NOTICE TO ATTEND A DISCIPLINARY HEARING

ISSUED TO: ………………………………………………………………… .. .…………………………...  

JOB TITLE: …………………………………………………………………………….   

BRANCH/DEPARTMENT: ………………………………………...

IN PRESENCE OF HIS/HER REPRESENTATIVE (if applicable) – (NAME) ………………………………………………………………………

ISSUED BY: …………………………………….DATE: …………………………………   TIME: ………………………

PLACE: …………………………………………………………
1. 
Please attend a disciplinary hearing concerning your alleged misconduct. The hearing will take place on:


Date:  …………………………………………………………….


Time:  …………………………………………………………….


Place: …………………………………………………………………………………………………….

Chairperson: ………………………………………………………………………………………………

2.
The purpose of this enquiry is to investigate allegations against you. The allegation(s) against you are:


…………………………………………………………………………………………………………….


…………………………………………………………………………………………………………….


…………………………………………………………………………………………………………….


…………………………………………………………………………………………………………….

3.
You are/are not suspended on full pay until the date of hearing. ( Circle)

4.
Advise urgently whether you choose to be represented, need an interpreter and wish to call witnesses so we can, if necessary, make advance arrangements for them to consult with you and attend the hearing.

5.
If you fail to arrive at the hearing without good reason being given sufficiently in advance, the hearing may be held without you.

6. You have the following rights:


-
to be told the allegation(s) 

· to have adequate notice of the enquiry to prepare for the enquiry

· to present your case at the enquiry

· to a representative (for example a fellow employee or shop steward)

· to call and cross-examine any witnesses/initiator

· to have an interpreter

· to be provided with written notification the outcome of this enquiry

Authorised Manager’s signature: ………………………   Date:……………………………

Witnessed by: ……………………………….          
 Date: …………………………


I understand the importance of this notice, the seriousness of the hearing, and my rights.

This does not constitute an admission of guilt.

Employee Name : …………………….………………………….. Received on: ……………………………

Employee Signature:……………………………………………………………….

