
SAMPLE WORDING - WITNESS STATEMENT
ALL EMPLOYEES
STRICTLY PRIVATE AND CONFIDENTIAL

Our Ref:



Your Ref:



 FILLIN "Insert Your Reference" \* MERGEFORMATPlease ask for:


Direct Dial: 
 


E-mail:
 


<Date>

	<Name>

<Address>

<Address>

<Address>

<Postcode>


Dear <Name>
INVESTIGATION UNDER THE ABERDEENSHIRE COUNCIL DISCIPLINARY POLICY AND PROCEDURE  

Thank you for meeting with me yesterday; I appreciate the time you took to provide me with your version of events which happened on (date alleged incident took place).  I now enclose 2 copies of your witness statements for your perusal.  As we discussed, I would be grateful if you would consider the witness statement and make any necessary amendments and return it to me as soon as possible, but no later than (one week from date of issue)
If you are in agreement with the contents of the statement the please sign and return one copy to me by no later than (one week from date of issue).  You may retain the second copy for your own records.

As this matter is confidential, I would ask that you do not discuss this matter with anyone else whilst this investigation is underway.  The Council will treat any malicious disclosure under Aberdeenshire Council Disciplinary Policy.

Yours sincerely

NAME OF INVESTIGATING OFFICER
	



