[Company Logo]   [Company Name]
DISCIPLINARY ACTION FORM
	Form No.:
	[Reference Number]

	Date:
	[Date]



Section A – Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Work Location
	 

	Date of Joining
	 

	Reporting Manager
	 



Section B – Incident Details
	Date and time of incident
	 

	Place
	 

	Category: Attendance / Conduct / Performance / Policy / Safety / Other
	 

	Description of facts
	 

	Witnesses
	 

	Evidence attached (Yes / No, list)
	 

	Policy or standing order clause concerned
	 



Section C – Previous Actions
	Date
	Type of Action
	Issue
	Reference No.

	[DD/MM/YYYY]
	[Verbal / Written / Final]
	[Issue]
	[Reference Number]

	[DD/MM/YYYY]
	[Verbal / Written / Final]
	[Issue]
	[Reference Number]

	[DD/MM/YYYY]
	[Verbal / Written / Final]
	[Issue]
	[Reference Number]



Section D – Employee's Comments
	Date the employee was heard
	 

	Employee's explanation (or attach written reply)
	 



Section E – Action Decided
  No action – matter closed
  Counselling
  Verbal warning
  Written warning
  Final warning
  Show cause notice / charge sheet to be issued
  Other as per standing orders (specify)
	Reasons for the action
	 

	Improvement expected and review date
	 



Section F – Approvals and Acknowledgement
The employee has been informed of the above and given an opportunity to comment. The employee's signature confirms receipt of a copy of this form and does not indicate agreement.

	______________________________
Recommended by
[Reporting Manager]
Date: [Date]
	______________________________
Reviewed by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
	______________________________
Employee
[Employee Name]
Date: [Date]
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