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Recordkeeping in general 
Justices of the Peace and Commissioner for Declarations assist members of the community with a wide 
range of documentation requiring witnessing. At times, the contents of documents or the capacity of a 
person to sign are challenged in a court of law and you may be called to the court to give evidence 
about what occurred when the documents were witnessed. 

While it is important that you make and retain thorough and consistent records, the Justices of the 
Peace Branch recommends you only record limited personal information in your logbook to prevent it 
from being inappropriately handled. 

This bulletin aims to clarify what personal information is and what you can and cannot record in your 
logbook during the course of your official duties. 

What is personal information? 
Personal information is information or an opinion, including information or an opinion forming part of a 
database, whether true or not, and whether recorded in a material form or not, about an individual 
whose identity is apparent, or can reasonably be ascertained, from the information or opinion1. Some 
examples of personal information include: 

• a person's name, address, phone number or email address 
• a photograph of a person 
• driver licence or passport number 
• a video recording of a person, whether CCTV or otherwise, for example, a recording of events 

in a classroom, at a train station, or at a family barbecue 
• details about a person's land ownership or disputes to do with their land 
• details about a person's education or education activities 
• the fact that a person is a member, or leader, of an association and their attendance at meetings 
• a person's medical details or health information 
• details about a person's religious or sexual preferences 
• details about a person's membership of a trade union or professional body. 

Use of personal information – really, what is the risk? 
By only recording limited personal information in your logbook you are reducing the risk of that 
information being used by another party to fraudulently obtain, credit, good or services, such as 
opening a bank account, running up debts or funding criminal activities. Known as identity crime, this 
real and critical threat costs Australia upwards of $1.6 billion each year2. 
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1 Section 12 of the Information Privacy Act 2009 
2 https://www.afp.gov.au/what-we-do/crime-types/fraud/identity-crime 
 

https://www.afp.gov.au/what-we-do/crime-types/fraud/identity-crime


 

What information should I record? 
The information recorded in your logbook may vary depending on the type of document witnessed. A 
good example of what information you should record includes: 

• date 
• name of the signatory 
• type of document witnessed 
• type of identification sighted 
• location where the document was witnessed 
• whether there were any special requirements you needed to take to ensure compliance with 

the document 
• any questions asked and answers given to clarify the document contents and the 

signatory’s understanding of the document 
• if the signatory took a declaration, oath or affirmation. 

Detailed records should also be kept when the document to be witnessed is unusual or there are 
circumstances when it is wise to keep more detailed records. These may include documents such as: 

• applications for warrants 
• documents under the Powers of Attorney Act 1998 
• if an interpreter or translator was used, such as the language and dialect used, and the oath 

or affirmation of interpreter. 

Specific recordkeeping requirements for Land Registry forms 
Under Section 162 of the Land Titles Act 1994 you have certain obligations. They are, to keep a written 
record of the steps taken to verify the identity of the signatory and that they are entitled to sign the 
document. You must also keep these records for 7 years after you witness the person signing the 
document. 

What information can I not record? 
Sighting identification is not always mandatory when witnessing a document, if you are presented with 
suitable identification you are not permitted to record any specific numbers appearing on the identity 
document. This includes, but is not limited, to passport numbers, driver licence numbers or credit card 
numbers. 

For example, if you are presented with a Queensland drivers licence it is acceptable for you to record it 
as: Queensland driver licence or Qld D/L, you may also include the expiry date of the identity document 
to confirm that you sighted current identification. 

Still not sure? 
Please contact the Justices of the Peace Branch on 1300 301 147 or email jp@justice.qld.gov.au to 
seek further clarification. 
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Legislation and further reading 
Technical bulletin 
02/19 Changes to witnessing requirements for Titles Registry forms 

Chapter 4.11 - Duties of Justices of the Peace (Qualified) and Duties of Commissioners for Declarations 
handbooks 
JP and Cdec handbooks 
 
Land Title Act 1994 and Land Act 1994 
www.legislation.qld.gov.au 
Information Privacy Act 2009 
www.legislation.qld.gov.au 
Office of the Information Commissioner Queensland 
www.oic.qld.gov.au 
Australian Federal Police 
www.afp.gov.au 

 
 
 
Regards, 
  
 
Damien Mealey 
Registrar and Manager 
Justices of the Peace Branch 
Department of Justice and Attorney-General 

https://www.publications.qld.gov.au/dataset/technicalbulletins/resource/97948f7a-f550-4dde-a6e9-d6ff62568cec
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