[image: ]

EMPLOYEE RELATIONS
Witness Statement Form
Employee Relations  |  White Cube Consulting

Instructions for completing this statement
This form is used to record a witness account as part of an investigation into a disciplinary, grievance, capability or other workplace matter. Please read these instructions carefully before completing your statement.
Write in your own words. Describe what you personally saw, heard or experienced. Do not include things you were told by others unless you clearly indicate that this is hearsay. Be as specific as possible - include dates, times, locations and the exact words spoken where relevant.
Your statement may be shared with the subject of the investigation as part of a fair process. You will be informed before this happens and, where appropriate, identifying details may be redacted to protect your identity.
You should not discuss the contents of your statement with colleagues or with the subject of the investigation before or after submitting it.
SECTION 01
Witness Details

	FULL NAME   
	[Full Name]

	JOB TITLE  
	[Job Title]

	DEPARTMENT / TEAM  
	[Department]

	LENGTH OF SERVICE  
	[Years / Months]

	RELATIONSHIP TO SUBJECT(S)  
	[e.g. Colleague / Manager / Direct Report / No prior relationship]

	DATE OF STATEMENT  
	[Date]

	INVESTIGATION REFERENCE  
	[Reference Number / Description of investigation]

	STATEMENT TAKEN BY  
	[Investigating Manager Name and Job Title]

	ALSO PRESENT  
	[e.g. HR Representative / Note Taker - or 'None']


SECTION 02
Statement of Events

Please describe, in your own words and in chronological order, what you personally witnessed or experienced in relation to the matter under investigation. Begin from the earliest relevant point and work forward in time.
Start with the context - where were you, what were you doing, who else was present? 
Then describe what happened, in the order in which it happened. 
Be specific about what was said and done. If you are unsure about something, say so.
Background and context - what were the circumstances before the incident(s) you are describing?

Description of events - in chronological order:

Who else was present during the event(s) described above?

Information Provided by Others (if applicable)
This information was not witnessed directly but was reported to me by:

How confident are you in your recollection of these events?
☐ Very confident          ☐ Fairly confident        ☐ Some uncertainty about details
What factors may have affected your recollection (if any)?

Supporting Evidence Checklist
☐ Emails       ☐ Teams messages       ☐ Text messages       ☐ CCTV       ☐ Documents       ☐ Other:
SECTION 03
Specific Details
Are there any documents, messages, emails or other records that support or are relevant to your statement?

	DATE
	APPROXIMATE TIME
	LOCATION
	BRIEF DESCRIPTION

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 




SECTION 04
Additional Information

Is there anything else you believe is relevant to the investigation that you have not already included?

Have you spoken to anyone else about this matter? If so, who and what was discussed?
	
Do you have any concern about providing this statement?
	
☐ Yes - details below  ☐ No


SECTION 05
Declaration

I confirm that:
-  This statement is a truthful and accurate account of what I personally witnessed or experienced
-  I have not knowingly omitted any information that I believe to be relevant
-  I understand that this statement may be shared with the subject of the investigation as part of a fair process, and that I may be asked to attend a meeting to discuss its contents
-  I understand that this statement is confidential and I agree not to discuss its contents with colleagues or the subject of the investigation

	WITNESS SIGNATURE
	

	PRINT NAME 
	

	DATE 
	


Statement received and verified by:
	INVESTIGATING MANAGER
	

	PRINT NAME 
	

	DATE 
	



This witness statement is a confidential document. It must be stored securely and access restricted to those directly involved in the investigation process. It must not be shared with any third party without HR authority.
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