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	NOTICE TO ATTEND A DISCIPLINARY HEARING
CASE NO: [insert Case NO and Case name}



	
Name: 
	
Surname: 


	
ID #: 

	
Employee #: 

	
Job Title: 

	
Company Name: 

	
DETAILS OF HEARING:

You are hereby required to attend a disciplinary hearing which will take place on:

Date:                                     Time: 


Venue: 


CHARGE/S:
	Charge 01 [Insert charge according to internal disciplinary code]
	E.g. Gross Negligence – 



Insert details of the charge, e.g.
Despite various cautions regarding your negligence, you have continued to disregard company rules, policies and procedures…

On …________________________________________________
_____________________________________________________
_____________________________________________________



Your actions have caused financial loss and will not be tolerated by the company.


Please take note the above is prima facie evidence which will be accepted as correct unless proven otherwise.

The company will not tolerate employees who disregard basic rules, policies and procedures implemented to protect both the employee and the company. With reference to the above you have broken the trust relationship with the company and the company cannot afford to keep you as an employee. 

RIGHTS IN THE PROCESS:
· The employee is entitled to the following rights:

· The right to be heard. You must be given an opportunity to state & explain your side of the story;
· The right to an interpreter if required. Your language of choice will be: __________
· The right to representation in the form of a Shop Steward or fellow employee. Where the Shop Steward is party to the matter, representation in the form of a Union Official will be allowed. It is the employee’s responsibility to secure the required representation;
· The right to bring own evidence as well as witnesses. Please note that it is the employee’s responsibility to secure the witnesses ensuring that they are available on the date and time of the hearing;
· The right to have sufficient time to prepare for the hearing;
· The right to documentation or evidence that will be used in the course of the hearing;
· The right to cross question the company witnesses;
· The right to a fair disciplinary process. The chairperson of the hearing and not the company, will make the final decision based on the evidence presented during the proceedings.
· You are required to conduct yourself in a respectful, polite and orderly manner.


ISSUED & SIGNED BY:

	Manager/Supervisor:


Signature 
	Date:

________________________________






ACKNOWLEDGMENT OF RECEIPT/ ATTENDANCE:


	Employee: 


Signature

	Date:




	Witness:



	Witness:
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