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STATEMENT WRITING

DOS AND DON’TS

DO:
· Begin with a brief introduction to yourself and your role in the investigation
· Write your statement while the events are still fresh in your mind and refer to your contemporaneous notes
· Give your evidence and your version of events – what you did, saw or heard, what you personally experienced; express in the first person
· State facts not inferences, assumptions or opinion
· Put in chronological order and divide paragraphs into relevant portions of evidence
· Be concise but describe precise detail where it matters (e.g. nature of obstruction or how clearly you requested something); ask yourself ‘will this stand up to court scrutiny?’
· Ensure it can be reasonably understood by a layperson; avoid jargon and acronyms
· Use correct MG11 and MG11B forms; preferably typed and auto-formatted
· Introduce all exhibits
· Sign each page
· Be prepared to provide court availability dates
· Avoid using language such as I believe, I think, in my opinion etc.

DON’T:
· State your name in the body of the statement – it is already in the heading
· Include irrelevant information
· Corroborate your statement with others to deliberately ensure all the small detail is the same – it is normal to expect slight variances in timings etc.
· Give hearsay evidence (if in doubt include information but it may be ruled inadmissible)
· Leave any doubt and open yourself up for cross-examination; if you did, saw or heard something
· [bookmark: _GoBack]Overwrite old statements; do keep old versions for disclosure
· Print and sign the statement until you have thoroughly checked it for mistakes and accuracy
· Use approximations in time if it was recorded, it does not matter if there is a slight difference between times
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