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STANDARD REQUEST FORM FOR DISCLOSURE OF NCA INFORMATION FROM LOCAL AUTHORITIES

NCA information is provided on the strict understanding that it is provided  for the purpose of these proceedings, and will only be disclosed to those involved in the proceedings. The NCA’s consent must be obtained prior to disclosing NCA information any further.  
The NCA Central Disclosure Unit will act as the initial point of contact for all requests for disclosure of NCA information from local authorities or private parties. In order to avoid duplication, delays and unnecessary use of NCA resources requests should only be submitted to the address listed below. If you have submitted your request to another location within the NCA or have been provided with disclosure from another unit, please clearly detail this on the SRF as failure to do so may result in a delay in processing your request.

	ADVANCE NOTICE OF REQUEST FOR INFORMATION

	Requestor:
	

	Contact Name:
	

	Department / Organisation:
	

	Contact Telephone Number:
	

	Fax:
	

	Email Address:
	

	

	Date Submitted:
	

	

	Case Proceeding at:
(If underway)
	

	High Court/ County Court / Family Proceedings
	

	Family Proceedings  (eg. care, residence, contact, injunction etc.):


	

	

	Case Number:
	

	

	Next hearing date listed for:
	

	

	Information required by:
(Date)
	


Advance notice of family proceedings and any request for information should be made as soon as possible. PLEASE NOTE A MINIMUM OF 20 WORKING DAYS IS REQUIRED FOR COMPLETION OF THIS DISCLOSURE REQUEST. Requests for historical criminal/family protection files, photographs and tape recorded interviews may take longer.
INFORMATION REQUIRED RELATES TO THE FOLLOWING PERSONS:
	Name(s) & Date of Birth of relevant Child(ren) or alleged victim(s)
	Relevant Addresses

	
	

	
	

	
	

	
	


	Name (alleged perpetrator):
	Name of other party / parent
[if applicable]:

	Dob:
	Dob:

	Address:
	Address:

	Previous addresses in last 2 years
	Previous addresses in last 2 years

	Relationship to child(ren)
	Relationship to child(ren)

	Outline of circumstances leading to proceedings and reason for request (to include incident dates where relevant):


	UNDERTAKING

  I have requested copies of all relevant materials (as listed above) in respect of proceedings relating to______________________________________________________ (Name of Applicant / Respondent)                                                   

I undertake that: 
1) I will ensure that the materials are always kept under secure conditions and not left unattended in vehicles or otherwise unprotected


2) I will ensure that surplus copies of the materials are destroyed at the conclusion of the case and only one copy is retained in the archived case papers.


3) I will not release the materials or supply copies of the materials to any other person, without the NCA’s consent, except:

a. The Court

b. The social workers involved with the child / children

c.    Barristers instructed by me / the court

d. Guardians / Experts instructed by me

e. Others – under the instructions of the Court 

When the information is released, the receiving party shall be required to sign a form of undertaking containing the same terms as this undertaking.  I will keep a written record of any person to whom the information is released (under section 3).

4) I will not under any circumstances provide a copy of the materials supplied for retention by my clients

        Dated  ________________

        Signature of Solicitor ____________________________________ 

        Please ensure the undertaking is signed by the solicitor in person




Please note: Upon receipt of this application the searches will be completed and the material forwarded within 20 working days. In the unlikely situation that a delay occurs you shall be notified in good time.
Where third party information is contained within the information requested, the NCA may wish to obtain consent prior to the disclosure. In such cases, it may not be possible to respond within the target time.
Return to:

Central Disclosure Unit

National Crime Agency

Email: Central.DisclosureUnit@nca.x.gsi.gov.uk 
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