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Use a Notebook!

· Note taking is a skill and needs to be practiced just like any other skill we learn and practice
· Ideally, notebook should be small enough to fit in pocket 
· “Rite in the Rain” or other all-weather notebook is recommended
· Do not use clipboard with pad of paper (unless using door-to-door forms or other forms that will be saved and scanned by SSAR)
· Do not use pad of paper that you rip sheets off of; use a notebook!
· Notes should be taken with a pen, NOT a pencil that can be erased. If you make a mistake, simply cross it out. 

Why Do We Make Notes?

· To document circumstances
· To document what we did, who we talked to, etc. 
· To pass accurate information on to others (search manager, police, medical personnel, etc.)
· Refresh memory
· Court? Evidentiary value

Start Your Notes Before You Start

Start your notes as soon as you get activated or put on standby. Basic information should include: 

· Date 
· Weather conditions and forecast
· Time of call out, actual start time (& end time)
· Location (staging area)
· Information included in activation notice
· Time you arrived at staging area
· Names of Search Manager, Team Leader & Team Members
· Team Identification (name, number, etc.)

Briefing Notes

· Write it down!
· Team Leaders – Tell people to write it down!
· Write all information received in briefing (circumstances of incident, person name, description, clothing description, etc.)
· Think Who, What, When, Where, Why, How




During the Event

· What’s important? 
· What task were you given and what was the actual result of doing the task
· More is better but only if it’s relevant
· Write what you observed and what you did
· Include times and location (GPS coordinates if applicable)
· If writing opinion, explain what opinion is based on (observations, your past experience, etc.)
· Include sketches if appropriate
· Be accurate and objective
· Be consistent

Documenting Potential Clues or Evidence

** This is a lengthy topic on its own but, very briefly:

· In a potentially criminal matter, DO NOT TOUCH clue or evidence unless advised by police
· In all cases, observe and document scene and item in its original state/location and document time, where located (GPS if possible), who found it, who handled it (chain of custody), detailed description, etc.
· Take photo if appropriate; use measuring tape or other known object to give item size perspective; photos of general scene as well as close-up

Documenting Information From Others

· Name (get them to spell name)
· Contact info (address, phone numbers)
· Use their language
· Use “quotes”
· SSAR has no legal authority so be diplomatic in asking questions

At the End of the Day

· Review your notes
· Is there anything you missed earlier?
· You may want to take a photo of tasking/debrief forms, door-to-door forms etc. for your own reference and/or to supplement your notes
· Add self notes (for training exercises only) (e.g. clothing choices, what would you do different or similar next time)

Other Recommendations

· Use one notebook for training, one for activations
· Keep all notebooks indefinitely
· Maintain confidentiality
· Document your training and experience for future needs

***After activation, notes MUST be submitted as soon as possible (by next day preferable). SSAR retains an electronic copy (in addition to you keeping your notebook) and we must submit them to the agency that activated us. 
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