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Notebooks are an essential element in a Security Manager’s
“toolkit”. They are numbered individually and are issued to all
Security Managers performing investigation duties.

A notebook can, because of the nature of the information recorded
in it, be produced if required by the Security Managers in a Court of
Law. It is essential that all Notebooks are completed with a degree
of uniform professionalism across the whole of the Security
Profession.

This module looks at the guidelines laid down for making Notebook
entries and the rules relating to collusion when taking notes and
making entries in the Notebook. When you have completed this
workbook you will have gained both a greater confidence in your
note-taking abilities, and in referring to the notes you have made.
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This workbook has been designed to enable you to work at your
own pace. Give yourself time to think about the topics covered in
each section before going on to the next one. At various points in the
workbook you will be asked to take part by completing an Activity.
The workbook is for you to keep, so you should write your answer
to each Activity in the space provided.

Activities will be identified by the following symbels in the margin:

You will be asked to carry out a variety of activities throughout
thiz workbook. These will help you 1o explore issues and check
your understanding.

This will give the answer o, or information about, the activity
you have fust completed. Feedback is given for you to check
your ows ideas and responses.

You will be asked to read sections of ceriain documents before
continuing.

A set of self-check questions or aciivities will uppear at the
end of the workbook. These will help you to assess your
understanding of the complete workbook.

These will help you to check your answers to the Progress
Check guesti If your resy does not match the answer
given, you should go back over the relevant part of the
workbook to re-check your understanding of it.

This workbook should take you between 1-2 hours to complete.
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f you have any difficulty understanding the material in this
workbook, you should first contact your Line Manager for advice.

¥ you need additional advice or guidance, please contact the
Security Training Centre by e-mail at:

Alternatively you can contact us by telephone Monday to Friday,
08.30 to 20.00hours, on!, | or write to:

Security Training Centre
Impact House

2 Edridge Road
CROYDON

CRO 1PJ

Our aim will be to respond to all requests for support within 24 hours
of receipt of your enquiry (Monday to Friday).
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After completing this workbook you will be able to:

« explain the guidelines on making a Notebook entry;
» complete Notebook entries in an evidentially correct manner;

» explain the rules relating to collusion in note taking.

Notehooks
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This section looks at the guidelines you need to follow when making
entries in your Notebook, and explores some of the do’s and don’ts of
note taking.

& &

&

‘Your Notebook can be used to record a number of things:

&

+ observations;
= a conversation between a Security Manager and a suspect;

+ factual details such as the preparation of an investigation,
the movements of evidence, and a lot more.

@

In fact an entire investigation can be carried out without the use of
anything more than a Notebook — provided the guidelines for making
the notes are followed, and all matters are covered in great detail.

Entries in Notebooks can be produced in Court to assist an Officer in
his/her recollection. Permission of the Court must always be sought
before this is done.

B

Before we look at the guidelines relating to effective Notebook
entries please try the following activity:

&

Think of an act that you have carried out recently; making a cup of
tea or coffee for example. Make some notes on the following page to
describe what you did.

We will lock at this later, but it is important that you undertake this
activity now to give yourself something to compare with when you
complete a later activity.
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Notebooks:

« are issued by Security & Investigation Services (SIS) Reception at
Impact House;

« consist of 100, numbered. double-sided, lined pages in a bound pad.

An example of the cover and a sample blank page is provided below.

Name:
Ramk:
Pass Card Mo:

Office:

Enguires concerning this notebook:-

During office hor
At afl other times_

THE POST OFFICE

Anyone finding this notebook is asked to hand
it in to a Post Office or Police Station

Ne.

ACTVITY

Ask an experienced colleague, or your Line Manager, to show you
an example of a Notebook currently in use. This will give a better
understanding of how other Security Managers use their Notebooks.
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Details of observations

Dretails of suspect
offender approaches

Details of your presence
at interviews

Details of searches

Information obtained
from informants

Details of a conversation
or verbal statement
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The following are some of the occasions when a Notebook entry
should be made:

e
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Complicated observations conducted simultaneously by a number
of Security Managers can be entered into observation logs.
Shorter or more straightforward observations can, however, be

put into your Notebook.

You should try, as always, to be as detailed as circumstances permit
and include descriptions of ebstructions to your view of the subject,
visibility and lighting details. Should any of these change during the
course of your observations then this too should be noted — against
the relevant time. Some Security Managers prefer to draw a vertical
margin line for time entries when using their Notebooks for

observations.

This must include those present and any conversations/admissions/
denials. Any arvest details should also be entered. If the suspect is

cautioned, the time and date must be noted, together with an entry
stating that the suspect understood the caution given (or not, as the

case may be). 3

Including any breaks in the interview where the tape machine cannot

record conversation.

Including persons present, property found and anything said or seen.

What information was obtained, when, who from, etc.

The actual words used must be recorded.

Including any breaks in the interview where the tape machine

cannot record conversation.

Notebooks
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i In addition to the guidelines we have just looked at, there are
E some do’s and don’ts to consider when using your Notebook.
These are listed below:

Make all entries in chronological (order of

occurrence) order.

:

i
o

s

Tear out any pages, they are ail

numbered sequentially.

Ensure date, time and location entries are as
precise as possible. The location should include
distances from any subject or object that is the

reason for the entry.

Ensure all entries are made in ink

(preferably black).

Any changes to an entry must be crossed out
with a single line so that the original entry can

be seen and then initialled.

Ensure you make notes at the time of the
observation/incident or as soon as practicable
after the event (and make sure they show

the date, time and location where they

were prepared).

Record both the question asked and the

reply given.

Submit your Notebook to your Line Manager

for regular inspection.

Enclose copies of Notebook entries in case
papers when they are submitted to Legal

Services for advice.

Attempt to erase an entry using a rubber

or Tippex.

Make additional entries between the ruled
lines. If it is of paramount importance that
you make an additional entry, make it at the
end of your existing entry, explaining why it

is not in chronological order.

Leave blank pages or spaces.

Notebooks
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Check your understanding of what we have covered so far by
answering the following questions:

Q1. Where are Notebooks issued from?

Q2. Why do you think the Notebook pages are numbered
sequentially from 1 - 1007

3. List the six types of entry you are likely to make in your Notebook.

Notebooks
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Check your answers with the following:

Q4. Are the following statements true or false?

If false give a reason for your answer. .
Q1. Where are Notebooks issued from?

-]

a) Provided you sign the erasure, the use of Tippex to make
amendments in your Notebook is authorised.

&

Notebooks are issued by BIS Reception af

Impact House, Crovdon,
True False

Q2. Why do you think the Notebook pages are numbered
sequentially from 1 - 1007

If false state why:

They are numbered ¥~ 100 so that it can be easily
identified if a page has been removed for any reason ~
remember, you must never remove a page from

your Notebonk.

b)  You must always leave a blank page between the notes you
make on different cases.
Q3. List the six types of entry you are likely to make in

True False your Notebook.

@ E s

If falgse state why:
You should have listed the following:

# details of observations

@ details of suspect offender appr

« details of your presence af interviews

« details of searches

® information obtained from informunis

« details of a conversation or verbal statement

]

o

¢) Entries must be made nsing black ink only.

True False

1f false state why:

& B B B

d) If replies to a question are recorded in your Notebook, you must
record the question that was asked.

True False

W

If false state why:

B % &

L Notebooks .

Notebooks



POL00095324
POL00095324

G

&

e

S
.

=

=

&
By,
iy
[ s
%F
-
N
]
L,
G
S’///{u//ﬂ
5
7/////%

Section 1: Note

Q4. Are the following statements true or false?
If false give a reason for your answer.

This section looks very briefly at the subject of collusion. We explore
what Secuority Managers must do to ensure that evidence is gathered
in the right way, and that instances where they do work together are
recorded correctly in their Notebooks.

a) Provided you sign the erasure, the use of Tippex to make
amendments in your Notebook is authorised.

i

True & False | SNAESIE WO
If false state why: ‘ 0 | ‘When two or more Security Managers are present, or take part in the
same incident/interview/observation, there is no objection to those
e , - L | Managers consulting each other when preparing their notes. In order
Tippex: niust never be used in your Notebook. Any o for this to be a possibility, the Security Managers must have been in
chuanges to an entry must be crossed out with one fine, ’/"Q the same location at the same time.

so the origingl entey can still be read,

b) You must always leave a blank page between the notes you
make on different cases.

When such a consultation takes place, a note to this effect must be
i added to the Notebook entry, and the Security Managers should

True % False initial the date and time of the entries in each other’s Notebooks.

g

If the same event has been observed, then there may only be a
requirement for one Security Manager to make an entry in their
Notebook. The second Security Manager will need to countersign this
entry as true and accurate. This can only be done where both Security
Managers were together at all times for the duration of the event.

If false state why:

I

FThere shonld not be any blank pages or spaces left.

¢) Entries must be made using black ink only.

&

An example of a Security Manager’s Notebook, with the entry signed

True ¢ False ‘*g by a second Manager, can be found on the following page.
If false state why: E

Black ink is preferable, but the puidelines just stute
that entries must be made in ink.

Ok e

d) If replies to a question are recorded in your Notebook you
must record the question that was asked.

%

& True False
k|
Notebooks . = Netehooks .
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“f‘m‘” et Cotmmancad sn £ : ‘ww‘”’&‘f} . it - % You may recall the real-life trial of ex-Coronation Street character,
TCowth lwee , Losdan &N, Q"":‘f‘ ek A sapndin, it w«@m Len Fairclough.
Dbverah padha “w&«f\@,m it Breson dudi s nelith, gt (o e,

Lo S WA, 3 cfandive, Ha L sun Poucnndd sn i The case against him was considerably weakened when two
St Werls ot el wm»‘} o Teoonog %‘gmmé«& Sundine il {Mym ...... Notebook entries were submitted by Police Officers. Each entry
immnfim\ S48 cpprnmionhio Tu Jﬁ?&&w Sraaanat s s&% | contained 84 words, of which 82 were identical. The two officers
Cornm Bt “Sapst hosas o Wiz G Tes s Cbseredto cad 4 commented as follows:

§ D i S dnliade
Sew K :‘ s . %“ : = “I was responsible for my own words, I always am.”
ﬁé& Sibralli % Yooy mm}\ Yintbilihy E g = “It was one of life’s coincidences.”
T 5 Pra, &'}c sl
fq’}\ Qmé\h {%&u o m &M&,&Q% I i | It may be that their observations were identical, but doubt was
Sk S — ) . caused by their unwillingness to state that they had colluded in their
. L note making.
s ) SR sl v:«.% ‘ G .
Mm sqert dadsedad  leathes / . Pdan 18 sl
o e %&“’%m e R &Méb“ e A R WM } E QO Therefore, we can see that there is nothing wrong with collusion
e e et S 'hé& ‘“‘i‘ %M o M“’%“@N B i over Notebook entries provided all parties observed or experienced
e Plmeisen s twekadiah = P e o the same events, and that the collusion is not hidden or underhand in
28 0b = T ssda S offran . el A . E 3 any way.
i hainhh, sne G0 pend debibeds, .
Porne oo clnonsheenn, i sbssian :
o ‘xrm i‘: {i;f” g 02 A ﬁ : QQ
e EQ
onde e s eddin hradidey v >
Semen ; et el Sant . besoes You can see that the entry has been signed by ] iR
i&@a:‘ Cmn o Qe '\"&J@m« L G Clark at 07.07 on 17 March 2000, to
Yoeas, de. et o foaik confirm that the entry made by M Phelan is i : |
&M e ) w&@%&% an accarate record of her own observations. = : o
(O P s (PReniies weds the ses B
bt As both Security Managers were present at B a §
S8 e Ne b | —————— the same time, and observed the same o
£ o o activities, there would be no need for G Clark L o
D585 7 &m&%@ Fuaibili ‘%“3 Sl 1o make an entry in her own Notebook. e
%g;{&. ﬁ g
L3 M. Suing -
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*’@1 Check your understanding of collusion by considering this short Case
Study and then answering the questions which follow.
a

-1

Security Managers David Jones, Mike Peters and Laura Scoles are
present at the search of a suspect’s personal locker. As David
searches the locker, with Laura observing, he finds a number of items
of opened mail.

‘When presented with the evidence, the suspect, Peter Johnson, states
that he has never seen the items before and does not know how they
got there.

Later in the day, David and Laura get together to ensure their
Notebooks are up to date.

&

The following are extracts from David and Laura’s Notebooks.

st

fraed

» W
e

"
i
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B e e B B &

& &

Friday, 19th November 1999, 08:23 AM.
Search commenced of Peter Johnson’s
locker — no 324 - located in the male
changing room at Fairfox Delivery Office.
Persons present — David Jones, Security
Manager, Mike Peters, Security Manager,
Laura Scoles, Security Manages, Peter

On Friday, 19th November 1999, 08:23 AM. {
was present af the search of Peter Johnson’s
locker — no 324 ~ located in the male
changing room at Fairfux Delivery Gffice.
Persons present — David Jones, Security
Manager, Mile Peters, Security Manager,
Laura Scoles, Security Manager, Peter

Johnson, Postman, and Philip Br: head,
CWU representative acting as Friend. David
Jones searching. One item of mail, in an
open condition, was recovered from the
inside left pocket of ¢ Postmans’ uniform
Jacket hanging in the lockes. This item of
mail was a pink, C5 envelope addressed to

J Whiting, 2 The Mews, Fairfax, FA2 2FD
in blue hand written ink. It was in an open
condition and the contents were a birthday
card with a footballer on the front and the
message ‘have a great day, don’t spend it all

bag and labelled that item DJ/I.Upon
seeing item DJ/1, Peter Johnson stated
“Pve not seen that before, mate. Ive no
idea how it got in me locker”. The search
ceased at 08:45. Signed, timed, dated.

Jok Pos . and Philip Broombead,
CWU representative acting as Friend. David
Jones searching. One itemn of maidl, in an
open condition, was recovered from the
inside foft pocket of a Postmans’ uniform
Jjacket hanging in the locker. This item of
mail was ¢ pink, C5 envelope addressed to
J Whiting, 2 The Mews, Fairfax, FAZ 2FD in
blue hand written ink. It was in an open
condition and the contents were a birthduy
card with u footballer on the front and the
message ‘have a great day, don't spend it all

| o ] at once! Uncle Bill’ inside. There were no af once! Uncle Bill’ inside. There were no
. other contenis. I showed this item to alf the other contents. David Jones showed this item
E L | persons present and placed it in an evidence to all the persons present and placed it in an

evidence bag and labelled that item
BJ/1.Upon seeing item DJ/I, Peter Johnson
stated “I've nof seen that before, mate. Pve
no idea how it got in me locker™. The search
ceased at 08:45. Signed, timed, dated.
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Q5. What is missing from the two Notebooks?

A EEEEENERERENER
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Q6. Why do you think, if produced as evidence, these two
Notebooks may cause doubt in the minds of a potential jury?

e
® e B 8 A e

Q7. Do you think both David and Laura needed to make entries in
their Notebooks, given that they were both present at the same
time and location when the items were found?

LR EERNE N
o=

a ¢
8
L THE " | Q8. Do you think it was appropriate for David and Laura to meet
and discuss their notes? Give a reason for your answer.
B
Eoa
B
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Check your answers with the following:

&

This section aims to give you the opportunity to try out what you
have learnt in this module.

QS. What is missing from the two Notebooks?

&

At the beginning of this module we asked you to deseribe an act you
had carried out recently, such as making a cup of tea or coffee.

The twe Security Managers should have first made an
entry in their Notebooks to indicate that they had met to
discuss the facts, and they should have initialied and
dated these entries in each other’s Notebooks,

e Please now undertake this activity again, this time using the pages of
the Notebook below and on page 24.

You should apply the guidelines we have looked at in this module,
and be as detailed as you can with the notes you make — remember,
something trivial now may be vital later when you are in Court.

ﬁ

(6. Why do you think, if produced as evidence, these two
Notebooks may cause doubt in the minds of a potential jury?

They may cause doubt because the words are almost
identical, and there has been no mention of the fuct
that the two Officers had met to discuss the case when
preparing their notes.

s aa

Q7. Do you think both David and Laura needed to make entries in
their Notebooks, given that they were both present at the same
time and location when the items were found?

&

No, they did not both need to make entries. It wonld
have been acceptable for just one of them to make the
entry and for the other fo countersign it as trie and
accurate (us you have already seen on page 15).

&

(8. Do you think it was appropriate for David and Laura to meet
and discuss their notes? Give a reason for your answer.

Yes, there is no reason why they should not meet and
discisss the case provided they were both present af the
same time and location and experienced the same
things. As already stated in the anywer to Q6, what is
wrong is for them to not acknowledge in their Notebook
entries that they kave met.
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There is no specific feedback to this activity - but you should
compare your original notes with those you have just completed:

s Are they more detailed?

» Do they make more sense?

= Do they comply (where applicable) more fully to the guidelines?
» Do you think they are a more professional entry?

» Would you rather this version was read out in Court?

The answer to all the above should be Yes. If not, you should
consider attempting this activity again with a different subject after
re-reading the guidelines.

If you still have some doubts about the subject of Notebooks and
note taking in general, you should speak to your Line Manager.

Notehooks
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As we have seen, making entries in your Notebook is an essential
element of a Security Manager’s role.

In Section 1 of this module we looked at the guidelines laid down for
note taking, and we explored some of the do’s and don’ts that need to
be considered when doing so.

Section 2 looked briefty at the subject of collusion, and when it is
acceptable for Security Managers to consult with each other about the
notes they take.

Finally, Section 3 provided you with the opportunity to practise your
note-taking skills by applying the guidelines you have learnt in this
module to a simple daily task.

The subject of Notebooks and note taking are referred to in the
Investigation Policies Section 3.3. It is essential that you have a
sound understanding of these areas

:
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To check your understanding of the complete module please answer
the following questions:

QL. If you wish to refer to your Notebook while in Court to
assist you with your recollection of an incident, what must
be done beforehand?

Q2. List 3 things you must do when using your Notebook, and then
3 things you must not do.

Q3. Imagine you are making an entry in your Notebook and you
make a mistake — what should you do?
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Q4. Which of the following statements are true and which are false?

If you think a statement is false, please state why.

a) Security Managers must never consult each other when
preparing their individual notes.

True False

If false please state why:

b) When Security Managers consult over their Notebook
entries, they must initial the date and time of entries in each
other’s Notebooks.

True False

If false please state why:

c) If two Security Managers observe the same incident, only
one needs to make an entry in their Notebook.

True False

If false please state why:

Notebooks
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Check your answers with the following:

Q1.

Q.

If you wish to refer to your Notebook while in Court to assist
you with your recollection of an incident, what must be done
beforehand?

You must obtain the permission of the Court
beforehand if you wish to refer to your Noiebook
when giving evidence.

List 3 things you must do when using your Notebook and then 3
things you must not do.

A list of the do’s and don’ts is provided on page 10 ~
check your answer with the table provided,

. Imagine you are making an entry in your Notebook and you

make g mistake - what should you do?

You should put a single line through the mistake so
thut it can still be read, and then make the corvect entry.

Notehooks
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Q4. Which of the following statemnents are true and which are false?
If vou think a statement is false please state why.

ay  Security Managers must never consult each other when
preparing their individual notes.

True & False

If false please state why:

¥t is perfectly acceptable for Security Munagers fo
consult each other provided they make o note of their
consultation in their Notebooks,

b} When Security Managers consult over their Notebook
entries they must initial the date and time of entries in
cach other’s Notebooks.

% True False

¢} If two Security Managers observe the same incident, only
one needs to make an entry in their Notebook.

% True False

Thiy is true, but the second Security Manager must then
countersign the entry as true and accuvate, Thix con only be
done if both Security Managers were present af oll times for
the duration of the event,

AN BN BN BN BN BN BN BN B BN BN
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