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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
EMPLOYEE DETAILS

	Name
	
	Staff Number
	

	Position
	
	Department
	


ENQUIRY

	Date/s of Enquiry
	

	Chairperson of Enquiry
	

	Chairperson’s Job Title
	

	Employee Rep (if involved)
	

	Employee Relations Rep (if present)
	

	Witnesses
	
	

	Chairperson’s Findings
	

	
	

	
	

	
	

	
	

	Summary and Dates of Current Warnings (if any)
	

	
	

	Chairperson’s Sanction 

(tick one and provide rationale)
	Written Warning
	
	Final Written Warning
	

	
	Comprehensive Final Written Warning
	

	
	

	
	

	
	


SIGNATURES

	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Chairperson
	
	
	
	

	Employee
	
	
	
	

	
	I acknowledge receipt of the Written Warning/Final Written Warning/Comprehensive Written Warning.

	Witness 
(if employee refuses to sign)
	
	
	
	

	
	I confirm the Written Warning/Final Written Warning/Comprehensive Written Warning was handed to the Employee in my presence.

	Employee Representative (if involved)
	
	
	
	


COMPLETING A WRITTEN WARNING

HR172

When do I complete this form?

This form is completed by the chairperson of a disciplinary enquiry when a finding of guilty is reached.  A written warning, a final written warning or a comprehensive written warning represent three possible decisions on sanction (of four) that might flow from a disciplinary enquiry.

Where do I send this form?

The original of the form should be handed to    

· the employee

and further copies should be sent to 

· the line manager

· the Employee Relations Office in the Bremner Building and 

· the employee’s personal file in the Bremner Registry.

When do I submit this form?

Upon completion. The form must be signed by the chairperson, the employee, a witness (if the employee refuses to sign) and the employee representative (if involved).

What other forms do I need to complete?

No other forms.
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