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	Incident ID:
	
	Witness full name:
	

	Incident Date:
	
	Date account obtained:
	



	If Staff member:

	Job role:
	
	Service/Team:
	

	Contact number:
	
	SDU:
	



	If Patient, visitor, member of the public:

	Address:
	

	Contact number:
	
	Date of birth:
	


	Incident account
Details of your involvement leading up the incident and at the time of the incident. 
Please be open and honest, and state known facts rather than opinions, in chronological order.

	






(Continue on further sheets if required)
	Signed
	Date

	
	

	Print full name

	



Guidance for completing a witness account following an incident
When an incident has occurred, witness account may be required to support investigations. Staff are required to complete a witness account before the end of their shift where possible, as their recollection of events will be most accurate at this time.
Any information provided in a witness account will be treated as confidential and stored in a secure place. Disclosure of the content of witness accounts to anyone outside of the investigation process will not occur without the express permission of the witness themselves (except where the organisation is required to by law). 

Content
In the account you will be asked to provide the following information:
· Full name

For staff members:
· Job role
· Service/Team of the staff member and the relevant contact details
· Length of time in their current role

For patients, visitors and members of the public:
· What relationship the witness has to the person affected by the incident
· For patients,
· Date of birth
· Address

Guiding principles
When preparing a written account following an incident the following points should be considered:
1. Obtain a copy of the information you will need e.g. Risk assessment, policy. SOP etc. If at all possible no account should be written entirely from memory. Make it lear in the account where you are relying on information from documentary evidence rather than your own memory.
2. Be completely honest and open. 
3. Avoid using abbreviations, ambiguity and jargon. Where possible adopt a concise, readable sentence structure. 
4. Include a detailed chronological account of your involved both leading up to the incident and at the time of the incident, also split the account into short paragraphs. 
5. Keep the account simple and focussed. 
6. Say precisely what you did and what you saw.
7. Record within the account if you liaised with any other members of staff for advice or to discuss the incident.
8. Accounts should be factual. Focus on:
· What you said
· What you were told
· What you did
· What you saw
· What you didn’t do and why
· How it made you feel

9. State any exceptional circumstances e.g. Service in process of renovation.
10. Do not include opinions, value judgements or speculations; only state the facts.
11. Witness accounts should be typed if possible or if handwritten, completed in black ink. 
12. Please note: The witness completing the account should retain a signed copy of the account.
13. All witness accounts should be signed and dated on each page. 

