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Official Notebook Policy and Procedure
	Purpose
This document sets out the procedures regarding the issue, use, security, return and quality of information recorded in official notebooks.  
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	1 July 2017
	

	Notebook Register Custodian
	Licensing and Compliance Senior Investigator 

	Relevant to:
	Authorised Officers, Inspectors and other staff with a regulatory function

	Relevant documents
	Notebook Register
Caution Card

Official Notebook

Records Management Program 

	Relevant Legislation
	Section 32 Evidence Act 2011 
Territory Records Act 2002 and Territory Records (Standard for Records Management Number 7: Physical Storage
of Records) Approval 2008 (No 1)


Purpose
This policy has been prepared to assist authorised officers, inspectors and other staff who may have a regulatory function to understand the rules associated with taking accurate, detailed and contemporaneous notes and the handling of official notebooks.
The purpose of the notebook is to maintain a record of events, observations, evidence gathered, notices given, images taken, interviews and any other relevant information relating to a potential contravention.
Your notebook can also be used to refresh your memory in court. Specifically, section 32 of the Evidence Act 2011 provides that an investigative official can refresh their memory using their official notebook where the notes are taken when the events are fresh in the officer’s memory and the notes are found to be accurate.
Investigation

The official notebook is used in the conduct of an investigation/inspection to record events, evidence, observations, conversations, and notebook records of interviews with alleged offenders.
Other Uses

An official notebook also forms the basis of an investigator’s statement and is used to refresh an investigator’s memory when giving evidence.  The notebook also provides a permanent written record of the actions taken by an authorised officer in the conduct of an investigation.
Issue and Safekeeping of Notebooks

Official notebooks are issued when the officer is appointed as authorised officer or inspector under the relevant legislation.  When issuing the notebook, the official form on the inside cover of the notebook must be completed and signed by both the recipient and the issuing officer. The issuing officer also signs the notebook register, recording the notebook number and the recipient’s details.

The notebook register is kept and maintained by the Manager of Licensing and Compliance. 

When the notebook is completed, it is returned to the Manager of Licensing and Compliance and entered into the notebook register. The official form on the back inside cover of the notebook must be completed and signed by both the returning and officer and by the Manager of Licensing and Compliance. The notebook will then be archived for 6 years.
Notebooks must be kept in safekeeping at all times.  They are a public record and must be safely stored in accords with the Territory Records Act 2002.
Notebooks must be carried at all times during official duties.
Rules for Note Taking
The notebook must be maintained with due regard to completeness, conciseness, clarity and accuracy (CCCA).

CCCA

· Completeness:  Your notes should be complete in all necessary details.  Partial facts are of no use to anyone.  Include negative results as well as positive ones.  No verbal explanation should be required in addition to what you have already written.

· Conciseness:  Your notes must be brief, clear and understandable.  Eliminate unnecessary words, technical phrases, clauses and sentences.  Use short simple sentences.

· Clarity:  Your notes should clearly explain what you saw, heard and did.  Correct word usage, punctuation, spelling and capitalisation are important.  Conversation must be recorded in the "I said ........" / "He said ........" format.

· Accuracy:  Accuracy can’t be emphasised strongly enough.  The following, in particular, should be recorded correctly:

· times and dates

· names of all persons present

· conversations

· items of evidence

· proper identification

· notices given

· images taken

In making notes, remember that all the lines of each page are to be used, and pages are to be used consecutively, reading chronologically.  Spaces within entries are to be ruled off, and each completed entry is also to be ruled off.
Notes must be made when the events are fresh in your memory. The closer that the notes are made to the time that the actual event occurred will determine the value that the court assigns to that evidence.  Notes made at the time or shortly after the event have more evidentiary weight than notes made some time after the event.  
Elbows

Guidelines relating to what NOT to do with notebooks are referred to by the acronym ELBOWS.  These guidelines are as follows:
E Erasures
Erasures, mutilations and alterations invite cross-contamination. If any alteration is necessary, rule a single line through the original, add the alteration as a new entry and then initial the change, leaving the original entry legible. Correction fluid must not be used.
L Leaves/pages
Leaves/Pages are not to be torn out.

B Blank
No blank lines or pages. If this does occur, rule a line through the blank line or if a page is inadvertently left blank, rule a diagonal line through the page and make a notation that the page was left blank in error. 
O Overwriting
Do not write over a letter or word. Rule a line through the mistake and write the entry again, leaving the original entry legible. 
W Writing
Writing between lines should be avoided as it can be claimed that the entry may have been made after the original notes were taken.
S Separate
Separate sheets or scraps of paper should (preferable) not be used. However, if unavoidable, all separate notes not recorded should be placed on the official file.
Do not record personal memoranda in your notebook.  It is to be used for official purposes only. If a mistake is made rule a single line through the letter or word and initial any correction made in the notebook.
Also, only use pen or ink when making an entry and NEVER use lead pencil. 

In some circumstances the authorised officer or inspector may complete the notebook after the event or at his or her office.

Content of Notebook Entries

Notebooks are to be used to record the following details:

· To clearly record date, time and location;
· To record the officers present and production of identification;
· To record observations;
· To record incidents that arise during an investigation;
· To record details of persons present;
· To record details of images taken with a reference to Image Number and a Brief Description;
· To record a notebook record of interview in the appropriate circumstances  (for notebook records of interview refer to the Notebook Record of Interview Policy and Procedure);
· To record details of service of directions and the giving of reviewable decision notices;
· To record damage to any property resulting from the conduct of the investigation;
· To record details relating to the exercise of statutory powers, including acknowledgements relating to consent and seizure;
· To record details of video used to record evidence;
Remember your notebooks form the basis of your statement and may be used to refresh your memory in court.
Monitoring, Evaluation and Review

Supervisors should review authorised officer’s notebook annually to ensure compliance with note taking rules and provide constructive feedback to promote continuous improvement.
Further Information

Enquiries regarding this procedure should be directed to Stephen Hughes, Biosecurity Manager Ph 62072508
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