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INCIDENT INVESTIGATION – WITNESS 
STATEMENT GUIDANCE 
Health, Safety and Wellbeing Team

 

Overview 

1. A witness statement is a document recording the evidence of a person who have been spoken 
to about an incident, which is signed by that person to confirm that the contents of the 

statement are true. 

2. Witness statements may be taken from people have knowledge of the particular incident being 

investigated or the unsafe situation that gave rise to the investigation.  

3. Witnesses can be: 

 Eye witnesses. 

 Those with information on an unsafe situation that gave rise to an incident. 

 Those involved in the management of health and safety relating to the incident, such as their 

knowledge of the risk, policies, risk assessments, safe system of work, training, instructions 

and supervision. 

 Expert/specialist witnesses. 

 Managers and Supervisors. 

 Those who responded following the incident, such as the person or persons first on the 

scene, first aiders and those called to make the scene safe. 

4. Witness statements should normally be taken as soon as possible to ensure that: 

 The events are still fresh in the mind of the witness, and  

 The evidence is recorded before the witness discusses their evidence with others.  

5. Witnesses should not be influenced, directed or coerced while giving a witness statement.  

6. All available evidence that supports or corroborates the witness’ account should be obtained 

and attached to the witness’ statement. The evidence that is relevant will depend on the factual 

circumstances of each case, but common examples are: 

 Photos, sketches, maps or diagrams that show the harm suffered, the persons involved, or 

the area where the incident or incidents took place. 

 Reports or reports of any other investigations. 

 Medical evidence, for example doctors’ reports or hospital records. 

 Any national judicial or administrative decisions concerning the incident or incidents. 

7. A witness statement should not include legal submissions such as “this was a breach of Health 

and Safety at Work etc. Act”.  

8. A witness statement must be legible and easy for anyone to read and should be written, signed 

and dated in ink.  

9. Guidance on details to be included in a witness statement can be found below. 

10. No-one should change a witness statement without the permission of the witness. 

11. A witness statement is a legal document that may be used in evidence.  

12. The statement of truth at the end of a witness statement, which states that the party believes 

the facts stated in the witness statement to be true and accurate, is important.   In some cases, 

proceedings for contempt of court may be brought against a person if he or she makes, or 

causes to be made, a false statement in a witness statement verified by a statement of truth, 

where there is no honest belief in its truth. 
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Individuals providing a personal/witness statement 

13. As a witness statement is a legal document, witnesses must ensure to always tell the truth. The 

account of the incident should be truthful and accurate. 

14. Statements are designed to relate factual information – so they should be about what was seen, 

or known to have taken place. They are not about what someone else said happened or saw or 

speculation. 

15. Witnesses should take time to write their statements –to ensure that they are happy with its 

content and accuracy.  

16. It can be upsetting to write a statement. If the witness becomes upset, they should put the 

statement to the side and come back to it later.  It is easier to write an objective record if their 

mind is clear.   Support should be provided if the witness becomes upset during any part of an 

investigation. 

17. The witness should write their statement somewhere private where they will not be disturbed. 

Taking witness statements 

18. All witnesses should be treated with courtesy and every attempt should be made to put 

witnesses at their ease. It is preferable to speak to witnesses in a private room so that there is a 

more relaxed environment.  

19. Depending on the level of trauma the witness has experienced, it may be more appropriate to 

have a series of short interviews with the witness rather than one long one.  

20. The witness’s manner during the interview and call a halt to the interview or have a break if the 

witness is becoming too distressed. 

21. At the outset, you should explain to the witness that the primary aim of taking a statement from 

them is to find out what happened to prevent it happening again and not to apportion blame so 

that they feel confident to speak openly. 

22. Those taking statements should use open or closed questions and should not lead, influence or 

introduce their own opinions into the witness statement. 

23. Witness statements should be drafted so that they are concise and to the point. They should 

only deal with matters within the direct knowledge of the witness.   

24. When questioning the witness, all relevant questions should be asked and all reasonable lines of 

enquiry pursued.  

25. As far as is possible, the witness’s own words should be recorded.  

26. When the statement has been completed, the witness should be allowed to read it or if 

requested, the statement should be read to the witness, before it is signed.  

27. If there are any alterations to the statement, these should be initialled by the witness. 

Children and Vulnerable Persons 

28. Child witnesses are generally taken to be those under the age of 16. 

29. Only people who have been suitable trained in the relevant field should carry out interviews 

with children or vulnerable persons, including social workers, teachers. 

30. For vulnerable persons, special arrangements may need to be made, such as interpreters for 

non-English speaking persons, sign language specialist for hearing impaired 

31. All interviews with children and vulnerable persons are planned, and that the purpose of the 

interview is clarified fully before it takes place.  
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32. In certain cases, however, a child or vulnerable person may wish for an adult supporter to be 

present.  This can be a parent/guardian, social worker or other responsible adult. 

33. If a supporter is present then it is important they understand their role and that they should not 

participate in the interview itself.   

34. It should be established that any supporter is not a witness or potential witness, nor someone 

with a personal involvement in the case.  

Details to be included on a witness statement 

1. Full name and full home address. 

2. Date of birth. 

3. Job title. 

4. Address of workplace. 

5. Approximate length of time in current role. 

6. Where was/were the injured person/people at the date and time of the incident? 

7. Where was the witness at the date and time of the incident? 

8. Name of injured person/people who was/were involved in accident/incident. 

9. Whether, at the time of the accident/incident the witness knew the injured person/people. 

10. What task was/were the injured person/people doing? 

11. What task was the witness doing at the time of the incident? 

12. Who was supervising the operation? 

13. The length of time the injured person/people had been working on the operation at the time 

the incident took place. 

14. The length of time the witness had been working on the operation at the time the incident took 

place. 

15. The training, instruction and induction the witness received.  

16. A Risk Assessment and Code of Practice/Safe Working Procedure concerning this operation 

was/was not brought to the attention of the witness by (name and when).   

17. The witness did/did not sign an acknowledgement. 

18. Details of how the witness became aware of the incident.  What did they see and hear that 

alerted them. 

19. A full description of the incident and timeline. 

20. A description of what the witness did when the incident occurred. 

21. What did the witness see in terms of other people and what they were doing at the time of the 

incident? 

22. What did the witness see in terms of other people and what they did immediately after the 

incident? 

23. What happened at the end of the incident, eg. emergency services, first aid etc.? 

24. Any other observations. 

25. Asking the witness how they felt after the incident and how they felt at the time of interview 

and if they feel that they need any support in dealing with their feelings. 

This is not an exhaustive list of information to include in a witness statement. 


