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1 [bookmark: _GoBack]Complete the XRY Kiosk Submission form fully (QK10).  This is found on The Beat under HTCU or by searching for Kiosk Submission Form.
2 This form is required for suspect devices only.  If the device belongs to a witness or victim then a different form is needed for Kiosk examination, namely a DPNa form.  This can be found in the same location as the Kiosk Submission Form.
3 The Kiosks are NOT capable of examining any devices that are pin locked or password protected where the pin or password is not known/refused.  If you have any such devices then you should complete the HTCU submission form for any Android device and the ‘Locked IPhone’ form for any Apple devices…both of these forms should then be emailed to the HTCU inbox for processing.
4 The Kiosks are only capable of examining mobile devices i.e. mobile phones and tablets along with SIM cards and SD cards.  Any other computer related devices need to be submitted to HTCU for examination.
5 The relevant form(s) should be emailed to the Kiosk Inbox for processing – GPMobileForensicKiosks.
6 Once the form(s) have been accepted then the OIC will receive an acceptance email with a Kiosk Case Number.  All devices should be sent to Bettws on the property system and if possible, the Kiosk Case Number written on the exhibit bag.  The only exception to this is if the device(s) are in either Blackwood or Newport.  Then, after acceptance, the OIC will be instructed to write the Kiosk Case Number on the exhibit bag and place into the Kiosk box.  OIC’s are NOT to place any devices in the Kiosk boxes unless they have been instructed to do so.
7 Devices must be in individual exhibit bags and sealed correctly to avoid rejection.
8 Any urgent requests when the Kiosk Manager is not working to process, then contact either the East (720 2362) or West (712 2823) Examiners to make the request.  The OIC MUST email the relevant form to the Kiosk Inbox and the Kiosk Examiner before any examination can take place.
9 Any urgent examinations when there is no Kiosk Examiner working then one of the divisional trained kiosk examiners can be used.  The list of these examiners can be found on The Beat and also on the U drive in the Telephone Examinations folder.  An Inspectors Authority form will need to be completed for these type of examinations outside of the Kiosk procedure.

The Kiosks come under Hi Tech Crime Unit and ISO accreditation therefore there are strict SOP’s/procedures in place that must be adhered to at all times.  The forms that are submitted MUST be completed fully and accurately….if they are not they will be rejected.
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