6.4.7
Notice to attend a disciplinary enquiry

Employer: MACROBUTTON NoMacro ( [insert employer's name]
Name of employee: MACROBUTTON NoMacro ( [insert employee's name]
Employee’s position: MACROBUTTON NoMacro ( [insert details]
You are hereby notified that you will be required to attend a disciplinary hearing. Details of the disciplinary enquiry are as follows:

Date: MACROBUTTON NoMacro ( [insert details]


Time: MACROBUTTON NoMacro ( [insert details]
Venue: MACROBUTTON NoMacro ( [insert details]
Chairperson: MACROBUTTON NoMacro ( [insert details]
Company: MACROBUTTON NoMacro ( [insert details]
Representative: MACROBUTTON NoMacro ( [insert details]
The nature of the alleged offence/complaint/misconduct is:

MACROBUTTON NoMacro ( [detail alleged offence/complaint/misconduct]
Essential facts of the offence/complaint/misconduct:
MACROBUTTON NoMacro ( [detail essential facts]
Employee's rights (To be read by the person serving this notice)

You are entitled to the following rights:

1. During the disciplinary enquiry you are entitled to be represented by a fellow employee or shop steward employed at the site, to cross-examine witnesses led on behalf of the company, to lead evidence on your behalf and to bring forward witnesses to testify on your behalf.

2. In the event that you are found guilty in respect of any of the above allegations, you will be entitled to present evidence in mitigation of any sanction.

3. Should you require representation by a fellow employee or should you require a fellow employee to be a witness on your behalf, you should notify the employer not later than <Insert time> on <Insert day and date> to enable the company to release your representative or witnesses. You should note that the obligation to facilitate the attendance of your witnesses at the disciplinary enquiry remains your responsibility. 

4. You are advised that if you are not present at this hearing and if you do not give any acceptable reason for not attending the hearing prior to the date above, the hearing may proceed without you and disciplinary action may be taken against you in your absence.

5. Should you be dissatisfied with the procedure during the enquiry, we urge you to raise this during the disciplinary enquiry itself. 

6. It is management’s right to discipline and to correct unacceptable behaviour. Management has the responsibility to do so in a fair and equitable manner. 

Important

You are required to present yourself at the above-named venue at the prescribed time. Late coming and unexcused absence will be regarded in a serious light and may result in the enquiry being held in your and/or your representatives’/witnesses’ absence.
Issued by:
___________________________ 
__________________ 
________________

Complainant
Date
Time

Received by:

I acknowledge receipt of the notification of the enquiry to be held and I understand my rights.

___________________________ 
__________________ 
________________

Employee
Date
Time

I have witnessed the above-named employee being informed of the hearing to be held and of his or her rights.

___________________________ 
__________________ 
________________

Witness
Date
Time
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