ANNEXURE "C"

DISCIPLINARY HEARING CHECKLIST

RIGHTS OF THE EMPLOYEE FACING A DISCIPLINARY ACTION:

You are entitled to the following rights: 

The right to:

(a) A formal enquiry;

(b)
Be present at the enquiry. Note the importance of attending the enquiry. If you do not attend, it will be postponed and should you still be absent, the enquiry will be conducted in your absence;
(c) 
Be given time to prepare your case;

(d)
Be given advance warning of the charges;

(e) Be represented or assisted at the enquiry by a colleague of your choice or by a shop steward - all being employees of the Company or with the permission of the employer by a union official;
(f) Ask questions of any evidence produced or of statements by witnesses;

(g) Call witnesses to testify on your behalf. Arrange with the chairperson to have your witnesses present; as this your responsibility

(h) An interpreter. You may request another employee to act as an interpreter. Inform the chairperson of your need for an interpreter;

(i)       Appeal within five working days against any penalty which may be imposed and conveyed to you.

