A witness statement is a formal document setting out what a witness saw or heard. It must be written in the witness's own words and be factually accurate.

IN THE EMPLOYMENT TRIBUNAL Case No: [Insert Case Number]
BETWEEN:
[Claimant's Full Name] (Claimant)
- and -
[Respondent's Full Legal Name] (Respondent)

WITNESS STATEMENT OF [WITNESS'S FULL NAME]
I, [Witness's Full Name], of [Witness's Address], will say as follows:
1. I am the [e.g., former colleague of the Claimant, line manager, etc.] at [Employer Name]. I worked there from [Start Date] to [End Date]. My statement is based on my own personal knowledge.
2. On [Date], I was present at [Location, e.g., the open-plan office on the second floor]. I witnessed [Describe the specific event factually and in the first person. What did you see? What did you hear? Who was present?]. For example: "I was sitting at my desk when I heard [Manager's Name] speaking to [Claimant's Name] in a raised voice. He said, 'If you can't handle the pressure, maybe this isn't the job for you.' The Claimant appeared visibly upset."
3. On [Date], I recall another incident where [Describe the next relevant event you witnessed].
4. [Continue with any other relevant facts you personally witnessed, using a new numbered paragraph for each distinct point.]

Statement of Truth
I believe that the facts stated in this witness statement are true.
Signed: ............................................................ [Witness's Full Name]
Dated: ............................................................

