[Company Logo]   [Company Name]
EMPLOYEE STATEMENT
	Case No.:
	[Reference Number]

	Date:
	[Date]

	Classification:
	Confidential



1. Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Reporting Manager
	 

	Role: Person raising the matter / Person the matter concerns / Involved in incident
	 



2. Matter Being Addressed
	Incident or matter (as communicated by HR)
	 

	Date of incident
	 

	Date the matter was communicated to you
	 



3. Your Response
	Point Raised
	Your Response

	[Point 1]
	[Response]

	[Point 2]
	[Response]

	[Point 3]
	[Response]



4. Additional Information
	Your account of events in your own words
	 

	Context or circumstances you would like considered
	 

	Witnesses who may support your account
	 

	Documents attached
	 



5. Declaration
I have written this statement voluntarily and it is true to the best of my knowledge. I understand that this statement will be considered along with other evidence, that no conclusion has yet been reached, and that I will have an opportunity to be heard before any decision. I understand the matter is confidential.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Received by
[HR Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
