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[bookmark: _Toc303591142]Guidance for colleagues in preparing statements.

You should read this guidance carefully before starting to prepare your statement.  You may have been asked to provide a statement because:

· Allegations have been made against you directly.
· You have witnessed an incident.
· You were directly involved in an incident. 
· Or you have relevant knowledge and/or experience to help determine how the incident occurred.

As part of any initial fact-finding, it is important to learn the facts and if an error occurred, to establish how it occurred so that lessons can be learned, and improvements made. Please do not include opinions in your statement unless you have been explicitly asked for an opinion. 

Your statement is intended to be an accurate and a factual account of your version of events.  For the main part it should be confined to facts you recall about the alleged incident. 
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It is important to be aware that if you are requested to provide a statement based on an incident that you may or may not have witnessed, your statement may be shared with individuals associated with the concerns raised, either internally or externally during this process.

Tips to support you when writing a statement:

1. Commence your statement by providing personal information such as your full name, job title, department, and site base.  
2. A written statement should be presented in typed form where possible. If this is not possible, hand-written statements are acceptable provided they are legible. If you require any reasonable adjustments to support you with writing a statement, please let your line manager know.
3. Be descriptive and detailed when discussing the event / incident and include:

· details of the work environment
· approximate times
· dates
· other individuals who were present / involved
· respond directly to any allegations made against you.
· details of any actions you took.
· other specifics which may relate to the event i.e. skill mix, staffing level etc.

4. Consider dividing the statement into paragraphs, with headings if you feel it is appropriate.
5. Refer to patients by description or "X" to ensure confidentiality but include full names and job titles of colleagues you refer to within the statement.
6. If you can’t remember something, then please state this.
7. You can seek further help and guidance on preparing a statement if needed by contacting the HR Advisory team wah-tr.hrenquiries@nhs.net or your Trade Union Representative. 
8. If further information or clarification is required, you may be requested to attend a meeting or provide an additional statement.
9. Retain a copy for yourself.
10. Remember to sign and date the statement.
11. It is important that you maintain confidentiality at all times.  


What happens next?

If you have been asked to provide a statement by your line manager, then it is likely that your line manager is conducting an initial fact-finding exercise into the alleged incident.  Your line manager will be required to seek HR advice to consider if a formal investigation is required. If a formal investigation is required, you may be invited to meet with an independent Investigating Manager to talk through your statement.

Therefore, you should be aware that any information provided within this statement, may be used to form part of any formal process if appropriately and reasonably required, and the Trust may be required to disclose this information in accordance with legislative or professional registration requirements.

You can access support by visiting the Trust Health and Wellbeing pinwheel via the Wellbeing Matters Hub on the Trust intranet - Wellbeing Matters Hub - Home. You can receive psychological wellbeing support from Network of Support Services (NOSS) and the Staff Psychological Wellbeing Service. Please contact the service directly if you wish to take up this confidential support. 









































Staff Statement

	Full Name:
	

	Job Title:
	

	Department:
	

	Site:
	

	Date of alleged incident:
	Date:                                                

	Time of alleged incident? If specific time not known, can you confirm approximately when throughout the day, e.g. AM between 7.00am to 9.00am?
	Time:

	Where did the alleged incident take place, include Ward, specific area, description?
	

	Colleagues involved, or who have witnessed the alleged incident? Please included job titles where this is known
	

	Are you a direct witness to the alleged incident? YES/ NO

	


	Details of your involvement in the incident:
















This statement is true to the best of my knowledge and belief, based on the information available to me at this time. 
I understand that by signing this statement, I give permission for it to form part of any formal investigation process.  I also understand that this may be used as part of the any Trust Policy and process, which may be taken and that the Trust may be required to disclose this information in accordance with legislative or Professional Registration requirements.

	Signed:

		

	Name:

		

	Date:
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