Witness
Statement
Template

This is a template document only and should be changed as necessary to reflect
the circumstances of the individual case.

WITNESS STATEMENT

Name of Witness

Job title

Department

Please answer the questions below clearly, honestly, as fully as possible and to
the best of your recollection. The purpose of investigation is to determine the
facts and pertinent information, and to gather relevant perspectives, which may
help to give an accurate and rounded picture of the situation.

1. How do you know <name>?

2. Please add any information you consider may be relevant to this
investigation.

[The investigator may wish to incorporate specific questions to
gain relevant information/explore specific issues depending
upon the circumstances of the case]:

2a. Question
2b. Question
3. Please enclose any documents which may be relevant to the

investigation.

4, Are you aware of any other witnesses who should be interviewed or a
statement sought, as part of the investigation in relation to this matter?
Please give name(s) and say why you think they should be a witness.

| confirm that this statement accurately records my knowledge, recollection and
understanding. | understand that | may be called upon to answer further
questions in person, or to attend as a witness in the case of any formal
procedures. | also understand that my statements and testimony may be shared
with the parties concerned.

Signed

Date
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