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INITIAL CALL RECORD


INSTRUCTING SOLICITOR: 

	Date of Call:
	Advice Call with Client:
	

	

	Time of Call:
	Advice call with Police Officer:
	

	Time of Departure to Police Station:
	

	If not within 45 minutes state reason:
	

	Fee Earner:
	


	CLIENT:
	Mr
	
	Ms
	
	Miss
	
	Mrs
	
	

	Family Name:
	

	First Name(s):
	

	Date of Birth:
	

	Address:
	

	Place of Birth:
	

	Telephone (home):
	Telephone (work):


	DETAILS OF DETENTION
	

	Police Station:
	

	Custody Reference Number:
	

	Custody Officer:
	

	Police Officer Spoken To:
	

	Alleged Offence:
	

	Arrested/Volunteer:
	

	Date & Time of Arrest:
	

	Arrived At Police Station:
	

	Time Detention Authorised:
	


	SOURCE OF INSTRUCTIONS: 
	Client’s Solicitor 
	
	Duty Solicitor
	
	Other:
	

	Complete details if acting as duty solicitor and client has another solicitor or if instructions come from another source

	Name:
	

	Address:
	

	Telephone Number:
	

	Relationship to Client:
	


	ATTENDANCE CHECK LIST

	If any of the following apply, attend police station immediately

	
	Interview
	
	Identification Procedure

	
	

	
	Complaint of serious police misconduct
	
	Juvenile or person at risk

	
	

	
	Representation(s) for continued detention or bail cannot be made by phone
	
	Confidential advice cannot be given over the phone


	ACTION
	COMMENT

	
	Note allegations and reason for detention as explained by Custody Officer and what if anything has taken place before the call was made
	

	
	
	

	
	Speak to the client and confirm your identity and acceptance of instructions
	

	
	
	

	
	Indicate what police have said and RECORD ADVICE given by phone and note what was agreed
	

	
	
	

	
	Speak with Custody Officer. Ensure that the Custody Record confirms whether you are attending. If not, ensure reason why not is recorded on Custody Record
	

	
	
	

	
	Confirm third party instructions from client. 
	

	
	
	

	
	If duty solicitor obtain name of clients own solicitor
	

	
	
	

	
	If client is a juvenile obtain the Appropriate Adult’s phone number and address
	

	
	
	


	Refusal of Access
	

	
	
	

	
	Circumstances of refusal outlined by police
	

	
	
	

	
	Time of refusal
	

	
	
	

	
	Lawyer’s representation(s) made
	

	
	
	

	
	Time of representation(s)
	

	
	
	

	
	Result/Further action to be taken
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