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Dealing with Anti-Social Behaviour

Information Fact Sheet 3

Getting Evidence : How Best to
Complete your Diary Sheets

We are sending you these diary sheets because you have made a report
about anti-social behaviour to us.  This is the first step in the case we have
opened following your initial report.  If you follow these guidelines below on
completing these sheets, you will help us decide how best to proceed
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Why do I need to go to so much trouble?

• We cannot continue our investigations without these diary sheets
completed properly and returned to us; otherwise, we shall have to
close the case through lack of evidence.

• We cannot deal with anti-social behaviour alone:  we need you and
other witnesses’ help and support as well.

What do I need to do?

Complete with your name, address, telephone number(s) and e-mail
address (if you have one) and:

• Write clearly and concisely.  It often helps writing in block capitals:
it can certainly help us.  If we can’t read or understand your diary
sheets, they will be of no use to us.  Write your diary as soon as
you can after the event - the sooner the better:  everything
will still be clear to you.

• “When”: include the date and exact time the incident began and
ended.  If it ended and then started again, make sure you tell us
that.

• “Where”:  give us the location of the incident: it may be different
from your home address.  If the location is not an actual address,
please describe where it took place as accurately as you can.

• “What”: give us full details of what happened.

1

This leaflet is available in other formats and languages.  For
further information please contact Customer Services 528100.

528100

528100

528100

528100

528100

Leaflet updated 03/06.  To be reviewed 03/07
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• “Who”: give us full details of who did it, where they live (if you
know), who seemed to be the ringleaders (if there was more than
one person) and who was affected - that includes anyone else in
your family or someone visiting at the time.  If others were taking
part but playing a less active role, tell us that too.  If you can’t name
any of the offender(s), tell us what they looked like - age, height,
build, distinguishing features etc.  Did they drive a car?  If so, what
was it’s make and registration number?

• “How”: did the incident affect you?  Include damage to property,
any injuries sustained, loss of sleep, increased fear of going out, any
prescribed medication your doctor gave you.  Remember to tell us
how it affected any others in your family too.

• “Who”: witnessed the incident, if anyone?

• Details, names and collar numbers of any Police Officers who
attended the incident.  Give us the crime number as well, please.

• Stick to CLEAR FACTS AT ALL TIMES

If you run out of space, continue on a blank sheet of paper, or request
further sheets/logs.

What then?

• Return your first sheets within ten working days of us sending
you them.  When we send the sheets out to you, we also enclose a
number of self-addressed envelopes for you to use to post them
back to us.  We will acknowledge receiving them and will send you
fresh supplies.  If nothing occurs between you receiving them and
the day by which you should return them to us, we will close your
case.  We can easily re-open it if something else happens after that.

• We reserve the right to give copies of the diary sheets to any
partner agencies (such as the Police) who are involved.

• Remember that the diary sheets may be used as evidence in court
at a later date.

Other Fact Sheets in this series:

Fact Sheet 1 How we handle your complaint (of anti-social
behaviour) when you first contact us

Fact Sheet 2 Categories and gradings of anti-social behaviour and
how we will respond to them

Fact Sheet 4 Why your complaint is not being acted upon

Fact Sheet 5 Remedies against offenders

If you require one of our fact sheets, in larger print or on tape, please
contact the Customer Services Team on 528100.

email address: asbreduction@tristarhomes.co.uk

Telephone: 01642 526439
01642 526440
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phone your local housing centre or the Anti-Social Behaviour Team
- especially if it’s different from or a lot worse than the original
incident.

• If we have closed your case and the anti-social behaviour starts
again, let us know and we’ll re-open it.

• You can object to this but doing so will limit what we can do to
help.

• Your Patch Manager or an officer from the Anti-Social Behaviour
Team will examine the returned diaries to decide what to do next.

• This may involve visiting you, the person you are experiencing
problems with or witnesses.  Remember that you will have told us
whether or not you wish to be identified.  You can change your
mind at any time.

• We will agree with you an initial action plan.  In some instances
there may be very little we can do; in others we may offer
Mediation between you and the person you are experiencing
problems with.  This is often a very good way of settling minor
disputes before they get out of hand.  Some more serious cases will
require much more serious, possibly legal, action.  The action plan
will also have an agreement on how and how often we keep you
informed as to the case’s progress.

• We will not promise anything that we cannot deliver.  If there is
little or nothing we can do, we will tell you and explain why.

• Once a case has been opened, we will keep you informed as to the
case’s progress in the way we agreed when we first opened the
case.  This will include any action we take against the perpetrator.

• We will let you know when and why we have closed your case.

• After we’ve closed your case, we will ask you and any other people
(such as witnesses) how you felt we handled your case.  This helps
us to improve our services.

What if I am still suffering acts of anti-social
behaviour?

• Keep your diary sheets logs up to date.

• If you run out of sheets and something else happens, write on some
other blank sheets of paper until we send you new supplies.

• Don’t wait for us to contact you: if something else has happened,
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