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INSTRUCTIONS TO BE OBSERVED IN KEEPING THIS DIARY
Purpose

1, Members of the Police Force to whom diaries are issued must use those diaries
to maintain a record of all their activities when on duty.

Nature of Entries

2. The entries must be made daily, as soon as possible after duty is complete. If it
is necessary to.make any alteration, it should leave the ongmal legible, and the correc-
tion initialled ard dated. Entries should not be lengthy or in vaguely general terms.
They should show concisely the hours at which various duties are performed, the time
spent on each duty, the places visited in the course of an inquiry, the object of each
visit, and the names of persons interviewed or seen. One line space only is to be left
hetween each day s entries.

3. Detalls of Ieave qualifications and briefs should be entered at the back of the
diary. Detectives must enter a record of apprehensions at the back of the diary.

Checking of Entries

3.  Station commanders must ensure that entries in diaries, where issued to mem-
bers under their control, are properly made. They must examine the entries at regular
intervals and initial and date the diaries after each examination. Inspecting Officers
must examine entries in all diaries during the course of regular or random inspections.

Completion and Filing

4. When the diary is filled, the dates of the period it has been in use must be entered
on the inside of the cover. A new diary will only be issued in replacement of one fully
used. The diary forms part of the kit of the member to whom it is issued, and must be
handed in on transfer or on leaving the Police Force.

Claims

5.  Claims aré' to be recorded using the alphabetical codes as per the current payroll
standards &
(‘:&,’
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