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Criminal investigation: daybooks

About this guidance

The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This guidance tells criminal investigators in Immigration Enforcement ¢
investigation teams what they use a daybook for in an investigation a
information they must record in them.

inal

It contains guidance on:

what a daybook is used for
completing a daybook and examples of completegire
storing and retaining a daybook
disclosing information in the dayboo‘
excluded material, and

assurance.

Changes to this guidance — Thi
versions of this guidance.

as changed since previous

Contact — This page tells you
manager can’t answer your

ct for help with a specific case if your

Information owner — T
how the guidance c

ho the information owners are and tells you

Related links
Changes to this
quidance

Contact
Information owner
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Criminal investigation: daybooks

Changes to this guidance

About this guidance
The law and daybooks
Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page lists changes to the ‘Criminal investigation: daybooks’ guidanc

recent at the top.

Date of the change Details of the change
28 October 2014 Revised by the guidance, rules and f
team.

ith the most See also
Contact
Information owner
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Criminal investigation: daybooks

The law and daybooks you must use

About this guidance
What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Daybooks: disclosing
information

This page tells criminal investigators in Immigration Enforcement criminalgifi
teams why a daybook is important and the legal obligations about hang
they record in it.

The law relating to daybooks
The records you make detailing what you have done are ofte
material’.

It is important to make and keep these records because tRg\Home e is committed to
officers fulfilling obligations under the Crimi
So, in every circumstance, you must:

e consider the material you cr i bo ecause CPIA means this may later
be disclosed (revealed) to th d

e make sure whenever you nee own, you record and keep it in line with
the law.

For more information on discl@Sure and ee related link.

For details of what inf
daybook.

Daybook fofh

Official Immigra
use. However)
staff in an Imm
criminal investigé

ust take the term ‘daybook’ used in this guidance to include any book
ation Enforcement criminal investigation team use to record details of a
on.

As an Immigration Enforcement criminal investigation officer, although you can use any
book or record as your daybook, there are certain conditions:

Pr re Investigation Act 1996 (CPIA).

Related links
Storing and retaining
(keeping) daybooks
Daybook assurance
checks

Links to staff intranet
removed
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e A daybook must not be branded:

o it cannot have ‘Home Office’, ‘police’ or other such markings o
pages.

e A daybook must contain detachable pages that can be removed:

o each page must be given a protective marking using the new

for more information on these classifications, see related link.

e You must, tear out each page after completing that page and:

e covers or inner

related links.
o Immediately file these pages in the correct inve

December 2013 you completed a page about det igration ‘operation

festive’, when you have finished wri o] a ou must tear it out, sign and
date it at the bottom of the page and fi ge in the ‘operation festive’
case files.

o If you are using an official Immigrati ment daybook, you must record
where you file the page o ybook after removing the page, as

well as a short description o
o If you decide to shred the

margin.
o If on the same date, you wrote i tion notes in your daybook about ‘operation
festive’ and anot [ tigation, you must put a copy of the same page in

(use a black pen to hide) the notes which are not

o A dayk d by Her Majesty’s inspectors (HMIs). As the HMI, you must:
oks securely. For more information, see related link: Storing

per each daybook and each page within these books.

> book at a time to each officer involved in criminal investigation work.
imple record showing which daybook has been issued to which officer.
all staff who use daybooks read the daybook guidance. And

Carry out certain checks to make sure staff are complying with the guidance. For
more information, see related link: Daybook assurance checks.
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Criminal investigation: daybooks

What to record in a daybook

About this guidance
The law and daybooks

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page tells criminal investigators in Immigration Enforcement criming

teams about what information to record in a daybook.

As an officer working in an Immigration Enforcement criminal inv
record:

¢ all investigation work
¢ all checks carried out, and
¢ the decisions you make. ‘

The records you make, detailing what you hav
material’.

ne, |

How and where you record this wo vary. may’note things:
in your daybook

in your official notebook
on a case handling syst
in a case decision |

, Or

e checks car
involved witht

eferred to as ‘investigation

| out in relation to the Immigration Enforcement investigations you are

Related links
Links to staff intranet
removed
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You must:

e record in your daybook work you do to progress an Immigration Egforcement
investigation
o make sure that you record investigation activity using a case handling,system such

database (NOD) as required (see below)
e use a daybook to record all other investigation activity you carry @
recorded:
o in your official notebook
o on a case handling system, or
o on any other record.
e make sure all the records you make in your daybookiare:
o accurate ‘

not'already

o dated and timed

o legible, and

o retained (kept), under the
must keep all records.

nd Investigation Act 1996 (CPIA) you

¢ if you do a ‘prope i previously sealed tamper evidence bags (TEBs)
record the details about opening this bag in your

You must also your notebook to record details of any:

e arrests you make, and
e searches carried out including:
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people that are searched
people’s baggage and luggage
people’s vehicles, and

O
@)
O
o a person’s home or business premises.

For more information about CPIA, official notebooks and TEBSs, see re

¢ Criminal investigation digital record exchange (CID
¢ National operations database (NOD) user guides.

You can use manual daybooks when you do ndfihave ess to the case handling
system, for example if you are:

e Working out of the office on nforgément operation.

¢ Attending a meeting at Crown [ ice (CPS) offices to discuss an
investigation. Or

e Working in the criminal i
o give advice to investi investigation techniques and tactics they can

your own daybook but do not have access to

You must record
decision log, or o

1y important decisions you make about an investigation in the case
e above case handling systems.

For more information on case decision logs, see related link.
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Criminal investigation: daybooks

Controlling and classifying a daybook

About this guidance
The law and daybooks
What to record in a
daybook

Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page tells criminal investigators in Immigration Enforcement crimina
teams about how daybooks are controlled and classified.

estigation

A daybook:
e is bound
e contains numbered pages which can be removed after ednas been completed
¢ has a unique serial number, and
¢ s controlled and issued by senior investigation offi Majesty’s

inspectors (HMI) in exactly the same \@/ as cased and official notebooks.

For more information on case decision logs a teb related links.
Classifying a daybook

Daybooks are routinely classified
are recording requires a higher class

¢ altering the classificationgand
¢ how you handle your dayBook.

You must consider whether you withdraw the daybook and request a replacement if:

Related links
Links to staff intranet
removed
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¢ the content of your daybook requires you to alter the classification, and/or
e you have a business requirement to remove your daybook from the secure office

)
N
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Criminal investigation: daybooks

Completing a daybook

About this guidance This section tells criminal investigators in Immigration Enforcement crimi In this section

The law and daybooks | teams how to complete a daybook, gives you examples of completed re Examples of a daybook
What to record in a information you must not record in a daybook. completed records
daybook What you must not
Controlling and Daybooks contain material that will assist you on a daily basis, f record in a daybook

classifying a daybook

Storing and retaining ¢ telephone call notes Related links
daybooks e memos Storing and retaining
Daybooks: disclosing e meeting details, and daybooks
information e notes. Links to staff intranet
Daybook assurance ‘ removed
checks They have a contacts page to help you record nd telephone numbers. You

must make sure that you record investigation ac using a Case handling system such as _

criminal investigation digital recor r national operations database External links

(NOD).

For more information, see relat

¢ Criminal investigation digital recordeéxcifange (CIDRE), and

¢ National operation a (NOD) user guides.
Consider what to reco
You must d hat material is appropriate to record in your daybook. When
you are con : erial needs to be recorded and retained (kept), you must
remember yo : gations under the Criminal Procedure and Investigations Act

ore information on disclosure and CPIA, see related link.

onsidering what to record, apply this simple rule. If you would normally
write something dewn relevant to the handling or progression of an investigation, you must
write it in a daybook.
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Recording the information
You do not need to complete a daybook to an evidential standard, but you must make sure:

e Your handwriting is legible.
e You sign and date at the end of the pages used on each day.
e You complete the numbered daybook page and use a separate p

your investigation work but you may not complete the whole pa
and date underneath the last entry made on 18 Dece
unused lines below this.
o On 19 December 2013, you must then start to comp nexXtpage (which will be
numbered 002) and when you have finished tha mugtitear out the page
and file it in the investigation case records.
e After removing any page from your da’ook
o Write the date and time you removed
the spine of the page (the small section
out the main page).
o For example, you must re ike'{page number 001-002 removed at
16:05pm on 18 December i the Operation Festive case files'. If you
are using an Immigration i
information are written

ere you have filed it along
near the spine after you tore

The information you recogeho i the page is important, as it:

¢ allows you to cro ferenc ontents, and
Site e material that may be relevant in later legal proceedings.

You must re ayS start a new page in the daybook for each day you use it. For

more information g e page must look like, see related link: Examples of a daybook

If you complete aRypsupplementary notes to support the daybook, you must make sure you
securely attach them to the daybook as soon as possible.
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Keeping your daybook secure
The day to day security of daybooks is of the highest importance. You must take every
reasonable precaution to make sure:

e you never leave daybooks unattended

¢ they are stored securely

¢ they are always ‘closed’ by a senior investigation officer (S10) orHe
inspector (HMI), and

o they are kept on official premises.

You must keep and store daybooks in the same way youu eep notebooks. For
more information, see related link: Keeping and storing noteBooks.

If you are a manager you must make sure ‘cer
leave the department or retire.

he books to you when they

For more information on storing y
see link on the left: Storing and re

You must tear out and file a dayb ave completed it. It is very important
that you always do this becau i ossibility of your immigration investigations
being compromised (exposed

Loss of a daybook
As with the loss of any rtmen cial record, if you lose your daybook (or any pages
from it), yo t immedi report this to your line manager and Her Majesty’s inspector
(HMI).

—|
>
®
T
=
3
c
o

Arrange fo immediate search to look for the lost daybook (or daybook pages).
Quickly find'@ut how many pages had been completed.

Check that all completed pages have been properly filed in case files held in the office
Decide whether the Immigration Enforcement team’s work could be compromised in
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any way. For example, the HMI must assess whether the daybook has been mislaid
somewhere, or if it is likely that a criminal has obtained it.
¢ Report the loss to the operational security manager (OPSY) as so@i as possible.
¢ Report the breach of security to corporate security, for more infor about how to
do this and who to contact, see related link: Security breach policy.
e Decide whether to issue a new daybook to replace the lost one. A
¢ Remind all other staff about the importance of using and storing the

properly.

Official sensitive — do not disclose — start @

The information in this page has been removed as i
Home Office use only.

sitive — do not disclose — end of section

For more information on operational security guidance, see related links.
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Criminal investigation: daybooks

Examples of daybook completed records

About this guidance
The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page gives criminal investigators in Immigration Enforcement criming
teams examples of various daybook pages and what information they mig

For examples of what the various pages look like and how the informa
related links:

Example of a daybook issue record
Example of an index

Example of a contacts page
Example of a daybook page.

Page 15 of 25

pvestigation
tain.

A, See

In this section
What you must not
record in a daybook

Downloads
Links to staff intranet
removed
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Criminal investigation: daybooks

What you must not record in a daybook

About this guidance
The law and daybooks
What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page tells criminal investigators in Immigration Enforcement crimina
teams the type of material you must not record in a daybook.

You must be sure the material you record in a daybook is appropriate.
about anything you must ask your line manager for clarification before

In this section
Examples of a daybook

completed records

The information in this page has been rema
use only.
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External links
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Official sensitive — do g disclose —

\
&
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Criminal investigation: daybooks

Storing and retaining (keeping) daybooks

About this guidance
The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Daybooks: disclosing
information

Daybook assurance
checks

There are no official tim

This page tells criminal investigators in Immigration Enforcement crimina

teams where you must store your daybook when you are using it and wj eep it after it

is completed.

Storage
You must always store your daybook on official premises,
when you are not on duty. You must also c&id in
away from your desk for any period.

a locked"drawer or cupboard
ur daybook when you are

Retention
After you have used the final pag out and recorded the pages, you
must:

e keep the covers and rem because these contain information which will

help you find the pages
¢ retain (keep) the d

In the future, and
cupboard or drawer.

its for retention as you will record notes concerning a large

number of e period you are using your daybook.

during th

\7

¢ rule off anyinused pages and write ‘unused’ diagonally across each page left in the

you must:

¢ hand the bodK'to your line manager
¢ if you are a manager, make sure your staff surrenders the books to you.

Related links
Links to staff intranet
removed
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For more information on keeping and storing notebooks, see related link.
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'
QO
&0

Page 19 of 25 Criminal investigation: daybooks v1.0 Valid from 28 October 2014




This document was archived on 12 June 2019

Criminal investigation: daybooks

Daybooks: disclosing information

About this guidance
The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybook assurance
checks

This page tells criminal investigators in Immigration Enforcement criminalgiii
teams how to treat the information contained in daybooks when you ar,
obligations under the Criminal Procedure and Investigation Act (CPIA)

Whenever you receive a request for access to material relev.
responsibility of whoever was issued with that daybook to:

e search for relevant material, and
e presentitin an easily accessible form%

You must be aware the entries in daybooks ¢

e be subject to an application [ est unity (PIl), or
ms between a professional legal

regarding legal proceedings)

So you must never routinely ¢
always ask for advice from th

e Crown Prosecuti ervic

e prosecution couns
If you are a € have many specific obligations under CPIA. You must
e to fulfil these obligations in a daybook.
For more information on the disclosure process and PIl see related links:

e Disclosure —'CPIA, and
e CPS Disclosure manual PII.

Related links
Links to staff intranet
removed

External links
CPS Disclosure manual
Pll

Page 20 of 25

Criminal investigation: daybooks v1.0

Valid from 28 October 2014



http://www.cps.gov.uk/legal/d_to_g/disclosure_manual/disclosure_manual_chapter_8/
http://www.cps.gov.uk/legal/d_to_g/disclosure_manual/disclosure_manual_chapter_8/

This document was archived on 12 June 2019

Criminal investigation: daybooks

Daybook assurance checks

About this guidance
The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

This page tells criminal investigators in Immigration Enforcement crimina
teams how managers will assure (check) the content of daybooks and m e they are
appropriately and safely stored.

The assurance (checking) of any daybook issued to you is part
assessment assurance programme run by your assistant dire

The manager’s responsibilities
If you are a higher investigation officer (HIO) or chief im ' CIO) equivalent
line manager, you must carry out a regular assurance of ssued to investigation
or immigration officer (I0) staff you manag cl sued to support staff the 10
may manage.

If you are a senior investigation officer ( jesty’s inspector (HMI) equivalent,
you must carry out a regular assu 00 sued to:

e HIO or CIO staff you mana
e other staff in your team ifggou beli e checks are necessary.

Type of checks

The sort of daybook ¢ s yo 0 you but, as a guide, these must include:

e oOccasiot hecks to e sure your staff have torn out each used page and filed

' ation case files

h page includes notes about more than one investigation, check
that a copy@ithe page has been included in all relevant case files

ake sure that each page has been given the correct protective marking,

security classifications, for more information on these classifications,

The purpose of these checks is to make sure daybooks are:

Related links

What you must not
record in a daybook
Links to staff intranet
removed
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used appropriately

filled in correctly

used pages are torn out and filed, and
maintained separately from case decision logs and prosecution log

Frequency of the checks
How often you carry out these assurance chec
your assistant director, but as a rule you must c

e at least once a year, but
¢ in all cases, before any copies ages are disclosed to the defence.

You, as a line manager, must y re investigation staff they must record and retain
all material. If material has begh gener , Perhaps in response to the above exception,
which isn’t recorded in a b@ok, you t make sure whatever material is generated is
securely stored and re d.

You must rg ment checks in the:

e issue recC

The issue recordimust be maintained by SIOs or HMIs.
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Criminal investigation: daybooks

Contact

About this guidance
The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page explains to criminal investigators in Immigration Enforcement ainal
investigation teams who to contact for more help about daybooks.

If you have read this guidance and still need more help with this categ
your senior officer or line manager.

irst ask

If the question cannot be answered at that level, or you requi

ipgformation about
ordering new official Immigration Enforcement daybooksgou :

Official sensitive —do not

The information in this page has been ré
Home Office use only.

Dt disclose — end of section

only be made by the guidance, rules and forms team

content needs amending you must contact the criminal

e team, using the related link: Email: Criminal investigation
ho will ask the GRaFT to update the guidance, if appropriate.

(GRaFT). |
investigatio
operational g

The GRaFT wi
style and navigal
rules and forms te

cept direct feedback on broken links, missing information or the format,
of this guidance. You can send these using the link: Email: Guidance,
am.

Related links
Changes to this

quidance
Information owner

External links
Links to staff intranet
removed
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Criminal investigation: daybooks

Information owner

About this quidance
The law and daybooks

What to record in a
daybook

Controlling and
classifying a daybook
Completing a daybook
Storing and retaining
daybooks

Daybooks: disclosing
information

Daybook assurance
checks

This page tells criminal investigators in Immigration Enforcement crimina
teams about this version of the ‘Criminal investigation: daybooks’ guidane

Version 1.0

Valid from date 28 October 2014
Guidance owner Official — sensitive: informatio
Cleared by director Official — sensitive: informatio

Director’s role Official — sensitive: infor

Clearance date 15 Septemb’zo 4

Changes to this guidance can only be made by t
(GRaFT). If you think the policy c
investigation operational guidance [ rel
operational guidance inbox, who will

idance, rules and forms team

you must contact the criminal

d link: Email: Criminal investigation
to update the guidance, if appropriate.

dback on
ance.

The GRaFT will accept direct
style and navigability of this g
rules and forms team.

en links, missing information or the format,
send these using the link: Email: Guidance,
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Related links
Changes to this

quidance
Contact

External links
Links to staff intranet
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