	FIRM NAME
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1


	Police Station
	Date
	UFN


	Client Number
	
	Matter Number
	

	Client Name 
	
	DSCC Number
	

	Offence(s)






	Date of Birth
	
	Marital Status
	

	Address
	

	
	
	Post code
	

	Telephone Numbers      Home
	
	Mobile
	

	Work
	
	Fax
	

	Nat Ins No
	
	Occupation

	Dependants including age 
and relationship with client
	

	Attendance Times

	Travel
	From

From
	To

To
	Total

Total

	Attendance on Client / Others
	From

From
	To

To
	Total

Total

	Interview
	From
	To
	Total

	Waiting
	From

From
	To

To
	Total

Total

	Mileage

	

	Source of Instructions/First Contact 
(delete where applicable) 

Duty Solicitor Telephone Referral / 

Client / 3rd Party
	Fee Earner

	
	Time

	First Client Contact (Phone)
	Fee Earner

	
	Time

	Time Agreed to Attend
	Time

	First Personal Contact
	Fee Earner

	
	Time

	Advice Call notes: (INCLUDING BOTH SUBSTANTIVE AND PROCEDURAL ADVICE)



	TIME:
	

	POLICE DISCLOSURE PRIOR TO INTERVIEW

	IS CLIENT:

	Attending Voluntarily

YES / NO
	Under Arrest?      YES / NO

Time of arrest:

Time detention authorised:

	Custody Record Reviewed YES / NO
	Number:

	Issues identified:


	

	Any relevant previous convictions  YES / NO

If YES record details:-


	Is client currently on bail  YES / NO

If YES record offence and bail conditions, etc:-

	Facts disclosed by Police (include information regarding searches / body samples / assessment of client’s fitness to be interviewed)



	Are you satisfied with the disclosure  Y / N (If NO record reasons and any representations made)


	Co-accused and Representatives  Y / N
	Conflict Y /N

	Name(s):                                                                      Representative(s):



	Any comments / significant statements made to Police prior to advisers arrival at police station
	YES / NO

	If yes, give details




	INSTRUCTIONS FROM CLIENT PRIOR TO INTERVIEW

	Social Worker / Probation Officer
	YES / NO

	Is client on any current medication
	YES / NO

	Is client a youth or vulnerable person
	YES / NO

	If yes, give details and details of Appropriate Adult, etc



	Medical Problems
	YES / NO

	If yes, give details



	Injuries
	YES / NO

	If yes, give details



	Client’s instructions / version of events (include information regarding potential alibi / witnesses / confirmation as to what has taken place since client’s arrival at Police Station)




	Advice (based on above instructions):

Procedural (Interview, Searches, Appropriate Adult, etc)



	Advice (based on above instructions):

Substantive (Elements of offence, possible defence(s), merits of defence)


	Advice (based on above instructions):

Tactical (answer questions Y/N, give alibi Y/N (if No what are the implications?)




	TIME:
	

	NOTES OF INTERVIEW

	START:                                                      FINISH:



	POST INTERVIEW ADVICE

	TIME:                                               



	TIME IF PRESENT:
	


	OUTCOME

	Charged and bailed to

	Date
	Time

	Detained for






Court



	

	Section 47 (3)

	Details



	Refused charge    Y/N
	Cautioned or Summoned   Y/N

	If cautioned or summoned advice given:-
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