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PRIVATE & CONFIDENTIAL 

[Day] [Month] [Year]

[Title] [Name] [Surname]

Dear [Name],

Following an investigation into the circumstances around your alleged irregular conduct, you are hereby notified that the company will subject you to a Disciplinary Enquiry due to the following allegations against you:

[Description of Misconduct [List charges]:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The above-mentioned was allegedly evidenced in the following [Summarise facts to the incident with dates]:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The enquiry shall be held on [Day], the [Date], in the [Company name (premises)] [Name of boardroom or office] at [Time]. 
 

· Please note that if you do not attend the above scheduled meeting, the process may continue in your absence.
· We would remind you of your right to request a fellow employee from within the Company or trade union official to assist you at the enquiry, should you so wish.
· You have the right to call witnesses to strengthen your case. It is however up to you to arrange this.
· Please ensure that you prepare thoroughly for the disciplinary enquiry. This should be treated as serious as a negative finding could lead to you being summarily dismissed.
· You will have the right to all documentation presented at the enquiry. 

*Suspension clause if applicable

The enquiry will be conducted in English. Should you require the assistance of an interpreter kindly also advise the writer, and specify your preferred language, at least 48 hours before the enquiry.

You may wish to familiarise yourself with your rights and with the disciplinary procedure as set out in the Labour Relations Act, Schedule 8.



Should you have any difficulty in understanding any aspects of the disciplinary procedures, you should not hesitate to seek guidance from management or Human Resources.

Please sign the enclosed copy as evidence of receipt of this notification and all supporting documentation. 



													
Initiator:  [Name] [Surname]				[Name] [Surname]		 
[Manager’s title]	 				[Director’s Title]
			


I confirm that I have received and understood the attached letter and that the content of this notification has been explained to me.



											
[Accused’s name & surname]				Date
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