
PRIVATE AND CONFIDENTIAL

DISCIPLINARY PROCEDURE FORM
PART 1:  ENQUIRY NOTIFICATION (a copy of this page to be handed to employee on completion)

Employee's Name: ____________________________
Co. No: ___________________________

Job Title: _______________________________________________________________________

Time: ___________________________

Date: ___________________________________

The abovementioned employee has been asked to appear for a Disciplinary Enquiry relating to the following alleged misconduct:

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

Should the employee fail to attend the enquiry, the enquiry will be conducted in his/her absence and he/she shall be notified of the outcome in writing.

At the disciplinary enquiry you have the right:

To be represented by a fellow employee of your choice or a union representative;

To an interpreter (if necessary);

To call any witnesses;

To present your case;

To cross-examine any witnesses the company may call;

To access all relevant information intended to be used as evidence by the employer;

To a fair and objective chairperson;

To a finding.

Date of enquiry: ______________________
Time of enquiry: _____________________________

Venue: _____________________________
Chairman:__________________________________

Signed: ____________________________
Designation: ________________________________


(EMPLOYEE'S MANAGER)

PART 2:  EMPLOYEE ACKNOWLEDGEMENT
I request the following to be present to assist me at a disciplinary enquiry to be held on ________________ 20__ at _____h_____, to answer the alleged misconduct detailed above.

Recognised Employee Representative:


Name: ______________________________

Fellow Employee: 




Name: ______________________________

Interpreter:





Name: ______________________________

Witness:





Name: ______________________________

The venue for the disciplinary enquiry is: ________________________________________________

and it will be conducted by: ___________________________________________________________

If I fail to attend at the agreed time and place, the hearing may proceed in my absence without prejudice.

Signed: _____________________ Date: __________________ Time: _________


(EMPLOYEE)

PART 3:  DISCIPLINARY ENQUIRY
3.1 Present:

Name:






Designation:


________________________________


_____________________________


________________________________


_____________________________


________________________________


_____________________________


________________________________


_____________________________

Minutes taken by: __________________________________________________________________

The employee acknowledges by signature hereto that :

· He/she understands the allegation(s) against him/her;

· He/she has no objections to the chairperson of the enquiry;

· He/she has been advised of his/her rights;

· He/she has had the mandatory time in which to prepare for the enquiry.

Summary of the main points of evidence (state names and designations of witnesses giving the evidence and attach any supporting documentation).

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

3.2 Chairman's findings concerning the employee's alleged misconduct:

The employee is found guilty / not guilty of the following misconduct:____________________


___________________________________________________________________________


___________________________________________________________________________

3.3.
Record of valid previous warnings (to be recorded only after completion of 3.3. above): _____

__________________________________________________________________________


__________________________________________________________________________


__________________________________________________________________________

3.4
Factors considered in aggravation: ______________________________________________

___________________________________________________________________________

___________________________________________________________________________

3.5
Disciplinary Action taken: ______________________________________________________


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________


___________________________________________________________________________

_______________________________________


Signed:

_______________________________________
Date:  ___________________________


(EMPLOYEE)

_______________________________________
Date:  ___________________________


(EMPLOYEE REPRESENATIVE)
_______________________________________
Date:  ___________________________


(CHAIRMAN)


