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Officers will decide for themselves what material it is appropriate to record within daybooks. When considering 
whether material needs to be recorded and retained, officers should bemindful of their personal obligations Linder the Criminal Procedure and Investigations Act 1996 (CPIA). 

Officers do not need to complete daybooks to an evidential standard, but should ensure that indexes are completed and handwriting is legible. Daybooks will also include a contacts page to assist officers in recording contact namesand telephone numbers. 

Officers must be aware that many of the entries,within daybooks could be subject to an application for public interest 
inimuo;ty (Pll)_ It is also possible that some entries may benefit from legal privilege. Therefore no daybook must ever be routinely copied to the defence without first seeking the advice of CPS and/or prosecution counsel. 
Daybooks are provided with an index to allow cross-referencing of the contents and aid efficient retrieval of material, which may be relevant in subsequent legal proceedings. Completion ci the index is mandatory. A new page in the daybook must be started for each day that it is used. 

Whenever an officer receives a request for access to material relevant to a prosecution, it is the responsibility of the officer to whom the daybook was issued to search for relevant material and present it in an easily accessible format. 
If ancillary notes are completed in support of the daybook, officers must ensure that they are attached securely to the daybook as soon as possible. 

Evidence that should be recorded in an official notebook or surveillance log should not be recorded in a daybook. 
The day-to-day security of daybooks is of paramount importance, Officers should take every reasonable precaution 

I to ensure that daybooks are never left unattended and are stored securely.
All daybooks must be 'closed' by an SEO/HMI/SO and retained on official premises. Officers will retain daybooks as E!they currently do notebooks: managers must ensure that these are surrendered on retirement, or when officers ':cure .1 
the Department. 

When considering what to record, the simple rule to apply is that if you would normally write something down refevc,.
to the handling or progression of an Investigation, it should be written :Ina daybook. 
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