INQUIRY NOTIFICATION

NAME: ________________________________

You are required to appear before a disciplinary hearing on

DATE: _______________________________________

TIME: _______________________________________

VENUE: _____________________________________

CHARGE: __________________________________________________________

___________________________________________________________________

___________________________________________________________________

Your rights

1. You are entitled to be represented by a fellow-employee of your choice.  

2. You are also entitled to have an interpreter, if you so choose or if the Chairman of the hearing is not satisfied that you can fully understand the proceedings.

3. You may call witnesses to testify on your behalf as long as the testimony is material to the case.  Please notify the Chairman of the Enquiry of the names of your witnesses so that arrangements can be made for them to attend the hearing.

(OPTIONAL)

In view of the seriousness of the charges the Company believes it necessary to suspend you on full pay pending the results of the hearing.

During your suspension, you may not contact any employee of the Company, enter the Company’s premises or remove any Company documentation. 

You will be allowed reasonable access to witnesses and documents which you many need for your defence.  Requests for access should be made to the _____________

___________________________

_____________________________

SIGNATURE OF MANAGER 

EMPLOYEE’S SIGNATURE

ACKNOWLEDGING RECEIPT

___________________________

DATE

DISCIPLINARY INQUIRY

RECORD OF PROCEEDINGS

NAME OF EMPLOYEE:  _______________________________________________
COMPLAINT:  _______________________________________________________



  _______________________________________________________



  _______________________________________________________


  _______________________________________________________

CHAIRMAN OF THE ENQUIRY:  ________________________________________

1.
Does the employee need an interpreter?




Yes/No

2.
Does the employee want a representative?



Yes/No
3.
Has the complaint been explained to the employee?


Yes/No

4.
Is the Chairman satisfied that the complaint is under-


Yes/No

stood by the employee?

5.
Does the employee admit to the offence?



Yes/No

6.
Evidence given in support of complaint: ______________________________


_____________________________________________________________


_____________________________________________________________


_____________________________________________________________

7.
Has the employee been given the opportunity to cross 


examine the witnesses and to challenge the evidence?

Yes/No
8.
Summary of case against employee:


_____________________________________________________________



_____________________________________________________________


_____________________________________________________________


_____________________________________________________________

9.
Has the employee been invited to produce evidence in 


his/her defence?







Yes/No
10.
Summary of evidence submitted:


_____________________________________________________________


_____________________________________________________________


_____________________________________________________________

11.
Had the employee previously been made aware of the


consequences of his/her actions?





Yes/No
12.
Is the chairman satisfied that, on the clear balance of


probability the offence was committed as alleged?


Yes/No
13.
Finding







Guilty/Not Guilty 

14.
Has the employee been invited to state if there are any


mitigating or extenuating factors the Chairman should 


take into account in deciding on an appropriate penalty?

Yes/No
15.
What if any are the factors: _______________________________________



_____________________________________________________________


_____________________________________________________________

16.
Has the Chairman considered the following factors:


Yes/No


16.1
Possible factors warranting leniency



Length of service



Influence by others



Lack of seriousness of offence



First Offence



Other (specify)


16.2
Possible factors warranting heavier penalty



Previous offences



Seriousness of offences



Seriousness of consequences



Other (specify)

17.
Has the employee any previous warnings?



Yes/No

18.
Are they relevant?







Yes/No

19.
Are they current?







Yes/No

20.
Have they been taken into account?




Yes/No

21.
Penalties considered.


Reprimand


Written warning


Final written warning


Dismissal

22.
Penalty imposed: _______________________________________________

23.
Is this penalty appropriate and fair under the circumstances? 
Yes/No

24.
Has the employee been made aware of his/her right to


appeal against the penalty finding?




Yes/No

DISCIPLINARY REPORT

EMPLOYEE:

___________________________________________________

COMPLAINT:
___________________________________________________

DATE OF ENQUIRY: _________________________________________________

FINDING:

GUILTY/NOT GUILTY

PENALTY:

___________________________________________________



_____________________________

_____________





CHAIRMAN




DATE



_____________________________

_____________






EMPLOYEE




DATE

APPEAL

You have the right to appeal against the finding and/or penalty.

Any appeal should be made in writing, stating the grounds for the appeal, and be addressed to the Chairman.

