RECORD OF DISCIPLINARY MEETING
EMPLOYEE


CHARGE BEING INVESTIGATED


DATE OF MEETING ……………………………………….……             TIME


PLACE OF MEETING


ATTENDEES REPRESENTING EMPLOYEE

REPRESENTING THE COMPANY

PERSON CONDUCTING THE MEETING

I ASKED THE EMPLOYEE WHETHER THEY HAD RECEIVED THE  NOTICE OF MEETING. 

THEIR REPLY WAS:

I ASKED THE EMPLOYEE WHETHER THEY UNDERSTOOD WHAT THE MEETING WAS ABOUT.  THEIR REPLY WAS:

I READ THE CHARGE FROM THE NOTICE OF DISCIPLINARY MEETING AND EXPLAINED WHY THE INCIDENT WAS UNACCEPTABLE.  THE NOTICE IS ATTACHED.  THE CHARGE IS:

I ASKED THE EMPLOYEE TO EXPLAIN WHAT HAPPENED.  THEIR REPLY WAS:

I ASKED THE EMPLOYEE’S REPRESENTATIVE WHETHER THEY HAD ANYTHING TO SAY.  THEY SAID:

THE MEETING ENDED AT:


AFTER THE MEETING, AND HAVING CONSIDERED EVERYTHING SAID AT THE MEETING, I DECIDED THAT THE CHARGE AGAINST THE EMPLOYEE WAS PROVED/NOT PROVED.

(IF THE CHARGE WAS PROVED) I TOOK INTO ACCOUNT PREVIOUS WARNINGS GIVEN TO THE EMPLOYEE.  WARNINGS WERE GIVEN ON


THE DISCIPLINARY ACTION REQUIRED TO PREVENT THE INCIDENT FROM HAPPENING AGAIN IS:

I ADVISED THE EMPLOYEE OF THIS DECISION IN WRITING ON ……………………………  A COPY OF THE LETTER IS ATTACHED.

…………………………………………………………….

SIGNATURE OF PERSON CONDUCTING THE DISCIPLINARY MEETING 

…………………………………

DATE

