cambridgeshire and Hertfordshire Police are kept under secure conditions and not left unattended in vehicles or otherwise unprotected. All computer-based security or anti-virus/anti-malware software in place is up-to-date.
· I understand that any materials received from Bedfordshire, Cambridgeshire and Hertfordshire Police will be subject to UK GDPR regulations and have measures in place to protect the disclosed material. Please read the Information Commissioners Office (ICO) advice and measures (ICO guide to data security site ), and implement where necessary.
· I will ensure that surplus copies of materials are destroyed at the conclusion of the proceedings and only one copy is retained in the archived Court proceedings papers for the required retention period.
· I will not release material or supply copies of the materials supplied to any other person except the Court, Local Authority involved with the child/children, Barristers instructed by me/the Court, Guardians/Experts instructed by me/the Court, others – under the instruction of the Court
I will keep a copy of this undertaking and a written record of any persons to whom the information is released.

[bookmark: Text32]Signature:      

[bookmark: Text33]Date:      

Send the completed form via email to legaldisclosure@beds.police.uk


Should any advice or guidance be required in completing this application, please refer to the guidance document or contact legaldisclosure@beds.police.uk.
The information provided within the above form is used for the process of validating and processing this application. Please be aware that any information provided may be further processed for law enforcement purposes. For further information regarding policing purposes please refer to the Bedfordshire, Cambridgeshire and Hertfordshire Police registration with the Information Commissioner’s office. Information collected by Bedfordshire, Cambridgeshire and Hertfordshire Police as a result of this application will be kept securely for a period of seven years before being deleted. In exceptional circumstances that period may be extended. This decision will be reviewed annually. 
Please refer to the Bedfordshire, Cambridgeshire and Hertfordshire Police website for general details in regards to the Fair Processing Notice, Privacy Notice and Retention Policy and further rights under GDPR such as right to be informed, right to rectification, right to erasure/to be forgotten, right to restrict processing, right to data portability, right to object and rights in relation to automated decision making and profiling.
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