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»: For notifying movements and transfers refer to instructions at the rear of the Official Diary Det
Wh
INSTRUCTIONS FOR USE AND INSPECTION Offil
pras
pos
rpose of an Official Diary
Mir
3B 13 is kept as a record of daily duties performed including rest days, leave, etc. Its object is to:-
Col
e  afford accurate information to supervisors as to the manner in which duties are carried out. .
e protect and assist employees on all occasions of future reference to their conduct.
se of a Day-Book
Lay
nployees may record details of their duties performed and contemporaneous notes in a day-book. This is o
it a corporate document and does not replace the need to complete other records as required by the policy. 0
E ®
PB 13 may be used as a day-book however a day-book does not replace a PB 13. PB 13 and patrol duty |
turn entries can not include a cross-reference to a day-book entry. s
(]
ecurity of an Official Diary De
mployees are responsible for the security of the PB 13 issued to them: 5
only take away from the work location when necessary. "
give to the OIC for security and reference if going to be absent for a length of time, e.g. on leave.
R
ispection of an Official Diary 4
lesponsibility for Inspection
jupervisors must inspect PB 13s on a regular basis to ensure proper completion of entries. District A
1spectors, Station Managers and Divisional Managers have the overall responsibility. o
Vhen to Inspect Ir
L]
' Station Managers — at least fortnightly where possible
b Inspecting Officers — random checks during inspections fo
Arrangements for Inspection v
ft
Viust be made to avoid the excuse of the PB 13 not being available. If necessary, arrange for inspection
while the employee is absent from work to avoid them needing it on the day of inspection. ]
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