
 

Appendix A 
Process Map for dealing with offences  
  

If at any time during this process you become fearful of your own personal safety 
withdraw from the situation immediately and if necessary call for assistance  

Offence witnessed by officer / warden 

 Officer / warden approaches 
the offender, introduces 
themselves and shows ID.    

 Officer advises the offender 
that they are being reported 
to the council for an offence 
and gives brief details as to 
why they have been stopped 

 Officer advises the suspect 
that their details will now be 
taken 

 
 

Officer records all the details on the report form 
 
 

Advise that  
 
Failure to provide details is also 
an offence and once we find out 
who they are from further 
enquiries with CCTV, police & 
other agencies the repercussions 
will probably get a lot worse for 
them. 
 

 
 

Caution the offender and if there is a 
response to the caution write it down in the 
space provided on the form and ask them to 
sign it. If they refuse to sign it, don’t worry 
Give them, the perforated bit at the bottom of 
form and advise them that they will hear from 
the council 

N
o 

Y
es 

N
o 

 
 

 Call for assistance if possible  

 Follow the individual if 
appropriate to a car or an 
address. 

 Record as much information as 
you can on the report form 

 
Don’t worry we will identify them by 

other means or catch them again  

Y
es 

N
o 

Under 18s are dealt with slightly differently, 
they may be offered an alternative sanction 
like restorative justice scheme. 
 

 Do not caution the individual 

 Make sure all the necessary fields 
(apart from the caution) on the form 
have been completed, including your 
details 

 Give them a copy of the form  

 Advise that the council will contact their 
parents / guardian about their conduct. 
 

 
 

Return report form to the office with the 
section 9 statement on the reverse completed.  
 
Submit any additional evidence you have 
gathered i.e. photographic / video / location of 
CCTV cameras that may have footage of 
incident. 

 

Q: Are they now compliant? Q: Are they compliant? 

Q: Is the person you are dealing with over the age of 18? 

Y
es 


