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About ITS 
ITS have been in the business of providing training courses for the public and private sector since the last century.  We pride ourselves on 
producing top quality training courses and delivering them in a way that you like.  In addition to our well known courses in investigation, we 
run a full selection of investigation and personal development training, as well as offering course design, team building and executive 
coaching packages. 
 

Some things you might not know about ITS courses 

 The price you see is the price you pay – no travel and subsistence costs added on, nothing extra for materials.  Try asking some other 
trainers what their true costs are! 

 There is unlimited after-care.  If you want advice from us a week, a month or even years after the event, just get in touch – there’s no 
charge, it’s all part of the service. 

 We’ve got two administrators in the office, which means you can talk to someone about your training, or get advice, from 9 to 5, 
Monday to Friday.  In urgent cases, you can normally get hold of Mike on his mobile (07905 275 656) between 8 and 6.   

 We’ve all done the job, in non-arrest situations, so we all know (for example) how PACE applies when there’s no custody officer to hand. 
 

How to create an ITS training course 
Start with an idea (probably from a client – after all, they’re the ones at the sharp end) and spend a day or so researching the idea with 
colleagues and others in the industry, to see if a training course is the best solution.  (Sometimes it’s not – maybe a briefing or a mail-out 
would be better.)  If the answer is yes, spend about another day pulling together everything you can find on the subject and sifting out the 
rubbish.  Try not to get too frustrated at internet search engines that keep sending you to on-line pharmacies and link farms. 

Now write a course plan – decide on exactly the best order in which to set out the material.  Consider how tricky each piece of information 
might be to retain and decide on the most appropriate method of delivery for each section.  Run the plan past your colleagues, and past a 
couple of investigators.  Make significant changes.  Drink coffee and eat cake for energy.  Come up with mnemonic acronyms, and silly 
rhymes that might help the memory.  Giggle to yourself over the rude one.  Drink more coffee and rewrite it to keep it clean. 

Make coffee for everyone in the office (you might need their assistance later) before starting to plan your handouts.  Try to slip in a couple of 
spelling mistakes at this stage – it gives the proof reader* something to do.  Make sure that you’ve included all the information that delegates 
need.  Realise that four of the pages have slipped over onto the next page.  Swear, drink more coffee, and fiddle with layout and font sizes 
until you can’t see straight any more.  This stage might take a couple of days or so.  Never mind, the caffeine will keep you going. 

Now write a trainer’s brief (more coffee?) and do your best to include all the questions that delegates will ask.  This is another good time to 
canvass opinion.  Your colleagues will tell you all the awkward questions that they can come up with, except one .  Finish off by making up 
flip-charts, laminates, and other aids that will help the delegates.  More coffee.   

Now dry-run the course.  At this stage, colleagues will ambush you with the question that they failed to mention earlier.  Sulk a bit, until 
someone makes you coffee.  Take feedback, make changes … now all that’s left is to accredit the course, write and QA some tests, produce 
feedback sheets, get it all proof read … 
   

And finally … 
Our training is developed for you.  That means you have to tell us what you like, what you’d like changed, what courses you need ... so 
please get in touch.   

© ITS Training (UK) Ltd. 2011 
 

 
 
 
 
… or possibly longer if he forgets to switch it off… 
* Previously bribed with coffee.  Try adding a Belgian bun if she says she’s busy. 
 That’ll be ten pence in the swear box please! 

 Keep reading – we’ll get to that. 
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Vulnerabilities are on the Horizon

Chris Norris 
ITS Training

Disclosure

R v Allen

Liam Allen knew he had exchanged messages with 
complainant, but lost his phone, requested disclosure 
from complainant’s phone, refused on grounds of 
content being personal and therefore not qualifying for 
disclosure. 

The phone contained disclosable material!

Recent History

Recent History

R v Woods & Marshall
In December 2019, the SFO charged two Serco senior officers 
with fraud, involving representations made to the Ministry of 
Justice to secure contracts. 

In April 2021, the trial Judge directed the jury to return verdicts 
of not guilty. 

A review of the SFO’s trial process had uncovered Disclosure 
failures – their review hadn’t included key material!
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(More) Recent History

R. v Akle & Anor
Records of emails, meetings, handwritten notes, 
engagement with third parties were incomplete, and hadn’t 
been recorded or stored in a way that could facilitate an 
effective Disclosure review.

Much of this material was critical to the investigation.

Some of it was Disclosable!

And…
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The Post Office Horizon investigation

The Subsequent Reviews…

Sir David Calvert-Smith Independent Review into the 
Serious Fraud Office’s handling of the Unaoil case.

Brian Altman KC Report on the Woods & Marshall case 
collapse. 

Further HMCPSI scrutiny into SFO case management, 
resourcing, and training.

© ITS Training (UK) Ltd. 2013-2019 6
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The Post Office Horizon Enquiry

Independent public statutory enquiry to gather a clear 
account of failings.

The final phase (7) examining current Post Office 
practice and procedure, and compensation.

Closing statements on 16th & 17th December.

“The Horizon IT Scandal is one of the greatest 
miscarriages of justice in our history”

Open letter to Postmasters

Home Office Independent Review of 
Disclosure

Focused on…

Legislative Framework CPIA Tests 

Technology & AI Defence Engagement 

Prosecution Engagement Training & Resources 

“The importance of disclosure must be embedded as an 
inextricable part of the criminal trial process”

Jonathan Fisher KC

Likely Timeframes

Home Office Independent Review :
Recommendations and final report published to 
Home Secretary this summer.

Post Office Horizon Enquiry :
Concludes in December, final report due next 
year. 
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Course Title Disclosure (CPIA) Training Duration Varies from 3hrs eLearning 

All these courses include delegate assessment, so that you can prove your competence! 

Outcome Content 

Basic 
Disclosure 
Rules 

 This CPIA training covers the essential knowledge required by all those involved in the 
investigation process.  The disclosure process doesn’t just start when the case ends, it is an 
integral part of the investigative process. 

 Every Investigation Officer and Officer in Charge (and, of course, those acting as disclosure 
officers) will want to undertake this short CPIA training module regularly, to make sure they 
keep up-to-date with the law, the Attorney General’s guidelines… 

Disclosure 
Officer 

 Sorting out what to disclose, when to disclose it, how to disclose it, when not to disclose it, 
who to disclose it to, what else to look for, how to show you’ve done it properly…That’s 
proper training for a disclosure officer! 

 Every Disclosure Officer is required to confirm that they are properly trained in the subject 
and when they last undertook training.  Make sure your CPIA Disclosure Officer training is 
up to date!  

 Everyone who acts as Disclosure Officer on either their own or others’ cases should 
undertake this training. 

Advanced 
Disclosure 
Officer 

 Everything we said about Disclosure Officers applies even more so to those who routinely 
deal with serious / multi-agency / large-scale investigations and to those nominated by their 
organisation as the disclosure specialist. 

 This course covers the issues most likely to be encountered in the more involved cases. 

Civil & 
Employment 
Disclosure 
Officer 

 All those – that is a Disclosure Officer, Investigation Officer or Officer in Charge – who carry 
out either stand-alone civil or dual / triple track investigations will want to understand the 
differences between civil / employment and criminal disclosure and the complexities of 
carrying out civil disclosure alongside employment investigations, and / or alongside criminal 
investigations. 

Disclosure and 
Case File 
Manager 

 Disclosure isn’t, as you know, a standalone process – it needs to be integrated into the 
actions of the investigation team and then monitored, to ensure that errors are picked up 
and rectified. 

 The National File Standard process requires that second signature – a second pair of eyes 
to review prosecution submissions before they are authorised or passed to the legal team. 

 The CPS Director’s Charging Guidelines sets out the requirement for authorising managers 
to ensure disclosure reviews have been carried out effectively, and understand the impact of 
any disclosure considerations on the admissibility and effectiveness of evidence in the case. 

 This course is designed for all those with management / supervisory responsibility for any 
Disclosure Officer and anyone who authorises prosecutions or approves and certifies cases 
to be passed to the prosecutor. 

Book this course now : 

To book this event 
Call Mike or Jill now on : 0330 022 8262 
e-mail : bookings@its-training-uk.com 
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Meanwhile… Mounting Pressure

We’re now seeing defence applications for 
individual Disclosure Officer training records, 
and national press FOI requests for 
corporate training materials and records.

And Next Year…

Very likely further reform to our existing  
CPIA Disclosure regime.

Widening scrutiny across the public sector 
and law enforcement – your organisation’s 
ability to apply The Regime to the required 
standard.

So Where are We Going Wrong?

 Common law for the last few hundred years.

 Statutory requirement over the last 28 years.

 Code, Guidance, Manuals.

 …and a multitude of appeals and reviews with 
comprehensive recommendations.

© ITS Training (UK) Ltd. 2013-2019 12
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It Isn’t Just about Disclosure…

Leadership and Culture
Management and Systems
Standards and Supervision

Training

Leadership and Culture

 Standards – recognition and reinforcement.
 Critical functions – commitment to properly resource. 
 Stakeholders – effective & accessible legal functions.
 Organisational accountability – willingness to accept 

and learn from mistakes. 
 Quality assurance – supporting external scrutiny.

“The chief officer..shall ensure that disclosure officers..have sufficient 
skills and authority.. to discharge their functions effectively”

CPIA Code of Practice 3.3

Management and Systems

 Policy – Disclosure, investigation, 
prosecution...clearly setting out your 
organisations’ commitment to the standards.

 Procedures & Processes – everyone needs to 
know what is consistently required. 

 Robust systems – capturing, storing, retrieving 
and reviewing material. Recording decisions and 
actions.
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Standards and Supervision

 Supervising officers MUST make sure the AG’s 
Guidelines are followed through effective  
supervision of investigations, disclosure reviews, and 
prosecution case submissions.

 All investigators and Disclosure Officers need to 
know what is CONSISTENTLY required.

“The conduct of an investigation provides the foundation 
for the entire case”

The Attorney General

Training.  Do Your Processes…

 Identify and record role specific training need 
through skills mapping.

 Consolidate and embed post-course learning.
 Monitor and evidence continued professional 

development.
 Support a cycle of continued professional 

education.

Training

 Disclosure requires annual role specific training 
(skill) and continued application (experience).

 Can your organisation evidence this?

“Investigators and disclosure officers should be deployed 
on cases which are commensurate with their training, skills 
and experience”

The Attorney General
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Course Title National File Standard Duration One Day Case Disposal 

Aim 

An investigator’s job is to investigate, but it is also to present the facts after their investigation so 
that action can be taken.  This course is about what you’ll do when you finish your investigations 
and how to make sure that you prepare the case appropriately for court – and by ‘appropriately’ 
we mean DON’T make a full file up if they’re going to plead guilty! 

Book on this course and get an in-depth knowledge of how to complete a prosecution file for 
court using the MG system.  Make sure that you’re putting together the right materials and that 
you’re doing it in the right way. 

Prerequisites A knowledge of investigation. 

NB :  This course forms part of a Professional Qualification and includes delegate assessment during the course. 
You will be required to complete both pre-course and post-course work.  

Outcome Content 

Review a case to ensure that the evidence 
and the public interest tests are satisfied and 
to determine the likely type of case file 
required. 

 Should we prosecute? (the Public Interest Test) 
 Evidence required – quality and quantity (the Evidence Test) 
 Determining if a Guilty Plea is likely  
 The National File Standard options 
 Selecting the file to build 
 Reporting the disposal decision 

Prepare a GAP file for use in conviction / 
sentencing appearances at the Magistrates’ 
Court. 

 The contents of an Anticipated Guilty Plea (GAP) file  
 Statements that must be included 
 The case summary and the MG5 
 Confidential Information and the MG6 
 Previous Convictions, TIC Schedules and compensation 
 Other optional MG forms  

Prepare an N-GAP file for use in preliminary 
hearings at the Magistrates’ Court. 

 The contents of an Anticipated Not Guilty Plea  (N-GAP) file  
 Preparing officer statements 
 Streamlined Disclosure Certificate 
 Witness lists and dates to avoid (MG9 & MG10) 
 The evidence list (MG12) 
 The remaining MG forms 

Prepare a full file for use in a trial. 

 The contents of a trial file  
 The MG15 
 Disclosure and the MG6 series 
 Continuity, corroboration and procedural statements 
 TIC Schedules and compensation 
 Ongoing duty to review unused material 

Book this course now : 

Cost Price Code B 

To book this event 
Call us now on 0330 022 8262  or 

eMail Jill on bookings@its-training-uk.com 
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Continued Failure Means…

 For innocent defendants – devastating 
consequences, think about the Post Office!

 For victims – guilty defendants avoiding justice.

 For your team – close scrutiny of all past cases. 

 For the CJ system – we lose the warehouse keys, a 
loss of control over the process.

Are You Ready For Scrutiny?

This is something we must ALL 
get right, to avoid bringing ALL 

investigators into disrepute!

 NIOG is open to all those involved in investigation and 
enforcement in the UK.  

 The site has a forum for discussions and advice and there 
are regular virtual conferences.

 NIOG is administered by ITS and run by a group of 
investigation and enforcement experts.

 It’s free to join.

To find out more, simply visit www.NIOG.org.uk and register!
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Further Information 
 
If you’d like to find out more about this subject or any of the courses we offer, then 
please : 
 

 Speak to the presenter 
 

 Email jill@its-training-uk.com 
 

 Visit www.its-training-uk.com 
 

 Call us on 0330 022 8262 
 
 
 
 
About NIOG 
 
 

 

NIOG – The National Investigation Officers’ Group is 
open to all those involved in investigation and 
enforcement in the UK.  The site has a forum for 
discussions and advice and we are involved in running 
both online and live conferences. 
NIOG is administered by ITS and run by a group of 
investigation and enforcement experts. 
To find out more, why not visit NIOG.org.uk and 
register as a member. 

 
 



Well done for reading this far (unless the event is still going on in which case, 
stop messing around and pay attention!) 
   

Once you’ve finished this course, you might like to carry on and get a 
Professional Qualification (PQ) or spend a bit more time on improving your 
interviewing. 
 

If the PQ sounds fun, have a look here : 
http://www.its-training-uk.com/index.php/quals/qualsinvestigations/  
 

If you’d like a great interviewing course, visit this page : 
www.its-training-uk.com/InformationSheets/Psychology%20of%20Interviewing.pdf   
 

If you ever need a bit of advice, email me :   
auntie@its-training-uk.com  
 

…and thanks for choosing    

 
 
 
 

    - we know you’ve got a choice and we’re grateful that, 
this time, it was us! 
 
Auntie 

 


