Page 1 of 17


DISCIPLINARY HEARING RECORD
TO BE COMPLETED BY THE CHAIRMAN OF THE DISCIPLINARY HEARING

STAGE ONE (INTRODUCTION AND ROLE CLARIFICATION)

1. PARTICULARS OF HEARING

      DATE



:
      VENUE



:
     CHAIRMAN OF HEARING

:
     JOB TITLE



:
2. PARTICULARS OF ALLEGED OFFENDER

       NAME




:       

      JOB TITLE




:                                  

      REPRESENTATIVE



:                       

      INTERPRETER



:                              

3. PARTICULARS OF SUPERVISOR/MANAGER

       NAME:                                              

JOB TITLE:                                      

4. PARTICULARS OF WITNESSES

4.1
4.2

4.3

4.4

4.4

5. NATURE OF ALLEGED MISCONDUCT (AS ADVISED TO EMPLOYEE ON DATE OF ALLEGED MISCONDUCT / DATE OF NOTIFICATION




























6. EMPLOYEE’S ANSWER TO ALLEGATIONS ( ACCEPTANCE / DENIAL):


























STAGE TWO ( ESTABLISH THE FACTS)



















































WITNESS TESTIMONY.





















































1 EVIDENCE GIVEN BY MANAGER(PERSON LAYING CHARGE), VERBAL EVIDENCE AND MATERIAL EVIDENCE AS PER “RULE OF EVIDENCE”

























3. EVIDENCE GIVEN BY EMPLOYEE/ DEFENDANT/ACCUSED



























MITIGATING CIRCUMSTANCES












AGGRAVATING CIRCUMSTANCES
    













STAGE THREE (CONSIDER FACTS AND FINDINGS)

FACTS ESTABLISHED FROM HEARING (SUMMARY):
























 IN LIGHT OF THE ABOVE FACTS I FIND THE ACCUSED

	GUILTY
	

	NOT GUILTY
	


SPECIFY VERDICT IN OWN WRITING…………………………………….

 REVIEW OF DISCIPLINARY RECORD 

	DATE
	NATURE
	DETAILS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


STAGE FIVE ( REVIEW MITIGATING CIRCUMSTANCES)

























STAGE 6 (PENALTY)


























THE CHAIRPERSON NEEDS TO CONFIRM, IN THE EVENT OF DISMISSAL, THE DATE EFFECTIVE, THE MOTIVE AND DATE TO VACATE COMPANY PROPERTY AND/OR RETURN COMPANY ASSETS. DEDUCE IF EMPLOYEE HAS TAKEN ANY LOANS FROM COMPANY.

STAGE SEVEN (ACKNOWLEDGEMENT OF DISCIPLINE BY EMPLOYEE

…EMPLOYEE TO TICK AND SIGN IN APPROPRIATE BLOCK

A) I UNDERSTAND THE ABOVE COMPLAINT AND ACTION TAKEN

	YES


	

	NO
	


B) I HAVE BEEN INFORMED OF MY RIGHT TO APPEAL

	YES


	

	NO
	


SIGNATURE OF OFFENDER:




SIGNATURE OF CHAIRMAN:
SIGNATURE OF EMPLOYEE’S REPRESENTATIVE:
SIGNATURE OF MANAGER/ INITIATOR LAYING CHARGE(S)

