GD 7 - AT12 Dispute Result Form Guidance


Aims and Purpose

The AF12 Dispute Result Form is used to record the outcome of a dispute and report the outcome to DBS. This document will assist you in the completion of the AF12; it details what is required in each section. Once completed and returned to DBS, information from this AT12 will be provided to the applicant to explain your decision and (if the raising party (RP) wishes to challenge further) the AT12 will be provided to the Independent Monitor.

How to complete the AF12 

AF12 Header

Please complete this section with the name of your force, the applicants name and both the Application Reference Number and Customer Reference Number that were provided to you on the AF14/15. If you are the Raising Party (RP) for this dispute please indicate this here.

Section 1
Only complete this section if some/all of the dispute relates to the PNC record. 

This section does not apply to information that is background/contextual to a PNC record and which you decided to disclose as Approved Information (dealt with at Section 2).

Examples of PNC disputes are:

· It is believed that the entire PNC record does not belong to the applicant

· an individual conviction/caution etc. within a record does not belong to the applicant

· an incorrect/incomplete sentence has been recorded

· the conviction/caution differs from that which it is believed the applicant has

1.1 Answer ‘Yes’ to this question if you agree with all of the raising parties dispute of the PNC record e.g.
· raising party claims that the entire PNC record belongs to someone else and, following review, you fully agree 

· raising party claims that some of the offence records/disposals are inaccurate or do not belong to the applicant. Following review, you fully agree 
Please record how you arrived at this decision at section 4.
1.2 Answer ‘Yes’ to this question if you agree with some, but not all, of the raising parties dispute of the PNC record e.g. 
· raising party disputes that one conviction has the incorrect date of sentence and another conviction does not belong to the applicant at all. Following review, you agree that the date is incorrect and can be amended but determine that the other conviction does belong to the applicant.
Please explain at Section 4 which elements that you had agreed with and why; as well as why you had rejected other elements of this dispute. A copy of this would be provided to applicant (if they are the raising party).
1.3 Answer ‘Yes’ to this question if you reject all of the raising parties’ dispute of the PNC record and you intend to make no change to PNC.
Please explain at Section 4 why you have rejected all elements of this dispute; a copy of this will be provided to the applicant (if they are the raising party).
1.4 Only answer ‘Yes’ if you have amended/will amend the PNC record so that a new correct certificate can be issued. If the answer is ‘No’ and PNC has not been/will not be amended, please record the reason why no amendments will be made in the space provided at Section 4 of the AT12.
1.5 Please indicate if you had decided to make any amendments that were not part of the original dispute. If upon review of the dispute you feel that something should be added to the original decision then you can indicate this here; please record the details of this change in section 4.
1.6 Please answer ‘Yes’/’No’, as applicable, to indicate whether Fingerprints were required to resolve this dispute.

1.7 Please record the correct PNCID(s) belonging to the applicant (where different to that indicated by DBS on the LPF search screen).

1.8 Please record the correct File Name(s) for the applicant, taken from the PNCID(s) recorded at 1.6 (where applicable).
1.9 Please record the correct File date(s) of birth from the PNCID(s) recorded at 1.7 (where applicable).

Please record your rationale/explanation for the information you have recorded through Section 1 in Section 4. This information will assist the DBS in knowing what decision has been made regarding the disputed certificate. 
Section 2

This Section is to be completed when any part of the dispute relates to the Approved Information disclosed at the discretion of the Chief Officer. 
Some examples of Approved Information disputes:

The raising party claims that
· disclosed information does not belong to the applicant
· disclosed information contains factual inaccuracies
· disclosed information is not relevant, complete, balanced or fair
· the reasons given for disclosure are unreasonable
2.1 Only answer ‘Yes’ to this question if you have overturned your forces original disclosure decision and are not disclosing any of the original Approved Information. 
In section 4 please provide details as to why this decision was reached – apply QAF MP7a and Chief Officer (AT3 Sect 4.2) considerations where appropriate.
2.2 Only answer ‘Yes’ to this question if you have agreed with all of the material challenges raised within the  dispute (all changes requested have been/will be made). Example:
· The raising party has raised three points relating to (a) age of complainant (b) date of offence and (c) outcome of disciplinary action. On review of the information provided, the Chief Officer has agreed with all three challenges and amendments are to be made on all three points.
A rationale is required at Section 4 of the AT12 to explain why this decision was reached – apply QAF MP7a and Chief Officer (AT3 Sect 4.2) considerations where appropriate.
2.3 Only answer ‘Yes’ to this question if you have agreed with only some of the challenges raised within the dispute (so some of the changes requested have been/will be made) Example:
· the raising party has raised three points relating to 
· (a) age of complainant 
· (b) date of offence and 
· (c) outcome of disciplinary action
On review of the information provided, the Chief Officer has agreed with only two challenges (‘a’ and ‘b’, but not ‘c’) and will make two out of a possible three changes
A rationale is required at Section 4 of the AT12 for this decision, explaining why you have not agreed to change ‘c’. This rationale can be drawn from the AT3 decision rationales drafted when considering the dispute. 

It should be noted that the rationale given at Section 4 of the AT12 will be given to the Applicant and, if applicable, to the Independent Monitor.

2.4 Only answer ‘Yes’ to this question if you have rejected all of the material challenges raised within the dispute (no changes will be made to the Approved Information disclosure). 
A rationale is required at Section 4 of the AT12 for this decision, explaining why you will not make any changes. If the raising party provided specific counter-argument, information or supporting evidence to support their Dispute, take care to address each of them in turn. 
This rationale can be drawn from the AT3 decision rationales drafted when considering the dispute.
It should be noted that the rationale given at Section 4 of the AT12 will be given to the Applicant and, if applicable, to the Independent Monitor.

Section 3
This Section is to be completed only where you have agreed to make changes to the disclosure because of the dispute. It is there to indicate whether the changes made to the disclosure (PNC or Approved Information) are considered ‘significant’ or ‘minor’

3.1 Please answer ‘Yes’ to this question if you consider that the change(s) you have made/will make to the disclosure are, in your opinion, Significant. Examples of a significant change are:

· removal a particular incident/offence (from PNC or from Approved Information)
· removal of all PNC or all Approved Information

· addition of relevant contextual information that was omitted previously
3.2 Please answer ‘Yes’ to this question if you consider that the change(s) you have made/will make to the disclosure are, in your opinion, Minor. Examples of a minor change are:

· cosmetic change only; an amendment to spelling; change of ‘bottom’ to ‘buttocks’
· rewording to correct grammar but not alter meaning or context of the disclosure
· change to the date of an incident (where date is not a relevant factor)

3.3 Please complete the Disclosure Unit Contact section with your name, position and contact details (the IM may need to contact the individual who completed/returned the AT12).
Section 4
Please record your rationale/explanation for decisions made in Section 1 and 2 of the AT12.

4.1 Rationales/explanations are always required detailing the decisions made at sections 2 and 3. This will help the DBS, and in some instances the raising party of the dispute, understand why a decision has been reached.

Examples of why this explanation would be needed in relation to PNC disputes:

· If you have decided to uphold all aspects of the dispute then the explanation would tell the disputes team why the information was inaccurate in the first place.

· If you are updating the PNC Record as per 1.4, but this has not been completed yet. You can provide information about why this has yet to happen and when you expect this to be completed.

· If you have made changes that were not requested in the original dispute (identified in section 1.5) then you must provided the details about what you are changing and why.

If changing the approved text, please provide a rationale akin to AT3 document; applying QAF MP7a and Chief Officer Considerations.

4.2 This section should be used to provide the revised Approved Information text (where applicable), in the 6c format.
The applicant and Independent Monitor (where applicable) will receive a copy of Section 4 as it will help them understand the reasons for your decision and your actions.

*Please be aware that the rationale that you record in this section will not be amended by DBS and will be sent to the applicant exactly how it is received by DBS. Care should be taken when including names and numbers of Police & DBS staff. 
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