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	IR Investigation and Request Form

	Form Number
	NAM-F057-V001

	Version Number
	1
	Date of Last Review
	

	Effective Date
	2025/02/15
	Date of Next Review
	2027/02/28

	Document Owner
	Bamise Zitha
	IR Specialist
	Signature

	Document Authorizer
	Mandy Kendall
	GM: Human Capital
	Signature



	1.
	Line Managers Name
	

	2.
	Department
	 

	3.
	Date submitting to IR
	 

	4.
	Employee Name 
	 

	5.
	Employee Job Title
	 

	6.
	Date of Incident
	

	7.
	Explain what happened?
	

	8.
	Where did the incident take place?
	

	9.
	Were there any witnesses?
	[image: image2.png]        Yes             No

	10.
	Vehicle Registration Number:
	

	11.
	How did the employee break the rule / procedure / law?
	

	12.
	How do you know the employee is aware of the rule / procedure / law?
	        Training Received              Standard Procedure              Law of the Land           

	13.
	Was there any training that took place regarding the rule / procedure / law?
	        Yes             No

	14.
	What should the employee have done to prevent the misconduct?
	

	15.
	What is the impact or potential harm to?
	        Company:                    

	
	
	        Client:

	16.
	Do you have the employee’s statement?
	        Yes             No


FOR INDUSTRIAL RELATIONS INTERNAL USE ONLY: 

	
	ACTION 
	RECOMMENDATION 
	DOCUMENTATION RECEIVED

	1
	No Action 
	        Yes             No
	      

	2
	Counselling

	        Yes             No
	        Yes             No

	3
	Written Warning

	        Yes             No
	        Yes             No

	4
	Final Written Warning
	        Yes             No
	        Yes             No

	5
	Disciplinary Enquiry

	        Yes             No
	        Yes             No

	6
	Acknowledgement Of Debt 
(Signed off by Director if more than 3 months)
	        Yes             No
	        Yes             No

	7
	Disciplinary Waiver
	        Yes             No
	        Yes             No

	8
	Suspension
	        Yes             No
	        Yes             No


	Industrial Relations Name:
	
	IR Signature:
	

	Incident Number:
	
	Date Closed:
	

	Days to close matter:
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