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Employee Name
Per hand and signed for: 
Insert Date
NOTICE TO ATTEND A DISCIPLINARY HEARING
Dear Employee,
This letter serves to notify you that your employer (Insert company Name) (“the Company”) has convened a hearing to be held on (Insert Date and Time) at the offices of the company. 
1 The purpose of the hearing is to consider the truth or otherwise of the following allegation of misconduct against you:
1.1 Charge 1: Insert Description of the charge
It is alleged that on or around insert details of the charge. A non-vague description. 
2 Please be advised that the Company regards the above allegation, if proven, in an extremely serious light. Accordingly, an adverse finding against you in respect of the alleged offence may result in your dismissal.  
3 At the hearing, you will be given an opportunity to respond to and defend yourself against the allegation as set out above.  In this regard, you will be afforded the opportunity of questioning any witnesses who may give evidence against you and the opportunity of examining any documentary evidence which might be submitted. You will be entitled to call witnesses in your favour both in relation to the allegation and, in the event of a finding against you, in relation to the appropriate sanction to be imposed.
4 You are entitled to be represented at the hearing by a willing team member and the hearing will be presided over by an independent Chairperson.  You are further requested to inform the Company of the identities of any witnesses who are the Company’s employees, who you intend to call (if any) so that arrangements can be made for their availability at the hearing. The hearing will be conducted in English; you are also entitled to an interpreter if requested.
5 Should you require any explanation or further details regarding the contents of this notice, you are invited to immediately contact the writer in this regard.
6 Should you fail to attend the hearing without good cause, the hearing will proceed in your absence.
Please acknowledge receipt of this notice.
Yours sincerely,
Insert Name
___________________________



______________________

Signed Employee name




             Date and Time
_________________________________________

Signed by a witness should employee refuse to sign



