[Company Logo]   [Company Name]
STATEMENT REGARDING ALLEGED MISCONDUCT
	Case Ref. No.:
	[Reference Number]

	Statement taken on:
	[DD/MM/YYYY], [Time]

	Recorded by:
	[HR Name]



Part A – Person Giving the Statement
	Full Name
	 

	Employee ID (if employee)
	 

	Designation and Department
	 

	Contact Number
	 

	Capacity: Witness / Complainant / Employee concerned / Other
	 



Part B – Incident Details
	Date of incident (DD/MM/YYYY)
	 

	Approximate time
	 

	Exact location
	 

	Name(s) of the person(s) involved
	 

	Other persons present
	 



Part C – Account of the Incident
Please describe, in your own words and in the order it happened, what you personally saw, heard or did. Mention words spoken, if you remember them. Clearly indicate anything that you were told by others rather than witnessed yourself.

________________________________________________
________________________________________________
________________________________________________
________________________________________________
	Was anything said or done before the incident that is relevant?
	 

	What happened immediately after the incident?
	 

	Are you aware of any document, photo, message or CCTV that relates to this?
	 

	Additional sheets attached (number)
	 



Part D – Declaration
I declare that this statement is true to the best of my knowledge, that I have given it voluntarily without any pressure or inducement, and that I have read it (or it has been read over to me in [Language]) and it is correctly recorded. I understand that I may be called to confirm this statement in an enquiry.

	______________________________
Signature of Person Giving Statement
[Name]
Date: [Date]
	______________________________
Recorded / Received by
[HR Name]
Date: [Date]
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