
 

	

 

       

 

 

Guidance for the completion of diary record forms 

Start and finish time 

• Record both the start and finish time of each incident. 
• Use either the 12-hour (8.30am/ pm) or the 24-hour (08:30) clock. 
• If the problem occurs intermittently, for example dog barking, record the total duration of the 

incident with an indication of how often it occurs during that time, for example 7pm to 9pm dog 
barking every 10 minutes for 2 to 3 minutes at a time. 

Description of incident 
• Should be kept as short as possible for example “loud music”. 

How the incident affected you 
Record brief details of how the incident affected you, for example: 

• Disturbed/prevented sleep. 
• Caused annoyance/stress. 
• Could not listen to TV/radio. 
• Caused health effect such as headache/migraine. 
• Couldn’t enjoy garden. 

Please do not add other non-relevant information. 

How long should you keep a record? 
• It is important to keep an on-going record of the disturbance you are experiencing. 
After one to two weeks the diary should be returned, either by post or by emailing to 
ehteam@basingstoke.gov.uk, for review. You will then be contacted by the case officer to discuss 
whether any further action can be taken. 

Additional diary sheets are available to download from www.basingstoke.gov.uk/go/noise 

Privacy Notice 

Basingstoke and Deane Borough Council is the data controller for the personal information you provide on this form. 
You can contact the council by phone on 01256 844844, via email at customer.service@basingstoke.gov.uk  or by 
writing to us at Civic Offices, London Road, Basingstoke RG21 4AH. The council’s Data Protection Officer can be 
contacted at dpo@basingstoke.gov.uk. The personal information you provide will be used in the investigation of your 
enquiry regarding possible statutory nuisance. It is necessary for you to provide this information to us so that we can 
provide the service you have requested. 

We may share your information with other teams within the Council in order to provide a service to you, to ensure our 
records are kept up to date or otherwise where we are required to do so. We will not disclose any information to other 
organisations unless we are required by law to do so or to prevent fraud or criminal activity. These other organisations 
may include the Police and Home Office Departments. 

I also understand that the council will process all the personal information in accordance with the General Data 
Protection Regulations and any other relevant data protection legislation . Your personal details will only be held as 
long as is needed for this purpose and in accordance with our retention policy. 

For further details on how your information is used; how we maintain the security of your information and your rights, 
including how to access information we hold on you and how to complain if you have any concerns about how your 
personal details are processed, please visit www.basingstoke.gov.uk or email dpo@basingstoke.gov.uk 
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Example
Example

Example
Example

Example
DATE 

START 
TIME 

FINISH 
TIME DESCRIPTION OF INCIDENT HOW THE INCIDENT AFFECTED YOU 

THUR 3/3/11 

SAT 5/3/11 

1.00am 

3.30pm 

2.00am 

5.00pm 

Loud music 

Dog barking for 5-10 min spells 

Disturbed/prevented sleep 

Could not listen to TV/radio 

Your address: Source of nuisance: 

I confirm that the above information is true to the best of my knowledge and belief. Signed: Date: 
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DATE START 
TIME 

FINISH 
TIME DESCRIPTION OF INCIDENT HOW THE INCIDENT AFFECTED YOU 

Your address: Source of nuisance: 

I confirm that the above information is true to the best of my knowledge and belief. Signed: Date: 
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DATE START 
TIME 

FINISH 
TIME DESCRIPTION OF INCIDENT HOW THE INCIDENT AFFECTED YOU 

Your address: Source of nuisance: 

I confirm that the above information is true to the best of my knowledge and belief. Signed: Date: 

©Basingstoke and Deane Borough Council November 2012 
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Follow	us	on	Twitter:	twitter.com/BasingstokeGov 

If you need this information in a different format, or need help filling in this form, please contact 
the council. 
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