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Gathering Evidence         

Keeping a record of incidents

It is important that an accurate record of the nuisance is 

kept for two reasons:

 a) The officer dealing with your case will be able to see how often the nuisance 

 is occurring and how you are affected. This will help us with our investigation, and 

 for statement taking.

 b) If we later decide to take legal action against the perpetrator, the quality of your evidence 

 may be vital as to whether we succeed or not. 

Guidance Notes on keeping a record of incidents

1.  It is important that you fill in the Unique Reference Number (URN) on each log sheet that your  
 housing officer has provided on the inside of the booklet. This will enable your Housing Officer to put  
 all of the evidence together.

2.  Depending on the type of ASB we will ask you to return your log sheets weekly, fortnightly or monthly.  
 It is important to return the log sheets. If you don’t, we may not be able to proceed with the case.  
 When you should return your sheets is clearly shown on the inside page of the log book.

3.  It is important that you record only those things you have seen or heard, rather than opinions. This is  
 your personal incident record and should not be used by any other witnesses. Record incidents soon  
 after they occur while they are still fresh in your mind.

4.  Enter the day and date that the nuisance occurs together with the time it started and stopped.  
 Please use a.m. or p.m. after the times or use the 24-hour clock. Also remember to record the year  
 i.e. 31-07-10

5.  If for example you have experienced a noise nuisance, record:

  n  The types of noise such as loud music, shouting, barking etc.

  n  The volume of the noise such as: I could hear it above my television or the windows were rattling.

  n  How it disturbed you such as: I was unable to sleep or I felt unsafe.

6.  If you receive verbal abuse or threats, please write the exact words that were said. Keep any written  
 evidence of threats/letters you receive or any other items sent by the perpetrator,

7.  Record the identity and address of the person(s) causing the nuisance if you know it, for example  
 David Jones, the tenant and his visitor called Mike Smith etc.

8.  If you call the police, record the date and time, and the name and/or number of any officers who 
 attended your call and which station they came from.  If the police provide you with a log number   
 please keep this in a safe place as it will be important to the investigation.

9.  Fill in the log sheets in numerical order.

10. If you have any additional information you think may be useful please use the back of the log sheet and  
 date appropriately.
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