[Company Logo]   [Company Name]
STATEMENT OF WITNESS BEFORE THE INTERNAL COMMITTEE
	Complaint Ref. No.:
	[Reference Number]

	Date of Recording:
	[DD/MM/YYYY]

	Time:
	From [Time] to [Time]

	Place / Mode:
	[Venue / Video Conference]



Witness Details
	Name of Witness
	 

	Employee ID (if employee)
	 

	Designation / Organisation
	 

	Department
	 

	Witness called by (Complainant / Respondent / Committee)
	 

	Relationship with Complainant
	 

	Relationship with Respondent
	 

	Language of statement
	 



Committee Members Present
	Presiding Officer
	 

	Member
	 

	Member
	 

	External Member
	 



Opening Assurance
The witness was informed of the purpose of the inquiry, that the proceedings are confidential, that retaliation for giving evidence is prohibited, and that the statement will be read back before signing.
Questions and Answers
	No.
	Question (asked by)
	Answer of Witness

	1
	Please describe what you saw or heard on [DD/MM/YYYY]. (Committee)
	[Answer]

	2
	Where were you and who else was present? (Committee)
	[Answer]

	3
	[Question] (on behalf of Complainant)
	[Answer]

	4
	[Question] (on behalf of Respondent)
	[Answer]

	5
	Is there anything else you would like to tell the committee? (Committee)
	[Answer]



Documents Produced by Witness
	Document 1 (description, date)
	 

	Document 2 (description, date)
	 



Declaration of Witness
I have read / have had read to me the above statement in a language I understand. It is a true and correct record of what I told the committee. I gave this statement voluntarily. I undertake to keep the inquiry and my statement confidential and not to discuss it with any party or colleague.

	______________________________
Witness
[Witness Name]
Signature: ____________
Date: [Date]
	______________________________
Recorded before
[Presiding Officer Name]
Presiding Officer
	______________________________
[Member Name]
Member
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