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



	STRICTLY PRIVATE AND CONFIDENTIAL








	
	

	

	
	



Dear [Add Name]

Request for a written witness statement

I am currently undertaking an investigation into <specify>.  My responsibility, under the University’s <specify> Procedure is to deal fairly and promptly with such matters.  As such, my aim in investigating this allegation is to determine the facts and gather relevant perspectives on the situation.  

I understand that you may <be a potential witness to ****/have knowledge of ****/have useful information concerning ****/the issues that are the subject of the investigation> which may assist in conducting the investigation.  

I am therefore writing to request your assistance in completing the written statement which is attached.  [* To assist you in this process I have attached a template form, for you to complete, [*within which I have provided a few specific questions I would appreciate your responses to]. Please return the document, signed and dated, by <date>.  If you should have any supporting documents which may be of assistance, kindly send copies of these too.  

Any information that you provide will be treated in confidence, insofar as this is possible within this investigation and process.  Please be aware that the information provided may be used to help the University determine an appropriate way forward, and that I may also need to meet with you in person to discuss your statement further.  In the case of any formal procedures, your statements may be shared with those involved and that you may be called as a witness.  
[bookmark: _GoBack]
You will appreciate that confidentiality is essential to ensure that the investigation can be conducted fairly and with minimum impact in the workplace.  As such, I would ask that you do not discuss this matter with anyone other than the investigating officer(s) <names> or your trade union representative. If you have any queries or concerns with regard to this please let me know.

Thank you for your assistance in this matter. For further information regarding the role of those assisting with an investigation please refer to the attached guidance. If having read this you have any further queries please feel free to contact me, at the above address.


Yours sincerely  




<Investigator’s Name/Designation> 

Enc	Guidance Document
 	Witness Statement Template  

Cc 	<Name/s> 
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