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WRITTEN STATEMENTS

Objectives:

· What is a written statement?

· How to prepare a written statement

What is a written statement?
A written statement is a documented account of an incident such as an accident or altercation.  The purpose of a written statement is to capture the details of an incident by a witnessing party as close to the time of the actual event as possible. This statement needs to be written to avoid the changes that can occur with a verbal statement over time. A written statement should be clear and concise, avoiding hearsay, or what someone else said about an event.
How to prepare a written statement:
Written statements to document an incident should include enough detail so that someone who wasn’t there can clearly understand what has happened. The information should be presented in the order in which the incident occurred. This chronological explanation should contain only facts, not speculation.  At a minimum the information should include:

· What happened?

· Who was involved?

· When did it occur?

· Where did it occur?

· Were there any other witnesses?
All statements should conclude with:

“I declare under penalty of perjury of the laws of the State of (select your state:  California / Arizona / Nevada / Washington / Oregon) that the above statements are true and correct.”

· Signature

· Printed name

· Date of statement

Your written statement may be used in a legal deposition or in court. The goal is to provide a clear account of the incident you have witnessed or been involved in. 
Example Statement:

On June 5th 2011 there was a chemical spill in Los Angeles, California at 1611 east 15th Street 90021. The time was 10:00 am.
The spill occurred when Tim from ABC Copy and Print. The phone number at ABC is 909-222-5555. Tim hit a shelf on aisle 4, section 3 and knocked over a one-gallon can of Pressline Ultimate Glaze Remover. The customer was pushing a full cart and did not see the shelf with the chemicals. 

When the cart hit the shelf the can fell onto the floor and the container began to leak. The product was leaking from the sealed cap. The leak was large enough to spray the contents across the floor about 6 feet.
Some of the chemical got on the customer’s clothes and on his shoes. He said that he wanted to be compensated for his clothes and shoes because the shelf was too full. He said he didn’t hit the shelf that hard so the can shouldn’t have fallen.
The shelf was not over stocked. The cart did hit the shelf very hard so I’m not surprised that the product fell. The shelf was hit hard enough to move it about 6 inches. 

I took the customer’s information and told him that I would call him to let him know when I found out when he would be reimbursed for his clothes. 
He seemed satisfied but came back at 2:00 pm stating that the chemicals soaked through his clothes and irritated his skin. He showed me his leg and it did seem to be red and irritated. He was very upset and demanded to speak with someone in the corporate office. I gave him the number to the office and Ed Sterling’s extension.
My teammate John also saw what happened.
I declare under penalty of perjury of the laws of the State of California that the above statements are true and correct.
	Print Name:
	David Mount

	Signature:
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	Date of incident:
	6/5/2011


As a manager it is your responsibility to insure your entire team knows how to prepare a written statement if they witness an incident. You must review this process to insure they are familiar with this process. 

Report all incidents to the Human Resources Department as soon as possible. Your first priority is to be sure that anyone involved in an accident is not in any danger or at risk of health issues. In the event an emergency, or life threatening situation call 911 immediately. 
Written Statements – Quiz
Based on the material presented, select the correct answers:
1. The purpose of a written statement is to capture the details of an incident by a witnessing party as close the time of the actual event as possible.
a. True

b. False

2. At a minimum the information should include:
· Which does not apply?

a. What happened?
b. Who was involved?
c. Why didn’t you stop it?

d. Where did it occur?
e. Were there any other witnesses?
3. All statements should conclude with: “I declare under penalty of perjury of the laws of the State of (select your state:  California / Arizona / Nevada / Washington / Oregon) that the above statements are true and correct.”
a. True

b. False

4. As a manager it is not your responsibility to make sure your team knows what to in the event of an altercation, accident, or argument.

a. True

b. False
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