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· Who? -  if your information specifically relates to an individual or group of people, this must be included
· Why? -  did the incident start
· What? - happened, what did you see? (This may include your perception of an individual, such as their demeanour during a conversation or prior to an incident)
· Where? - did the incident occur, or where were you when you became aware of the information
· When? - did the incident occur, or when did the information become known to you? This may be vitally important, as the accurate time and date of an incident may be required to link an individual’s involvement to an incident
· How? - did I intervene when I arrived at the incident

When writing a statement, the Police use an acronym called ADVOKATE which staff can adopt. 

A - amount of time under observation
D - distance between witness and suspect / incident
V - visibility including time of day and lighting
O - obstructions blocking the view
K - known suspect from before
A - any reason to remember the suspect
T - time lapse between first and later identification
E - errors or discrepancies.

Further Hints & Tips
· Write the statement yourself, rather than in a group. This should be your own account of the incident and so different witness statements should not be the same.
· Assume the reader does not know anything about you. Were you frightened? Were you concerned about your colleagues? How were you feeling after the incident?
· Ensure your statement is clear and avoid using operational language or acronyms. 
· Include comments made, including date, time and exactly what was said
· Use the prison address, not your home address
· Use your work email, not personal email
· Use your work/mobile or POA number
·  If you made a mistake when dealing with evidence, include it in your statement
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