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Introduction

Thank you for agreeing to register with the NICE Investigate Community Portal. Your CCTV cameras can help Lancashire
Constabulary deter and solve crime.

Registering your cameras will streamline the information exchange, making it easier for Lancashire Constabulary to identify

which of your cameras may have evidential footage and will it simplify the process of making it available to an Investigating
Officer.

This guide covers in more detail how you respond to requests for CCTV footage along with providing detail on all the aspects
of the Respond Function within the Community Portal.

In addition there is also a further guide that provide information on the administration functions that exist within the
Community Portal. This guide along with more information on the NICE INVESTIGATE Community Portal and how the use of
it benefits both yourselves and Lancashire Constabulary can be found at www.lancashire.police.uk/contact-us/register-your-
camera.

If you have any questions or have any issues with the registration process please email
NICE.SUPPORT@LANCASHIRE.POLICE.UK
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02 Responding to Requests

HOW TO VIEW AND RESPOND TO REQUESTS

1. LOGIN AND SELECT REQUESTS

When you select the Requests Tab the system automatically shows you the open request(s) that need to be completed. For
each request the following information is displayed;

e Status — which will be New or In Progress (you can use the filters to expand the display to include requests that

have been completed etc.)

e Priority — this set by the requesting officer
Assigned to — Where an organisation has multiple users registered with the portal you can assign the request to a
specific user or group of users within your organisation. A request does need to be assigned to be completed and
returned to Lancashire Constabulary.
Created By - the officer who has generated the request
Required by — when the Officer requires the request to be completed by.

e Sent to — who within the organisation the requesting officer sent the request to — if there are multiple users
registered the officer may send the request to multiple users

You will also be able to see which of the Requests there have been any additional messages sent and received through the

portal.

NICE - Investigate conmne

&= English (GB) --

L Andrew wilson -- @

REQUESTS

Requests (6)

View and respond to requests

Filter by Reset all
v Status BIZ101631
Fnew (1) Status and
2 priority of the — ——)
In progress (5)
0 - of the
Compictel request
CJRejected BIZ101630
OFailed
~ Priority
Cimedium (3) Select to
Clkigh (3) éccess tthe ==p | BIZ101629
eques >
v Assigned to %2
Ounassigned (5)
[J & Andrew wilson BIZ101628
[J & Andy wilson
[J & INorthern Store (1)
BIZ101623
BIZ101495
Message Indicator == | 1

Which group or

has b The name of
usernas been iy Requesting
assigned to the Officer

rquest l

The name of
the Requesting
Officer

Who the officer
sent the
request too

SOITD‘ Date created (Newestlrst) v

Created by

Lancashire Police 8
ustomer rolice
17 September 2021 10:27

i3 Northem Stores

Priority
Medium

Created by

New Lancashire Police 8

: UK Customer Police
riority
High 17 September 2021 09:26
Created by
In progress Lancashire Police 8
I UK Customer Police

e 17 September 2021 08:43
Medium
Stetue Created by
In progress Lancashire Police 8
- UK Customer Police

’ 17 September 2021 08:21

High i
Stetue Created by
In progress Lancashire Police 1
—_— UK Customer Police

i 15 September 2021 15:48
High
Stetue Created by
In progress Lancashire Police 1
N UK Customer Police
Priority
Medium

Required by
18 September 2021
Due today

Andy Wilson

Required by

19 September 2021

Required by

19 September 2021

Required by

19 September 2021

Required by

19 September 2021

Required by
25 June 2021
84 days overdue

Sentto
Andrew Wilson

Sentto

Andrew Wilson

Sentto

Andrew Wilson

Sentto

Andrew Wilson

Senmtt

Andrew Wilson

To view the details of the request and to upload the required CCTV footage select the blue request id number that will start

BIZ
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2. VIEW REQUEST
When you have selected the request you want to action the following screen will be displayed.
1.  Name of the Requested

Cameras — a request may
contain a requirement for

BIZ101632 Plocty | Mossagee ' T .
nprogress Wh 0 e == footage from multiple cameras.
Request details Messages (0] C Reioad .

- 9es ) 2. Requestor Details — the officer

Asssgned 1o
Sedect sssignee

making the request will input

4 their details here.
AS9 Camera, Carr House Lane
R = = NSRS 3. Details of the Request — the
For amy help n Completng thes request of 10 acorss the Lancashere Constatadary DEMS Privacy Notice plesse go 1o drect ,7.\-1"\‘, r—‘ ey Havesbout Bl Officer will pr‘OVide some deta"
wwew loncashire polce uk/CONMBCt Us/TEgSter your Cameya request .
regarding the request and the
mmnmmmrmlwwzdmmmmmummmqa reasons fOf' |t
Requestor
e o 4. The officer will confirm the
"
Coter No Reason For The Request.
Phone 01234 567 8%0 .
Hambes 5. If the reason for the request is
oo S ‘Other’ the officer will state the
° reason why.

o 6. The Time Period the footage is
Details of /reascn for request i
As well 83 specifying which camera (s) the foctage is required from the officer will provided details of why they need reqUIred fOr - there maybe
the f00tage (They will Gescribe Tis a3 far 83 POssible. WIThOUR Drejudicng the FTvestiganion) The Officer will also detad mu|t|p|e t|me periods_
any specific requests associated with the footage.
1 aen masking enquinies concermed with i

e besveionior daecilon of e 7. Officer Declaration in respect

The prosecution or apprehension of offenders Of the footage

Protecting the vital interests of 8 person
¥ Other (please specify)

Oxher
If the footage is requested for other detads an Officer will provide those details here

Please provide footage for the following date/time periods

Dute / Time From Dete / Time To
16/09/2021 13:00 16/09/2021 13:30
17/09/2021 21:00 17/09/2021 21:30

Declaration

¥ 1 confirm that the personal data requested is needed for the purpose indicated above and o fallure 10 provide that a
information will De likefy 10 prejudice those matters

¥ 1 confirm that the individual(s) whose personal dats is 5ought should not be informed of this request 83 10 80 30
would be likely 10 prejudice the matters described sbove

Response details
Addtional comments *

Plesse choose the type of items 10 uplosd

Flease note that individual files must be 50.0 GB or less
Indrvdund fies

Page 5 of 9



Lancashire Constabulary
02 Responding to Requests

3. RESPOND TO A REQUEST

NICE

REQUESTS

=2 English (G8) ~

2 Andrew Wikson ~ 1

If you need to send a message
back to the requestor at
Lancashire Constabulary to clarify

BIZI01632  Peecey  Mossages e =
iy il ] any aspect of the request enter
Request details Messages (0) Cheons the message into the Message
box and select send.
4 . I
R — 2. You can assign an individual or
There are no messages group within your organisation to

www lancashire poce uk/Contact us/registes your Camera

This request is made under Schedule 2 Part | Paragraph 2 of the Duta Protection Act 2018 and GDPR Article 6(1)(d)

complete the request.

The request will define a time
period for when the CCTV footage

Requestor
N is required. Access your CCTV
(otertio system and download the relevant
s~ omew footage ready for upload to the
rm matt brysnt@lancashice police uk requeSt'

4. When you are ready to respond to
Request the request you can upload files
Detaits olfreason for request by selecting SELECT FILES in the

As well a3 specifying which camera (3) the footage is required from the officer will provided details of why they need
e footage (they will Gescride this as far 83 Possidie, WINOUR Drejudicing the Investigation). The Officer will also detadl
any specific requests associsted with the footage

Upload section
1 makdng encuics concemed with When you select Upload Files
windows explorer will be
displayed.

The prevention or detection of crime
The prosecution o spprehension of offenders
Protecting the vital interests of 8 person

¥ Other (please specify)

Other

If the footage & requested for other detads an Officer will provide those detads, e
Please provide footage for the following date/timeperiods P g,
-
Date / Time From Dete / Time To M
16/09/2021 13:00 16/09/2021 13:30 ="
e
Declaration

¥ 1 confirm that the personal data requested is needed for the purpose indicated sbove and  fallure 1o provide that
information will De likely 10 prejudice those matters.

¥ 1confiem that the individusl(s) whose personal data is 50ught should not be informed of this request 8310 40 30
would be likely 10 prejudice the matters described sbove.

Simply identify the required file
that you need to upload for the
request and select open.

Response details
Addtional comments *

When the upload is complete the
upload status goes green and a
green tick is displayed. You can
upload multiple files if required.

Please choose the type of items 10 uplosd.

Please note that indiv 4 must be 50.0 GB of less.

5. You can also add any additional
comments to the response
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6. You can save your changes to the response at any time by selecting SAVE REQUEST

7. When you are ready to submit the response select SUBMIT RESPONSE

22 English (GB) + R AndrewWison~ @

BIZ101632  Precty  Messages Reject request , .

In progress High 0

8. You will be asked to confirm the following Response.

Confirm response

In responding to Lancashire Police 1's request with 1 uploaded file(s), you agree to the
below terms and conditions for providing information.

| certify that the information provided is a direct copy of the information recorded by this
camera system for the requested timeframe and is provided with no intent to mislead. |
understand that making a false report to law enforcement is a serious offense and may be

punishable by law.

4. ADDITIONAL INFORMATION WHEN UPLOADING FILES

*  File uploads must be 50 GB or less.

*  The same file cannot be uploaded more than once.

»  Folders and/or files with zero bytes cannot be uploaded.

» Navigating away or closing NICE Investigate Community altogether before one or more files have completed interrupts
the upload. You are asked if you want to leave the site or not. Click Stay and the upload continues. If you choose to click
Leave the upload will not complete. When you log back in, the files that were in the uploading status will need removing
(by clicking the Remove button) so you can re-upload them.

*  The request can also be saved by clicking on Save request and continue actioning the request later.

*  The Request can also be rejected by clicking on Reject request and a comment added as to why the request has been
rejected.
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OTHER AVAILABLE FUNCTIONS

5. MANAGING REQUESTS

There are several functions within the Requests Tab that allows you to manage the Request that you have received from
Lancashire Constabulary.

You are able to;

e Filter your Requests by Status, Priority and who the requests have been assigned to,
e Sort the requests, by Date Created, Required by Date, Priority and Requestor Name

Over time you may have multiple requests for footage. Using the filter and sort will enable you to identify which requests are
yet to be completed

N|CE h l\/e\.\:jate Community == english (GB) -- L Andrew Wilson -+ @

REQUESTS

Requests (6)
View and respond to requests

Filter by heset all Sortby. pate created (Newest first) Vv
v Status BIZ101631 Stetus A dto Crested by Required by Sentto
Enew (1) In progress i3 Northem Stores Lancashire Police 8 18 September 2021 Andy Wilson
- - UK Customer Police Due today
In progress (5] iy 7 Sept 2021 10:27
prog; (5 Medium 17 September 2021 10:
CJcompleted
CJRejected BIZ101630 Stetue Created I:, - Required by fe“;'.c ,
New Lancashire Police 8 Andrew Wilson
OFailed o UK Customer Police 19 September 2021
—— HI;H" 17 September 2021 09:26
w Priority
CIMedium (3) R R R )
DH|gn @) BIZ101629 Statue Created by Required by Sentto
In progress Lancashire Police 8 19 September 2021 Andrew Wilson
A =2 Priorit UK Customer Police
v Assigned to Tonty 17 September 2021 08:43
Ounassigned (5) Medium
[J & Andrew wilson BIZ101628 Status Created by Required by Sentto
° In progress Lancashire Police 8 Andrew Wilson
L& Andy wikson 9 R Claiings Pilles 19 September 2021
[J & Norther Stores (1) Prioriy 17 September 2021 08:21
High
BIZ101623 Stetue Crested by Required by Sentto
In progress Lancashire Poi!ce 1 19 September 2021 Andrew Wilson
F— UK Customer Police
iy 15 September 2021 15:48
High
BIZ101495 Stetue Crested by Required by Sentto
In progress Lancashire Police 1 25 June 2021 Andrew Wilson
%1 . UK Customer Police 84 days overdue
wiome 24 June 2021 08:44
Medium
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6. ASSIGN A REQUEST

Where you have multiple users registered with the Community Portal you can assign a request to a specific user or group of
users.

To assign a request — access the request. All users and groups that have been registered within the Community portal will be
available to assign a request to.

&% English (GB) «+ & Andrew Wilson

BIZ101632  Frecty  Messages morm—— e e | [T
In progress High 0 '
Request details Messages (0) C Reioad
Assigned to
Select assignee v

4

7. REJECT A REQUEST

If you are not able to provide the required footage you are able to reject a request. Access the request and select Reject
Request

SR Englsh (GB) + R AndrewWison- ©

BIZ101632 Piorky  Mossagee Relec . . ot
Request details Messages (0) Checed
Assagned to
Select s3mgnee -
4

Add a reason for rejection and select Continue.

Confirm rejection

Reason for rejection *

T

The request will be rejected and a message sent to Lancashire Constabulary. If you select Rejected in the filter you can see
the status of the request is rejected.

Requests (1)

View and respond to requests

Sortby.  Date created (Mewest first) b
Filter by Reset all
~ Stalus BIZ100044 Status Created by Responded on Sent to
Niew Rejected Unassigned Matthew Bryant 6 August 2021
Lancashire Constabulary 1641

Priority

Medium

[ completed
Rejected (1)
_IFailed |

In progress 6 August 2021 16:38
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