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Record of Incidents
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Your full name:
Your address:
Your telephone number:

These notes are to help you keep a record of events that are relevant to your complaint of anti-social behaviour or nuisance. If you have been asked to keep a record, please follow these simple guidelines.
In serious cases, where legal action is needed, this record may be produced as evidence if you agree. The points listed below relate to the contents of your record. Those listed under ‘General Points’ are essential things to take into account if your record is to be used as evidence, particularly in any court action. Those points listed under ‘Specific Points’ are there to give you an idea of the information you should include for each incident you record.

General Points
· You must write the records yourself
· Incidents should be recorded immediately or as soon as possible after they have happened
· Only include incidents which you saw, heard or were involved in. Do not include anything that someone else has told you happened, no matter who they are. If someone else wants to record something, they should use their own record of Incidents
· Make a separate entry for each incident
Specific Points
· You must record the following:
· The date and time of the incident
· Where the incident occurred
· What you were doing at the time
· Write down the incident as it occurred, in a logical order
· Whenever possible refer to people by name, if this is not possible write down a description of the person, people and their name and address
· If the problem is noise. Describe the noise as best you can
· If there is verbal abuse, try to record the exact words used, even if you find them offensive
· If the police are called, make a note of the Police Officers name and number and ask for the incident or crime number
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