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Records Section;

Special Branch, .

14th. May, 1964 .

This paper outlines the policy and irocr ure operating in the Records

of Special Branch.

on

,The terms of reference.on which we work are: (1) to maintain ccmplete

information regarding individuals and organisations who come to the notice of

Special Branch, with the emphasis on subversive elements, (2) to collate this

information,in'such a' form as to 'give an accurate and up-to date pictUre of the

depth of penetration by extreme politipal movements into industry and in the

professions and (3)-to keep separate records on a geographical basis, to show the

build up of extremists in given areas. These processes are achieved by keeping a

number of different 'indexes and a wide range of files%

Nominal Index
•

A good nominal index is essential and it is-our experience that the use of

slips kept in binders is 'the most efficient method, both on, grounds of ease of

searching and in keeping the margin of error to a minimum. An alphabetical Combined

with a phonetical filingaystem is particularly suited to the searching of names

which could 'be on record under a number of spelling variants. It goes without '

sayinOnat the, slips show as many identifying Particulars as possible, ,but by the

nature of the work, many case; occur without these details. ,If more information

comes to light later it is put on the slip and if there is any change of detail,

such as in the address, the record is amended.

The index is designed to provitie one slip only for each individual and for

this reason every effort is made to identify with any existing record before filing

the slip. In oases of doubt the later slip is filed and suitably Cross referenced

to 'the other slip, but both references will be examined with a view to positive

identification if the person(s) come under notice again.

Three types of slips are used in.this ,

1. Pink coloured slips for persons who are the subject of Record Files - these

are personal files- which contain a' complete history of the' activities of

such persons. (A fuller explanation about Record Files will be' given under

/ the heading
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the heading "Files and their uses

2. White slips make up the rest of the index and these relate to individuals

who hay

minor -way and at :that stage do not eerit specialinterest or attention.

been accorded Record Files, but have come to notice in a

To cater for mere than one reference of this nature for one person,

the further information is typed on the reverse of the slip, (a "Composite"

slip). yhen the slip is full, the procedure is to open a Record File,

which is built up from the information 6n the existing white slip (this

slip=woula then be destroyed and replaced by a pink slip).

'Examples of slips mentioned above are attached as at 'A','B' and 'C'.

A sample binder is also attached with blank slips inserted.

A number of subsidiary indexes are allied to thellominal Index and these relate

to addresses of special interest, Telephone numbers and otor Vehicle numbers, which

have come under notice:

Subject Index

The Subject Index is designed to give a quick reference to all aspects of S.

work except those covered by the Nominal Index and other special indexes. .The

main features of the index are:-

i. Organisations' sooiCtiea and bodies operating in and beyond the M.P.D. and
abroad. 

All organisations coming to notice in a security context are recorded.

Many (like trades unions) although "innocuous" in themselves are likewise

recorded,if'an extremist element is within them. Cards relating to

organisations are arranged alphabetically in separate sections covering the

various aspects of S.D. work - fa etc. Some (of necessity)

bear vague or "uncertain" titles (foreign names, translations and Celtic

renderings) which complicate the task of maintaining an accUrate record.

It is therefore necessary to show under each bard heading sufficient details

of the organisation - its purpose, political bias etc. - to facilitate

identification. Only one card is filed for each,organisation.showing, in

addition to the descriptive note, the number of the appropriate file. When,

an additional item of information concerning the organisation appears in

reports which mainly concern other matters, this information is extracted in

/ precis
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. precis form and added to a history sheet enclosed in the file of the

organisation in question.

2. Literature. 

An alphabetical record is maintained for every newspaper, dournal,

:
pamphlet, book and propaganda leaflet ish,illtireign) which comes to

notice in a security connection. Certain of the more important of these

publications are treated in the same manner as an organisation - one

card giving reference to a record file containing all the available

information about the subject.

' 3. Activities Miscellaneous. 

This section is a guide to all other matters of security interest

reported to or by S.B. dealing with. the activities of- persons and

organisations and miscellaneous incidents and events of special interest.

Cards are filed alphabetically according to the type of heading under which

information may be sought. The more active branches of S.B. work are

covered by sub-sections Bush as Katuralisation, Protection etc. each ,

giving references to policy procedure and to items of special interest. •

-A valuable feature of this index is the system of recording, atters and

individuals under the various nationalities whereby activities of persons

connected primarily with a particular country can easily by traced under

More than one heading - thus an enquiry concerning "gun running" between.

countries X. and Y nay, according to the context, be recorded under the

sub-section "Arms" and under the two countries concerned. This method

anticipates a request at a later date for a reference to the whole or

part of this matter euch as a general question concerning arms trafficking

or the situation in X or Y - it is only by inserting a variety of entries

on a complicated matter can one hope toyroduce an answer. Collections

of information are built up on 'certain subjects of particular interest in

cases where it.is desirable to get a broad view of a series of incidents

e.g. Trading with the Soviet BloC, Wearing of Political Uniforms, Political

Asylum, Repatriation campaign 7 activities of a certain Intelligence Service

and so on. There are many other sub-divisions of this .section. "Threats

to Prominent Persons" supplements the references to Prbtec-ted persons and

/ is of
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access to secret dsigna and procesees and Research Estaclishments. Many hundreds
a. cases come within these and similar categories and files are Opened for each
one and the names of persons of interest are collated unto their respective files.

These specialised indexes and lii es are also used, to identify individuals

when the profeasion is known, but the descriptive particulars are too meagre for a
succkssful search to be made in the formidable main Nominal Index and many positive
identifications are achieved by this speedy method.

Files and their Uses. 

A considerable volume of correspondence and reports is received for filing and
recording and it is imperative to deal with this by a- simple system and one that
highlights the important matters, while minor aspects of the work are put on record
with the minimum expenditure of time.

Files Relating to Individuals

The important ana also the more active persons coming to notice are given a
personal file, known as a "Record' File. This houses all correspondence specifically
concerning the subject and contains a "History Sheet" to log instances when the
person has been mentioned on other correspondence, (see Specimen,sheet at 'D' attached).
This system of "Record" files is an important feature of this work in that it makes
available to the reader in a blear concise form all the information about the
.subject of the file and .saves referring to a number of other files. It also does
away with the cumbersome system of adding reports when the new material is not
completely relevant.

Correspondence relating to persons not coming into the above category is placed
on bulk files appropriate to the context of' the report and the names are out on
record in the main Nominal Index bearing the reference number of this file and the
number of the attachment on the file.. The titles of a few of the files used in this
way are:-

Minor racial disturbances in the M.P.D.

Miscellaneous strikes in the M.P.D.

Copies of H.U.(I.B.) Circulars with request for circulation to S.B. Officers atPorts.

Passport Office circulars re withdrawal or amendment of passports.
Miscellaneous Fascist matters. .

Miscellaneous anti-fascist matters.
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Miscellaneous arrivals and departures, at ports.Less than 25 per cent of the total correspondence received is given eepara.e

. registration, but the method used has the effect of collating various types of

information and at the same time simplifying the procedUre for keeping more

'important matters under review.

The responsibility
uring that all useful infOnmaticn is extracted e

placed on appropriate files or indexes accer 'to the Principles indicated, is

vested in a senior officer whose duty it is to carefully process all newcorres-

pondence and rep .and to indicate the action to be taken by the junior staff

before the papers are authorised to be put away.
In addition to the many types of. subject files pravieusly referred to, a .

series of about 150 files exist en' a zonal basis to cover the v,hole of the Metro-

politan District. These are used to collate information about Communists

who reside, or are members of a Branch of the Movement in any given area and this

method effectively reveals any concentration of extremists. Although it may net

be the direct responsibility of Special Branch to assess the.conaection between

the build up of extremists for instanoe in areas affected by 'heavy unemployment

or where 'bad housin o nditiona have become intolerable, the knowledge'is avail-

able if required. The information in the files is, however, of immediate benefit

.to the Special Branch officers responsible for reporting on the activities of

extremists in their districts..

Types of docket covers,History Sheets and the Continuation sheets are.

attached.

The recognised practice of assigning a registration number for each of the

main subjedts of the work, is found to be of value and facilitates searching both

in the Nominal and Suoject Indexes. This ubject number is used as the initial

part of our references, the second part is the year of registration and the final

part indicates the number of files of that series opened at that time. For example

400/57/11 is a file dealing with an erganiaaticn ('400'), the file was opened in

1957 and this was the eleventh organisation file of that year.A card showing particulars of the subject and bearing the reference number is

completed for each new'registratien and these cards serve the dual purpose of also

indicating the locations of the files. (Cards are attached at 'E').
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It will be appreciated .that in the main .the foregoing constitutes only
the outline of the system, but there is litle point in filling in the many '
details at this stage.
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"Alias, nip" 
.uiuex togetner with the relevant

•

'13'

I D'

Born 
....

. ................ 
. ............... . . .. . 

.

Occ. 

RailWay .. Porter:. 
.....

.
.......................

.

.......................................................

Privacy

Privacy]

,SPECIMIN

Privacy
River

Current 
member of the 

A.R.15.57. vvr.,.. 

S
ociety).

[Privacy:

-7 •

400 . 57 I( 
5a

MI5

No.

Born: - B

= Occ.

il

x

MI5

No.

1.2.05.
Privacy

SPECIMEN5:PECIMMZ

:Privacy!

Privacy

See Privacy

PF.

t)

'
If, a further Mention is made of this subject there would be no room to includ4 it' on the reverse of 'D' above. In such cases a Record File would be opened and allthe information transferred to the Record Sheet on the R/P.together with the Cur-rent mention - see specimen 'FL attached. The White Slips would then be destroyedand rep1a2ed by Pink Slips as at , and all subsequent mentions made onthe Record Sheet. .
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who are the subject of Record Files.

'H'

Add.,

MIS

No.

,

6i/i 7998

'Railway Porter. 

•

: Privacy i .,.,.,.,.,.,... ,.., 1 Privacy i
@ i Privacy ----': .

SPECIMEN:

Privacy
.

Nothing further is added to this type of Slip, although it may b4tmecessary to

alter some of the information from time to time, e.g. change of residence or ,

employment. ,



SPECIMEN

Record Sheet of:
Privacy Privacy

0 1._Privacy_

Born— 1 2.O5.  Corres. No. 402-64.-2

Persons probably identical with Subject

• ± ,
\'•

RECORDS SECTION TO BE INFORMED IIMDIATETY IT HAS BEEN
POSITIVELY ESTABLISHED THAT THEY ARE (OR ARE NOT) IDENTICAL

1.2.59.

19.10760. ,

25.11.61.

28.12.63.

Current member of the A.R.P.S. (Anti River Pollution.Society)
400-57-11 (5a) .

Spoke at meeting of A.R.P.S. held in Trafalgar Square on 10.7.59.
400-57-11 (18a)

Has been elected chairman Of the for the year 1960/4/
ite0-59-17 (fa)

Arrested* for using insulting words and behaviour at meeting of

the A.R.P.S. held in Trafalgar Square on 23.11.61. Fined L5

with 5gns. costs at Bow Street Mag. Ct. on 19.12.61. .

400-59-17 (27a,b).

Spoke at meeting of A.R.P.S. held in Trafalgar Square, on 26.12.63.
400-63-17 (13a)
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Examples of Registration/Location Cards. 

Diva.

Location DMe

SB 2.1.64.

PA 10.1.64..

-

SPECIMEN 

Privacy iPrivacy:.
L.

Privacy :

Writer
Special Branch

Relevant Files

4.00 / 7 11
Diva.

9.6.57.
Location Date

SB 10 6.5'.

PA 20.6.5'

SPECIMEN

Anti River Pollution Sociatz

A C(44aunist controlled organisation,

Writer
Special Branch

Relevant Files


