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ccumcy ‘m one._ of the more :mportamt qualmes of'
notes. Correctness and exactness are rcquircd when b

4 mrrect de-xcrmtmn of suspccu, whlcles,
ete.

witnesses,

< ; . ‘- " ; P,
s . correct date nnd time,; ; . ; 4 . g

... accurate dc-tcraptmn' of crime or nccidcnt. seene, e VT
; mcaxuromont-{, sevialpnumber, locutwn of identl- 3
fic auon mnrk or evulenco. '

cend nll ropurt. numlwrn.




"9, Accurney and completeness of notes may be obtuined

S

DISCUSSION QUESTIONS (Cont’d.)

it the oflicer follows these basic guidelines:

A. Who
... vietim
... suspeet
... witness

...driver, etc.

What
b .._probe;t_.y stolen

..sevidence ©

e fh‘#l ‘ai
]ocat:uﬁ ot :
5 R

3. Frequently a v
hension becnuse, f a inadequnte dmrfpﬂon is

Tt cém pl!‘Xlon _ L
...hh.lpe of hcnd aml fuce .
«..color of hair, eyes. "

e muslnc!l'e' or b--nrd

o clol.lum: worn
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A supervisor recommends disciplinary action -
when an officer fails to veport for a new assignment
—an officer reports for duty on his day off, forgetting
that his group number has been changed—a viclim
dies, and the: investigator cannot recall all of the

: ”Unmm{mn Ite has been given—a defense attorney
" gains @ point when the testifying officer does mnot
“remember all the details in the case. These examples

~a police oflicer who has placed too much reliance on
“memory alone to recall the past. The truth'is, that =

" the embarrassment or the explanation genorated by
. these situations can be generally avoided if infor-
< “mation which may have future - use lS fmthful :
T 1ecnrded in a notebook.

- This 'I‘r.umm: Key will dlqeuqq the lmportance i
'of the officer’s notebook. It will suggest the type of
-information it should contain and some of the tech_-_. :

: 'mques ‘to_be used in recording these facts

- Information Commlttec_l to
‘‘Memory: Is Soon Forgotten“
.t - Notes Are Permanent

.- Many variables mcludmg ability, trammg,
~ and effort, influence the process of recalling the past.
WD, remember a fact, an incident, a statement ete., !
-1t is necessary to form a mental image of the con-
. dition, the object, etc., to be recalled. In ‘turn this =
. . image can only be fixed in the mind if close ‘attention
- hag been paid at the time’ of occurrence and if the
. object to be remembered Kas been deliberately com- o
:;m:tted to memory, When distractions oceur, or be-" - .
~cause full . attention is not given to a’ srtuatxon,' ¢
ome detalls will be overlooked and canno “be com-
“mitted to. r'r'ie'mory The tendency -to’ forget’{events
‘with the passage of time or when additional details -
are committed to memory further reflects the un- -
‘reliability of human retention. On the other hand,
' motes that are properly recorded and maintained do &
- not change and are available for future use. Time
_does not affect the accur‘lcy of the wrltten word

22 ~

‘Notcs Aid the e SR

Invest1ga.t1ve Procoss 2l e

The conditions at an accident or crime scene do

- not blend themselves to a concentrated study “of

' things to remember.” Mmy tasks need immediate
attention and must be performed without hesita-
tmn Performance is, to a degree, instinctive—the
crime or accident SLOI]O lq protected, the vietim is
given first aid or requires removal to a hospital, wit-
nesses are identified and secured, the complainant or
viclims are interviewed, efe. The pressures of these
activitices not nnly m-quxtnte the perl‘ormmwe of
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are typical of -the situations which can involve = -m
.. as he procceds with the: mvcatlg;lt:on After dispos-

~ing of all pressing m:'ttterq, he studies his notations
'and assembles the,p
‘into the case. Notc._
- facts—they  may. 'prompt him - to 9c-cxamme

alibi—to wchec!c the crime or. :
- further question a wztne.ss o'r to opcn

& An A1d to 1nterr00'at10n

 must not rely solely on his memory. He ¢
TS, notebook and briefs the mterrogatmg'oﬂi

~ investigation, the ﬁeid inquiry and the arr
_quate notes in_ ‘these circumstances spel
,- ence between a. suceessful 1nte1rogatlon an

B TAKING

many tasks bu't divide attention as well.
situations it is not unusual for:an officer to .be

I n theqe

distracted by the confusion and to forget the
names of persons to be interviewed or remarks of
witnesses. Ifailure to take nntui as the mve%t:-
gation progresses may 1osu!t 1m the inability ‘to
recall many of the facts. It is the experienced’ and
competent officer who avill note. his activities, infor-

mation, evidence or .other facts he has uncovered

ces to obtain a better insight
help “him to recall addztzonal

acczdcnt

of mvmtzgatwn

Occasmnal]y a suspect is arrested in the‘:ﬁeld ;nd

__taken to headquarters for interrogation tby inother
officer. A report may mnot be available and y
- questioning ofﬁcer ‘must have b'zckground~1nf )

et he

tion. In_ such a situation the notebook. m
the necessary information. The" anestmw_

= Cons:derable mformatxon‘ is usuaqllpy-' ‘-gathered ur—
ng the course of an mvestxgat:on-—statements are

~made, names ‘and ‘addresses are obtained, descrlp-
~tions are gwen, ‘measurements’ are. taken, ete. If
these findings are not recorded as they are brought

to light, they may never be accurately and com-

'pletely remembered ‘TFurthermore, there is a lapse
~ . of time between the end of an mvethgatxon and the

trial. If testimony were to be based on memory

. _alone, it soon becomes apparent that some. details
have been fox;gotten. Testimony based on a lack: ‘of

mformatlon ‘will in turn undermine a case.- l‘he court

~and Jury arc little impressed by such’ anqwors.\as

4T don’t recall,” “I'm_not sure,”:“I have forgotten,”
and “I don’t » emember.” Ev:donce to establish proof
of guilt is diflicult enough to obtain without further
weakening a case by failing to testify accurately
and eflecetively. Your ability to teqtlfy with, au-
thority,  accuracy and = completencss is qovcrely
limited if you rely on memory alone—take notes
during the tnvestigalion mut refer to, them 'whcm
Hou t:-mf_u. : e
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Countceracts Denials or
Changes in Statemonts

The emotional impact of witnessing an incident

may lead a person to make spontancous comments
when he is interviewed by the police. Then, after
griving the matter some consideration and realizing
that he may become involved, he may deny making
any remarks, or for some other reason may insist
he is being misquoted. The failure of a witness to
reeall past evenls aceurately will also alleet the deci-
siveness of his testimony. He may forget details or
may unknowingly change his conception of what he
witnessed or told the police. The officer’s notes can
help the witness to recall what he said, or can be
used to counteract the denials of a reluctdnt w1tness
or the accused. :

When in Doubt — ertc 1t Down‘ '

writer, The defense may use :]I(-;rlhlﬂ or in: ulm,
noles which are of no value Lo the Lestifying of;
Lo cast suspicion upon their worth or. the ofli
ability. Notes must be accurate and as complel
possible so that they may be quickly read

understood. They must be written with the un
standing that they will become the ofticer’s per
nent record and that others may asle to read the

tents of the notebook. Use o ball-point : pen
fuunt,.tm pen to insure durabilily and legibility
is also advis: 1blu for those wdh poor pcnm.msht]

i prmt e s

bl you consult your notes durmg a trml thc-
fense may examine the notebook and will qe'u-(,h

- entries that will tend to weaken or diseredit v

testimony. Any irrelevant material may, theref
be exploited to the fullest extent. Doodling, shop p:

lists, a first name followed by a telephone num!’
may cause you nuedlesq e*cphmal.mu or.- (.mbarl.

' The number of notes requlred for any one mvestl- by

."gal:non i3 often a source of concern. Although no
" specific rule may be established, it 'is generally, ac-
. cepted that notes must be e‘ctenswe ‘enough to in-
~clude all pertinent deatils. Some officers have solved
this problem by recording the information whenever .
~a doubt arises as to whether or not zy p.u tlcular note"
:'.;shuuld be made. : et ATkl

Notes Are Made AG‘:‘. ; ‘
'IIlfOI"IIl‘IthIl Is Obtained

When operational procedures are. performed S
matter of course they soon become a habit. These

functions become second nature to thL oﬂacer and
are performed simply because there is a ‘need for
them to be performed. Note taking s no "exceptlon.

It may be developed into a reflex like reaction by -
recognizing the need for a written’ record and follow-
ing the practice of recording all information as it'is

obtained. The rewnrdq alone are sulhcxent to stimu-
late an interest in note taking, Not ‘Ql;ly ‘does this
practice aid the recall of past events but it has the

-immediate effect of improving the cleamess “com-
. pleteness and accul.lcy of reports submitted
. superiors. : :
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Notes muﬁ'be made at the mom éﬁinfb

in the notebook as it is given. Reading the notes

will assist you to obtain a better mental picture ==
of ‘the suspect and may prompt you to ask for_-u

further details which could facilitate identific: ation,

Fuilure to record the information at the moment it
is learned may mean a loss of time, or the inability

to correct errors, as the witness or vietim may le: e,

bhe remaoved frum the scene, or even die, Mensure- "%

ments taken at a erime or accident scene must
always be recorded as soon as the distances huve
been determined. :

Clarity and Coxnp]etdness
Arc Basic to Note Taking

Notebook entries that are too brief, not specific

enough or sceribbled, loge their value :md an actu-

ally be uged to detrael Trom the credibility of the

1

A
w

0

S at:on

is gathered, Develop the habit of recordmg the facts
as they are learned and as the evidence is obtained,
e Any heqttanvy, even for a few mmute«t,‘ may result
- in the omission of important details. For example, -
when obtaining a description, enter the information

‘inches, that may be easily c-u'r on,the
found to be the most suitable fo held .note
If a loose-leaf type noteboo :

_bound notebook h‘wmg; a ha

of choice. A loose-leaf notebook pen;m ts
of notes required for a particulur
the notes may, however, cause the dd“
‘that ‘portions of information favomlﬁ
_ft.ndant have been removed,
be' fm'cqtalh_d by numbm ingeach

Aknowmg that its pages are '_;v'm'mly afiixed, L
~ reduces the challenge to the confmuity’-?'ﬂf the,
b ns_the pages are :

‘A bound or loose-leaf type

binder will prove to be more 2

Selectmg the type of notebook is Ltrgg}s'

t removab

2570 LAKE sn.ztf-f b L SRS
i BT ZCALED Potick WHEVHE SAW__
_o__w/u ABOUT23, 376% [30- 190455
BLowN. w-aw:fudrfsmr
| SHIRT, TAN PANLS, PARKKSHCES- |
" NO_OTHIK RASCLLORSN: TRYING.
| To FoKRcE PooR of. fmﬂ ML_.
-___._Fvas (2592 kgD 4
| (5)_PATRICK BASE < 21|% HAS\
_d0¢0 W J8tA ST Mo PHINE
s ANS WEEING PESCRIPTON L _
o FouN? 4N AJLEY REAR ZSD2 % 2
- SAID NE_HAD BEEN PLWEING
ek AND cm'm:fl’.. AN POSTESSTION..
...... OF I-¢™ Y PRIVER,
SISV ANP _i7e .fm.wy SAYS HE_
O 15 APRRENTICE CIRFENTER. .

e e et ——— s wepad ..J

notebook may be a source of m‘ud!cw qm‘-ttwﬂ
a8 the whole notebook must be submitted w hcll i

“notes are requested for examination,



VWhalever noteboolk is selected, each type is a

‘; praven meth od of maintainingr notes for future use.
i it iv the disoriented oflicer who resorts to jotting
4 potes on slips of paper or any available material.
This individual wifl make notations on folded sheets

of paper, index cards or even the inside cover of a
Leok of matehes, The limited \»1itin;, surfaces re-
el Hw araeatity and qualily of the notes, and the
rizanized method of keeping the notes in pm,kcts
or in uz.\mnpw soon make them meaningless—if
they are retained at all.

Starting a. INNoteboolk

: A police oﬂlcer who misplaces his notebook in a
“_ypolice vehicle, a court room or at the scene of an in-
w..ar ation, ete.,, may fail to have it returned if it
o does not contain a means of identification.” This
-~ *“nroblem will, to a degree, be solved if the first entry

made on the inside cover or the first page is the
Sowner's

unit of employment. This entry can be: pxotected

it

used by the officer in the field. They should include,

~ municipal prmecutor

. fective, juvenile and traffic units. Having ready
~~access to this information can save valuable time
.~ when you are conducting an mveLstapratlon. checking
~suspects or the conditions of: your beat. ‘These tele-
~phone numbers may be typed or wr:tten on a card

» 'Y v ' Ay e . Y | A T8t "
L W S A TS g 4 s b s i b

% ::-ﬂt"-DICd to the HiS'ldB of the back cover,.

.:,_S’IVG the Notebook

for future reference. They may be placed in a box
~and kept in your personal‘locker at police: head-
~quarters or at home. They should be filed in chron-
~ological ‘order. Bach ‘notebopk should be ‘identified

o entrles

The extent of the noteq to be taken in :my one
incident will be determined ‘by the assignment and

OSBRI e st g A S

“enough to allow the preparation of complete and

~ court and to serve as a reference for some of the
= police activity performed on a pnrtlcul:\r day.

Notes should be preferably written on only one
" side of a page. This is especially important when
the loose-leaf type notebook is used and the notes
are removed for testifying. Notes must be clearly
; identified : the page number;ithe date, time, location,
% when they were made, the case number, the identi-
< fication of the pmfu'.a mvolved (nmnvs', addrcsscs
[telephone number, age, gex, tace).

A oflicer shonld nol devize o qhmlh wnd qulc\m
~which would ba nwuninglms to anyone elso. Iintries

o e et 1 5 o i ot . o ke R B

s name, rank, badge number, address of as- . .
 ginment, and in ]nrgc department, the division and = =

by placmg’ a tran‘ip'uent plastlc adheswe strlp over

.. Each notebook should aho pmv1de a re‘ldy refer— :
ence of telephone numbers that are likely to be

_ the coroner’s office, various ¢ourt branches, state or
office, local firehouse, towmg. g
~ electrical department and othel service agencies and

various départmental extension numbers of the de-

Special _Drdcrs
i and Directives:

“the size of a notebook page and elther taped or

- service training,

£ Vehicle Condition:

TFilled noteboolﬁ shou]d not be dlscarded but kept

‘Court Apre:ran:cs. :
i

by the first and last case report number it contains,

“along wnthr _the 'dates of the'wopenmg andfc]osmg" G R

o Py R _ : -:.7_:.s.pe--t:ial Events: i
“\Ioto Talﬂncr SNSle s R
““ the oflicer. Generally, notes should 'be extensive | Summqry

. accurate reports, to help rceall when testifying in -~ :
2'. Pr npml u ke;ut notes aid Hze mws'twator, Uw in-

must be made with the consideration that others
may cexamine the notes. Common abbreviations
which do not affeet the comprchension of the ma-
terial may be used to save space and time. Letters
or numerals may be used instead of names to
identify the principals after they have been prey-
iously identified, e.qr., (C) for Complainant, (S) for
Suspect, (V) for wvietim. When more than one
suspect or witness is involved, a number may be
written after the designating abbreviation to indi-
cate ench suspect or witness, ¢S2) for suspeel No. 2.
This will not violate the rules of clarity or legibility,
as the reader can always refer to the full identificas”
tion of the subject the first time his name is recorded
in the notebook.

When to Take Notes

The majority of the notes will resu]t from mter—
views. However, notes are also made of incidents
or general information which will assist the officer
to perform his duty more _effectively- 01' to prOper]y
reeall events at some futm‘e time.

- WHEN 1C :TAK 'NOTES

ADMINISTRATIVE - INVESTIGATIVE | OPERATIONAL

ldnnhfyiﬂg llle 3 Trans, arhhen ul
Assrpnmenl. 4 "~ Female Prisoners: |
}date time arri\rcd N yha ining K
)‘I,Dcalmn o[ mcn f
en A2
(c) weather cnndihon
(d) case number ity

Shlcmcnts. Rumarks‘ 8

New Assignments:
duties, boundaries,
hours, lunch peno&
siarlmg time

New Procedures

and Laws: . Admissions:
record briefly change . 'suspects, vir.tum

“in procedures, regu- * . wilness - 0
_ lations, ordinances, 3
7 slatutes. clc

~ Crime Scene:
. Sketch, 'measure- ¢
-~ ments, other officers
' nrescu!, how cnme 2
was commtltcd :

!1 &
i~ description - of. p p-
erty, aulcs,? ‘.

uniform change, in- %
spection day, in- %

" firing range, etc.

i Evidcnce
‘type, and location
iound—descriptmn
and - |d¢nhl‘calion

; i’hyslcal uescrlptlnn
¥ (a) crime -or “acci-
dent .scene’ no

date, time, nature of
damage when._ report-
ed to supervisor.

“Zhole In street, da
aged light pnst’ !
teen hang out, efc.

date, time, court .
branch :onlinuances.
trial. -

sketched -
(h) victim, suspects
(c) aulomubl!l. ‘stolen .

proper Y
pris: Serﬂcenende
- (a) first “aid
(h lransport to -hos

t:hnnge in nay Oﬂ-_ ;

, reason’s

sr.riphon

‘ Ulhcr Agenc!u
Invalved: -
(a) coroner
(b) medical
- (c) other police R
agencies ;

~Iocation, time of
‘occurrence ‘of .

crimes on beat,
L, MO, of cn;nlp;l!

date, time, locahun
of inqucsl grand
jury, parades, special
events, elc.

terrogator, court room testimony,- mul can be
used to counteract denials and changes in a sto: Y-

2. Notes are made at the time an incident occurs.l_,__
4. Clarity and completeness cuc fmzdamcntal to
note tm’unq

5. Entrics in the notebook should bc jmopew IJ tdmz-'
_tified as to the case number, date, time, Iocatmn, ;
cte. 553

6, The ineldent and the officer :Mu‘mnu' Hn‘ m:m- -
ber of notes that are to be made, .

131 :
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1. QUESTIONS...
¥ Sl
i iy 1. The best technique an oflicer can use to recall
i past events is to
g ‘ a. commit everything to memory.
¥t o © b wuse an individualized short hand method to
§ i record notes.
- ; e. jot down information on slips of paper as
o gt | they are less dullcy to earry.
4 a' it d. all of the above.
4 & de " e. mone of the above.
: § b6 522,40t may be said that néte taking serves ihe fol- ~
‘4 il lowing purposes: R i
' 1' CESE T, Relps the officer to prepare better reports,”

[ @ccurately and completely.

BoHsDecL.

interrogated.

= foi'niu,_1964."’3_04 pp.

T “NWGKF

" ANSWERS...
: : "|aa.‘1.m:_> 4L STOMSI? oyl Jo v ()

D)o oq Jsnua .sn')n;': AU} BUOSLEIL DY) Jo aay
BN dau dnay g, HRMRUR daoqe oy Jo |y (p) ¢
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The following questions are based upon material in this TrainingEI{cy._ Select the best an,s_vsiei'.- ;

b, will assist the officer to recall past events more

. will furnish background informa ion when a ..

"PROCEDURES. Geo Bo
hapter VI, “ fefdﬁot “akmy' -‘at;d._-ic:rimg Scene B

notebook, It suggests

'DAILY TRAINING BULLETIN.
,C Thomas Publishers, Springfield, I 3. 27.
Chapter I, “Personal Aids” con taing sound practi
of the officer’s field wotebook. It s evident that

this chapter was obtaine : kA2

10 0 Juugaodwir 08 SI Hup) ajof A4 Suosi.

.

3. The following considerations must be givy.
notes are recorded in a notehook:
a. someone else may excmine the notel:
‘question the content. :
b. months or even years may pass befo.
may be needed to assist Lhe officer;ito .
c. they become the officer’s official memo
. d. all of the above. A AT
“e. mone of the above.

(

4. The question of how ﬁ:aqj{@lés.shdixld De

' s often raised by police ‘oflicers. This r

~answyeraed in the following manner: oo
. the amount awill depend upon the case v.
< oflicer ‘assigned to the vestigation,

b, the notes must contain all the ava
coment information
whenever DL
i$ to he :

hen and

Vol. ‘1, Los
llinois, 1963, 274 pp

d from persons

chuiques. of. Siféa;'&éu{q‘ fuls:
%rz{:‘spv_z‘q-rs.‘“;-ff?}g;' Trainin
e preventive measuyes by o
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