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FACTSHEET FOR WITNESSES

You may be asked to act as a witness as part of an investigation into a concern which has been raised. As an employee of the Trust you do have a duty to cooperate with a fair and reasonable request to act as a witness when this is made by an investigating manager.

You will be asked to provide a witness statement which can be completed either as part of an interview or as a written statement, depending on what the investigating manager requires. 

As a witness you will be asked to respond to a series of questions about the concern.

You will receive a letter or email from the investigating manager outlining the concern they are investigating and requesting to meet with you or for you to provide a statement. The letter will explain what you need to do and that you are entitled to be supported by a trade union representative or work based colleague during this process and giving you the opportunity to seek this support and guidance.  Ideally you should keep these matters as confidential as possible, it is OK to seek support however try not to discuss the concern at length with friends and colleagues

At the meeting, which will be in a confidential space, the Manager investigating the concern will introduce everyone attending (note takers, witness, support etc.) and explain any general housekeeping points for example fire alarm, location of toilet, break arrangements and anticipated timescales.

The manager will then explain the reason for the meeting. For example “We are here to discuss the informal/formal dignity at work concern raised regarding XX concern”

The manager will ask you questions as a witness to enable their full understanding of the concern. For example they may ask you what you observed or heard at a certain time. It is important you give an open, honest and factual account to support the investigation. The investigating manager may speak to several witnesses separately

Notes will be taken to record and support the investigation. At the end of, or after, the meeting the notes will be made available for you to check and agree as an accurate record Any changes to meeting notes you wish to make will need to be agreed with the investigating manager, if a you choose not to agree the notes you will be asked to explain why this is.

If the manager requests a statement rather than a meeting they will provide you with a set of questions which you will respond to in writing, sign and date as an accurate record and return to the investigating manager in the timescales required.

Depending on the progress of the investigation you may be asked as a witness to meet with the investigating manager more than once, this will usually be to explore in more details where further information has arisen during the investigation. 

Following the meeting it is important that you continue to maintain confidentiality. As a witness you should be aware that it is likely you may not be informed of the investigation outcome. 

If you have any concerns about being a witness further support and information can be found here (Additional Support Guidance) and here (staff support pinwheel)
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