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CHAPTER 1 

INTRODUCTION 

 
 

1. Discipline and the Disciplinary Code and Procedure – (1) Employee discipline 
at the University of Pretoria is the responsibility of management. 

 (2) The Disciplinary Code and Procedure is essential to the successful man-
agement of the University of Pretoria and the fair treatment of its employees 

 

2. Objective of the Disciplinary Code and Procedure – (1) The objective of the 
Disciplinary Code and Procedure is to – 

(a) assist management in complying with its responsibility to discipline, if 
and when necessary; 

(b) prevent or correct unacceptable behaviour that may hinder the Universi-
ty of Pretoria in achieving its objectives; 

(c) assist management to act fairly in the administration of discipline; 

(d) promote consistency in the process and with regard to the outcome of 
disciplinary action; and 

(e) promote respect for, as well as uphold, the common law and statutory 
rights of both the employer and the employee1; 

 (2) Unless otherwise specifically so provided, this Disciplinary Code and Proce-
dure does not prescribe rigid rules that have to be applied slavishly without 
considering the working conditions and circumstances that are especially as-
sociated with the University’s widely divergent activities. 

  

3. Definitions –In this Disciplinary Code and Procedure, unless the context indi-
cates otherwise –  

(1) ‘complainant’ means the supervisor who completes the disciplinary in-
quiry notification form in terms of paragraph 14 of this Disciplinary Code 
and Procedure; 

(2) ‘departmental Human Resources officer’ means the human re-
sources officer responsible for the department in the university in which 
the employee subject to disciplinary action works;   

                                                 
1 Section 4(1) of the Code of Good Practice (Schedule 8) of the Labour Relations 

Act 66 of 1995 as amended provides: “Normally, the employer should conduct an 

investigation to determine whether there are grounds for dismissal. This does 

not need to be a formal enquiry. The employer should notify the employee of the 

allegations using a form and language that the employee can reasonably under-

stand. The employee should be allowed the opportunity to state a case in re-

sponse to the allegations. The employee should be entitled to a reasonable time 

to prepare the response and to the assistance of a trade union representative or 

fellow employee. After the enquiry, the employer should communicate the deci-

sion taken, and preferably furnish the employee with written notification of that 

decision.” 
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(3) ‘employee’ shall have the meaning as defined in the Labour Relations 
Act  66 of 1995 as amended2; 

(4) ‘Labour Relations Officer’ means the deputy director or divisional 
head in the Human Resources Department responsible for labour rela-
tions, or the Human Resources functionary designated by the Director: 
Human Resources in the latter capacity; 

(5) ‘management’ refers to the managers as defined in this Disciplinary 
 Code and Procedure; 

(6) ‘manager’ means a deputy director, divisional head, director, head of 
department, chairperson of a school, dean of a faculty, Vice-Principal, 
Executive Director, the Registrar or the Principal as the case may be; 

(7) ‘misconduct’ means a transgression as set out in paragraph 4 of this 
Disciplinary Code and Procedure; 

(8) ‘recognised employee organisation’ means a representative em-
ployee organisation with which the University has entered into a recog-
nition agreement; 

(9) ‘recognised trade union’ means a registered trade union with which 
the University has entered into a recognition agreement; 

(10) ‘supervisor’ means the manager to whom the employee concerned 
reports;  

(11) ‘University representative’ means the University functionaries desig-
nated for this purpose.  

 

4. Scope of application – (1) This Disciplinary Code and Procedure sets out the 
procedure to be followed should there be a transgression in respect of the Uni-
versity’s –  

(a) policies,  

(b) rules,  

(c) procedures, 

(d) regulations, 

(e) established practices,   

(f) generally accepted standards or processes regulating conduct in the 
workplace, and 

(g) lawful instructions, or 

(h) any law, or 

(i) any condition of employment. 

(2) This Disciplinary Code and Procedure, as well as the relevant policies, rules, 
procedures, regulations and conditions of employment of the University are 
available on the intranet and in hard copy and are applicable to all employees 
regardless of seniority. 

(3) This Disciplinary Code and Procedure does not make provision for strike 

                                                 
2
“Employee means (a) any person, excluding an independent contractor, who 

works for another person or for the State and who receives, or is entitled to re-

ceive, any remuneration, and (b) any other person who in any manner assists in 

carrying on or conducting the business of an employer…” 
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rules and the handling of strikes.  

 (4) This Disciplinary Code and Procedure does not make provision for trans-
gressions of a collective nature, for example where a group of employees 
jointly refuse to carry out legitimate instructions. 

(5) Disciplinary action against a recognised shop steward or an employee who is 
an office bearer or official of a trade union should not be instituted without 
first informing and consulting with the trade union. 

 

5. Responsibility – (1) The Vice-Chancellor and Principal of the University is ulti-
mately responsible for discipline at the University. As in most matters, it is 
impossible for him/her to attend to all disciplinary matters and therefore this 
function is delegated to the various managers. 

(2) Each manager is responsible for the discipline of the people who report to 
him/her. This responsibility includes the duty to act as chairperson in discipli-
nary inquiries concerning the employees reporting to him/her. 

(3) Like the Vice-Chancellor and Principal of the University, each manager may 
delegate his/her responsibility for discipline as set out in paragraph 5(2) to a 
university official who has undergone formal training in the application of this 
Code and Procedure as approved by the University: provided that the desig-
nated person’s position in the University shall always be higher than that of 
the person to be disciplined. 

(4) Notwithstanding anything else contained herein, the Vice-Chancellor and 
Principal of the University may designate any manager to deal with a discipli-
nary matter. 

(5) Where at all possible, disciplinary action should be initiated at the lowest lev-
el, subject to delegation of management authority as set out in paragraph 5 
of this Disciplinary Code and Procedure. 

 

6. Delegation of authority in respect of the imposition of disciplinary mea-
 sures 

 

Disciplinary measure 
 

 

 

 

 

Deputy Direc-
tor, Divisional 
Head, Head of 
Academic De-
partment  

Director, 
Chairperson 
of School, 
Dean 

Principal, 
Vice-
Principal, 
Executive 
Director, 
Registrar 

[Executive 
level] 

Verbal warning or reprimand X X X 

Written warning X X X 

Final written warning Recommend X X 

Suspension without pay Recommend Recommend X 

Demotion Recommend Recommend X 

Dismissal (including summary 
dismissal) 

Recommend Recommend X 
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 X indicates that the manager concerned has the authority to impose the
 sanction concerned. 
 
 

CHAPTER 2 

GENERAL PRINCIPLES 

 

7. Employees’ conduct – Every employee is expected to –  

(1) execute his or her duties and assignments conscientiously, diligently and with 
dedication and to behave in a proper manner towards the University, stu-
dents, clients, suppliers, fellow employees and the public;  

(2) comply with the University’s policies, rules, procedures, regulations, estab-
lished practices and lawful instructions, any law, and any condition of em-
ployment; 

(3) perform his/her work in accordance with  standards and processes accepted 
by the University; and 

(4) always act in good faith and in the best interests of the University. 

 

8. Conduct of the University – The maintenance of discipline is the responsibility 
and prerogative of management and the following must be borne in mind when 
conducting a disciplinary inquiry: 

(1) Corrective action. Discipline must primarily aim to guide and correct behav-
iour and not only to impose punishment. 

(2) Consistency. Management must strive to enforce discipline in a uniform and 
consistent manner throughout the University as contemplated in paragraph 
8(4) of this Disciplinary Code and Procedure.  

(3) Fairness. (a) Disciplinary action must always be both procedurally and sub-
stantively fair. 

(b) With regard to procedural fairness, the principles and guidelines in this 
Disciplinary Code and Procedure must be followed. 

(c) With regard to substantive fairness, a fair and valid reason for discipli-
nary action must always exist. This action must be just and equitable, 
taking into consideration inter alia the circumstances of the infringement 
itself, as well as the circumstances of the employee concerned. 

 (4) Balance between consistency and fairness. The maintenance of a healthy 
balance between consistency and fairness must always be pursued. One of 
the potential ways in which discipline could be undermined would for exam-
ple be to take disciplinary steps only against some employees, while others 
are allowed to break rules with impunity.  

 (5) Time lapse between transgression and disciplinary action. An investigation 
as contemplated in paragraph 12(1) of this Disciplinary Code and Procedure 
must be initiated within five (5) working days after it has come to the attention 
of a supervisor that a transgression may have been committed, or as soon as 
possible thereafter.  

 (6) Inquiry before dismissal. Subject to paragraph 12(8) of this Disciplinary Code 
and Procedure, no employee shall, irrespective of the seriousness of his/her 
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transgression, be dismissed before a formal disciplinary inquiry has been 
held in terms of this Disciplinary Code and Procedure.  

 (7) Notification of disciplinary inquiry. (a) The employee must be notified in writ-
ing of a disciplinary inquiry as contemplated in paragraph 15 of this Discipli-
nary Code and Procedure  

(b) The notice must indicate the alleged transgression, the date and time of 
the inquiry as well as the place where it will be held. 

(c) The employee may, within twenty-four (24) hours of receipt of notice of 
a disciplinary inquiry, indicate which official language he or she wishes 
to use during the disciplinary inquiry, and request that an interpreter be 
provided to enable this. If such request is not received, the disciplinary 
inquiry shall be conducted in Afrikaans or English, being the official lan-
guages of the University and the most frequently used. 

(d) The employee must be allowed a reasonable period of time to prepare 
his/her case and, if he/she so wishes, to arrange a representative of 
his/her choice in terms of paragraph 8(9) of this Disciplinary Code and 
Procedure. At least five (5) working days must therefore be allowed af-
ter the notification of a disciplinary inquiry was issued before the disci-
plinary inquiry starts. 

 (8) Availability of the disciplinary procedure.  A copy of this Disciplinary Code 
and Procedure must be provided to all new employees on appointment and 
be made available for perusal at the Human Resources Department as well 
as on the Intranet, and should preferably also be brought to the attention of 
new employees during the standard induction programme if possible. 

 (9) Right to representation. Every employee has the right to be represented, if 
he/she so wishes, by one of the following persons: (a) his or her recognised 
shop steward; 

(b) his or her recognised trade union or employee organisation representa-
tive;  

(c) a fellow-worker of his or her choice, or 

(d) if in the discretion of the chairman of the disciplinary hearing, a matter is 
complex or serious in view of the nature of the charges, the complexity 
of the factual or legal issues, and the consequences of an adverse find-
ing, an external legal representative may be allowed at the request of 
the employee. 

(10) The University will not appoint independent external legal representatives to 
serve on disciplinary committees or act on its behalf: with the proviso that 
the University shall be entitled to do so should the employee concerned ap-
ply to make use of an external legal representative in terms of par 8(9)(d).   

 (11) Follow-up interviews. Where follow-up interviews are arranged in terms of 
paragraph 17(8) of this Disciplinary Code and Procedure with employees   
who were disciplined in terms of this Disciplinary Code and Procedure, such 
interviews must be aimed at rehabilitation and guidance in order to reinforce 
the effect of the corrective steps taken. 

 

9. The right to be heard: the principle of audi alteram partem – (1) Notification 
of a disciplinary inquiry in terms of paragraph 15 of this Disciplinary Code and 
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Procedure will be given at least five (5) working days before the start of the in-
quiry. 

(2) The University and the employee both have the right to lead evidence relat-
ing to the charge. 

(3) The University and the employee both have the right to call witnesses. 

(4) Subject to paragraph 9(6) of this Disciplinary Code and Procedure, the em-
ployee and his/her representative have the right to be present when witness-
es are heard and to question them on relevant matters. The University may 
also question the employee’s witnesses. 

(5) Any employee may appeal to the Appeals Committee established in terms of 
Chapter 4 of this Disciplinary Code and Procedure against any disciplinary 
measures imposed on him/her. 

(6) If the employee fails or refuses to attend the disciplinary inquiry, the discipli-
nary inquiry may continue without the employee being present and this fact 
must be recorded and signed by the chairperson of the disciplinary hearing. 

 

10. Reprimands or verbal warnings – (1) Reprimands or verbal warnings are nor-
mally given by the employee’s supervisor for minor transgressions that are not 
included in Annexure A attached hereto.  

(2) These reprimands are issued on the spot and where issued, a record thereof 
must be kept by the relevant supervisor. 

(3) Where a pattern of minor transgressions is experienced, a disciplinary inquiry 
may be instituted.  

(4) In the event of an employee refusing to accept a reprimand, a disciplinary in-
quiry may be held.  

 

11. Suspension with pay pending a disciplinary inquiry. (1) General. (a) A sus-
pension with pay could be effected pending a disciplinary inquiry after consider-
ing all the relevant factors and evidence at hand. 

(b) A manager who is contemplating a suspension with pay, must immedi-
ately recommend to his/her supervisor that such action should be con-
sidered. Final approval must be given at the Executive level as contem-
plated in paragraph 6 of this Disciplinary Code and Procedure. 

(c) The suspension of an employee’s service is limited to specific circum-
stances. The following guidelines must be applied in this regard: 

(i) when an employee is suspected of having committed an act of 
such a nature that he/she should not be allowed to continue ser-
vice; and/or 

(ii) where the possibility exists of the employee interfering with the in-
vestigation, destroying evidence or intimidating witnesses, aggra-
vating a sensitive situation or causing disruption at the workplace. 

(iii) the nature of the transgression in respect of which a suspension 
with pay can be considered includes, but is not limited to, fraud, 
theft, assault, victimisation, sexual harassment and unauthorized 
possession of the University’s property.  

 (2) Procedure. (a) The employee must be informed of his/her suspension, as 
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well as the reasons for such decision.  

(b) The notice of suspension (see Annexure D) indicating the preliminary 
alleged transgression(s) must be given to the employee. 

(c) The employee must provide the manager with the detail as to where the 
employee could be contacted at all times. 

 
12. Progressive application of disciplinary measures. (1) General. (a) An investi-

gation must always be carried out before any formal disciplinary action is taken.  

(b) Disciplinary measures will normally be applied progressively, but, de-
pending on the circumstances of the employee, the nature of the job, 
and the seriousness, nature and circumstances of a specific transgres-
sion, even a first transgression may result in dismissal, suspension or 
demotion. Similarly, mitigating factors could give rise to a lesser disci-
plinary measure. 

(c) Any disciplinary measure resulting from a disciplinary inquiry is to be 
recorded in the transgressor’s personal disciplinary record. 

(2) Reprimand or verbal warning. (a) This is normally given on the spot for minor 
transgressions in terms of paragraph 10 of this Disciplinary Code and Proce-
dure and can be given without a formal inquiry taking place.  

(b) A reprimand or verbal warning informs an employee that his or her con-
duct is unacceptable to management and that further transgressions 
may result in formal disciplinary action.    

 (3) Written warning. (a) This will only be given after a formal inquiry has taken 
place. 

(b) A written warning informs an employee that his or her conduct is unac-
ceptable to management and that a further transgression may result in 
more stringent disciplinary action, including dismissal. 

 (4) Final written warning. (a) This is only given after a formal inquiry has taken 
place. 

(b) A final written warning informs an employee that a further transgression 
will, in all probability, result in his or her dismissal. 

 (5) Demotion. (a) Demotion can only be imposed after a formal inquiry has taken 
place.  

  (b) All cases of demotion must be supported by the member of the Execu-
tive responsible for Human Resources, or his/her delegate. 

(c) Demotion is a disciplinary step by means of which an employee is re-
moved from his/her present post and assigned to an available post with 
a lower grading and reduced responsibility as well as an accompanying 
decreased salary or wage. 

(d) Demotion may only be imposed if a serious transgression warrants 
dismissal but management wishes to extenuate the punishment be-
cause, for example, the person concerned has been in the employ of 
the University for a long time and has been a good employee in other 
respects. Take note, however, that the examples of extenuating 
grounds given above may not always be sufficient or appropriate. 

(e) The employee must be notified in writing of his/her demotion as a re-
duced punishment instead of dismissal.  
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(f) If the employee refuses to accept the demotion, he/she must be dis-
missed. 

(g) Subject to paragraph 12(5)(h) of this Disciplinary Code, demotion will 
remain in force indefinitely, but for at least six (6) months.  

(h) After six months a demoted employee may apply, and be considered in 
the normal manner, for any available suitable vacancy in the University, 
or his or her post may be considered for upgrading in accordance with 
applicable policy and procedure.   

 (6) Suspension without pay. (a) Suspension without pay can only be imposed 
after a formal inquiry has taken place.  

  (b) All cases of suspension without pay must be supported by the member 
of the Executive responsible for Human Resources or his/her delegate.  

(c) Suspension without pay may only be imposed if a serious transgression 
warrants dismissal but management wishes to extenuate the punish-
ment for sufficient and appropriate reasons.  

(d) The employee must be notified in writing of his/her suspension without 
pay as a reduced punishment instead of dismissal. 

(e) If the employee refuses to accept suspension, he/she must be dis-
missed. 

(f)  Suspension must be carried into effect as soon as possible after a 
transgression has been committed.  

(g) Employees may not be suspended on off days, any other non-working 
days or during paid holidays. 

(h) As a guideline it should be borne in mind that an employee should not, 
except in exceptional cases, be suspended for more than ten (10) work-
ing days. 

(7) Dismissal. (a) Subject to paragraph 12(8) of this Disciplinary Code and Pro-
cedure, dismissal follows only after a formal disciplinary inquiry has taken 
place. 

(b) Depending on the circumstances of the employee, the nature of the job, 
as well as the seriousness, nature and circumstances of a particular 
transgression, a first transgression may result in a dismissal. 

(c) All cases of dismissal must be supported by the member of the Execu-
tive responsible for Human Resources or his/her delegate. 

(d) Dismissals may not be implemented within the time limits prescribed in 
Chapter 4 of this Disciplinary Code and Procedure for an appeal to be 
instituted. Where an appeal is instituted, the implementation of a dis-
missal is held in abeyance pending the outcome of the appeal. 

(8) Summary dismissal. It should be noted that summary dismissal is justified 
when the behaviour of the employee has been so serious or has been re-
peated to the extent that he/she has effectively made it impossible for the 
employment relationship to continue. 
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CHAPTER 3 

PROCEDURE FOR CONDUCTING A DISCIPLINARY INQUIRY 

 

13. Establishing whether a disciplinary transgression may have been commit-
ted. (1) The supervisor of the employee must, in consultation with the University 
representative(s), upon becoming aware of a possible transgression, ascertain in 
terms of an investigation as contemplated in paragraph 12(1) of this Disciplinary 
Code and Procedure whether the employee concerned may have transgressed 
any University –  

(a) policy,  

(b) rule,  

(c) procedure,  

(d) regulation, 

(e) generally accepted standard or process regulating conduct in the workplace, 

(f) established practice,  

(g) lawful instruction, 

(h) any law and/or 

(i) condition of employment. 

(2) The employee must be notified of any investigation that may result in discipli
 nary action against him or her. 

  

14. Formulating a charge.  Where it appears that such a transgression may have 
been committed, a charge or charges in terms of this Disciplinary Code and Pro-
cedure must, depending on the circumstances, be drawn up by the supervisor in 
consultation with the University representative by completing the disciplinary in-
quiry notification form (Annexure E1 attached hereto). 

 

15. Notifying the employee of a disciplinary inquiry. (1) The notification form re-
ferred to in paragraph 14 must be completed and handed to the employee as 
contemplated in paragraph 8(7) of this Disciplinary Code and Procedure.  

(2) Refusal by the employee to accept such notice shall not constitute defective 
service thereof and the disciplinary inquiry may in such circumstances pro-
ceed in the employee’s absence. 

(3) The following must be conveyed to the employee by the person delivering the 
notice: 

(a) the alleged transgression as per the disciplinary inquiry notification 
form; 

(b) the date, the time and the place where the disciplinary inquiry will take 
place; 

(c) that the employee may be represented by a representative as defined in 
paragraph 8(9) of this Disciplinary Code and Procedure, as well as that 
the employee may request an interpreter of his/her preferred official 
language within twenty-four (24) hours; and 

(d) the fact that the employee must make the necessary arrangements to 
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ensure that his/her own witnesses will be present at the inquiry.  

16. Persons present at a disciplinary inquiry. (1)The following persons are al-
lowed to be present at a disciplinary inquiry: 

(a) The chairperson of the inquiry as contemplated in paragraph 5 of this Discipli-
nary Code and Procedure; 

(b) The complainant; 

(c) The University representative; 

(d) Witnesses for both parties, provided that such witnesses may only be present 
 when giving evidence or being questioned; 

(e) The Director: Human Resources or the Labour Relations Officer; 

(f) The employee's representative as defined in paragraph 8(9) of this Discipli-
nary Code and Procedure; 

(g) The employee who allegedly committed the transgression; 

(h) An interpreter, if required; 

(i) Administrative support. 

 

17. Course of the disciplinary inquiry. (1) Procedure. The Chairperson will be 
guided by the procedures set out in this Disciplinary Code and Procedure, includ-
ing specifically the disciplinary report form (Annexure E2 attached hereto).  

(2) Coming to a decision. The findings or results of the disciplinary inquiry must 
be based on the established facts. 

(3) Should there be any doubt, the Chairperson may adjourn and postpone the 
inquiry for such a period as he/she deems reasonable under the circum-
stances to obtain the necessary information.  

(4) Determination of disciplinary measure. (a) The Departmental Human Re-
sources officer must ensure that the employee’s personnel file and service 
record are available at the disciplinary inquiry prior to the determination of the 
disciplinary measure to be imposed/ recommended. 

(b) When making a decision on the appropriateness of a disciplinary 
measure, the following factors must be taken into consideration: 

(i) The circumstances under which the transgression was committed. 

(ii) The seriousness of the transgression. 

(iii) The extent to which the employee is or should have been aware of 
the fact that his/her conduct was unacceptable. 

(iv) The number and nature of previous transgressions committed by 
the employee during the preceding 12 months (for purposes of de-
termining the appropriate progressive disciplinary measure, relevant 
previous transgressions are taken into account); 

(v) The employee’s service record (years employed by the University of 
Pretoria). 

(vi) How similar transgressions were treated by UP in the past. 

(vii) Whether there are aggravating or mitigating circumstances. 

(viii) The influence that the intended disciplinary measure may have on 
other employees. 

  (c) When contemplating a dismissal after due consideration of all these fac-
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tors, the Chairperson must satisfy himself/herself that dismissal is ap-
propriate in these circumstances. 

(5) Conveying the finding to the employee. The Chairperson must inform the 
employee and his/her representative of the following: 

(a) his or her finding and the reason for such finding, or 

(b) if applicable,  that the finding constitutes a recommendation which is 
subject to ratification in terms of paragraph 6 of this Disciplinary Code 
and Procedure; 

(c) the disciplinary measure that will be imposed. 

 (6) Completing a disciplinary report form. The Chairperson is responsible for the 
completion of the disciplinary report form in which the following must be pro-
vided: 

(a) The names of the persons present at the inquiry; 

(b) The approximate date on and time at which the transgression(s) 
was/were committed; 

(c) That the rights of the employee were explained to him/her. 

(d) A summary of the following:  

(i) The chain of events; and 

(ii) the employee’s defence; 

(e) The disciplinary measures imposed or recommended; 

(f) The comment of the employee thereon, if any; 

(g) The right to appeal. 

 (7) Signing of the disciplinary report form. (a) The disciplinary report form must 
be read or a copy sent to the employee or his/her representative who must 
sign the report and as soon as possible hand it back to the chairperson. 

(b) It is by no means compulsory for the employee to sign the disciplinary 
report form. A refusal by the employee to sign the document immediate-
ly or hand the signed copy of the disciplinary report form to the chair-
man within 48 hours will have no influence whatsoever on the imple-
mentation of disciplinary measures. 

(c) If the employee or his/her representative refuses to sign the form, the 
Chairperson must make a note on the report form to the effect that the 
decision has been conveyed or sent to the employee but that the em-
ployee and/or his or her representative refuse(s) to sign the form. The 
chairperson and Director: Human Resources or Labour Relations Of-
ficer must sign this entry. 

(d) The departmental Human Resources officer must submit the discipli-
nary report to the manager(s) concerned for ratification of the discipli-
nary measures imposed in accordance with paragraph 6 of this Discipli-
nary Code and Procedure.  

(e) The employee concerned must be notified that the latter has been rati-
fied where applicable, or otherwise finalised.   

(f) No disciplinary measures may be implemented before ratification 
(where applicable) and notification. 

(g) All warnings and other disciplinary measures will be in writing and kept 
in the employee’s personnel file. Warnings issued more than twelve 
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(12) months prior to the incident shall not be considered for disciplinary 
purposes, except where an unacceptable pattern of ill discipline has de-
veloped. 

 (8) Arranging a follow-up interview (where applicable). The Chairperson may, if 
necessary, come to an agreement with the employee and his/her immediate 
supervisor on the standards required from the employee and the steps the 
employee must take to achieve these standards. The manager may also ar-
range a follow-up interview if and when necessary. 

 

 

CHAPTER 4 

APPEAL 

 

18. Right to appeal.  An employee has the right to appeal against the findings of the 
disciplinary inquiry and the disciplinary measures imposed on the grounds speci-
fied in paragraph 19 in the prescribed manner (see paragraph 22) within four (4) 
working days after she/he has been informed of the findings and the disciplinary 
measures to be imposed. If an appeal is lodged, the notice of appeal (Annexure 
E3 attached hereto) must be completed. 

 

19. Grounds of appeal. The grounds of appeal are –  

(1) the evidence led at the hearing did not prove the misconduct; 

(2) an unfair procedure was followed; 

(3) new evidence that was not available at the disciplinary hearing has come to 
light; 

(4) the penalty is too severe in that it is disproportionate to the misconduct . 

 

20. Purpose of appeal. The purpose of an appeal is to afford the employee an op-
portunity to have the disciplinary measures imposed on him/her during the disci-
plinary inquiry and/or the findings thereof considered by the Appeals Committee. 

 

21. Delegation of authority. Appeals are heard by an Appeals Committee appointed 
for such purpose from time to time by the member of the Executive responsible 
for Human Resources. The Appeals Committee shall consist of a legally qualified 
employee who shall act as the Chairperson of the Appeals Committee and a 
manager who was not involved in the disciplinary hearing, who shall act as an 
assessor and who will have the right to make recommendations to the Chairper-
son of the Appeals Committee. The Chairperson of the Appeals Committee shall, 
however, be responsible for all decision making during the appeal. 

 

22. Procedure. (1) Effect of notice of appeal. If an employee or his/her representa-
tive lodges an appeal in the prescribed manner before a disciplinary measure im-
posed by the disciplinary inquiry has been implemented, the disciplinary measure 
must not be implemented, pending the outcome of the appeal. 

 (2) Step 1. (a)  The employee and/or his or her representative must complete a 
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notice of appeal in writing. The grounds of appeal as set out in paragraph 19 
of this Disciplinary Code and Procedure, substantiation of such grounds, as 
well as any additional information relevant to the case, must be indicated on 
the notice of appeal. 

(b) The notice of appeal must be submitted to the Labour Relations Divi-
sion within (4) four working days after being notified in writing of the 
findings of and disciplinary measures imposed by the disciplinary in-
quiry. The Labour Relations Officer must acknowledge receipt of the no-
tice of appeal. 

(c) The Labour Relations Officer must submit the notice of appeal along 
with the disciplinary report and other relevant documents to the Chair-
person of the Appeals Committee for further consideration. 

 (3) Step 2. (a) After consideration of the relevant documents, the Chairperson of 
the Appeals Committee must decide whether the case warrants a complete, 
partial or no rehearing at all. 

(b) If the Chairperson of the Appeals Committee decides that the case 
does not warrant a rehearing, he or she must convey his/her decision to 
uphold or dismiss the appeal together with reasons as soon as possible 
to the appellant and/or his or her representative. He or she must also 
note his/her decision on the notice of appeal, sign the notice of appeal 
and forward the relevant documents to the Labour Relations Division for 
filing. 

(c) If the Chairperson of the Appeals Committee decides that a complete or 
partial rehearing must indeed be held, such hearing shall take place 
within ten (10) working days, or as soon as possible thereafter, after no-
tification to the employee concerned of such decision. 

(d) The rehearing must be attended by the Chairperson of the Appeals 
Committee, the Director: Human Resources or the Labour Relations Of-
ficer, the complainant, the University representative, the employee and 
his/her representative (if the employee chooses to have one), an inter-
preter if necessary, co-opted persons and any witnesses, if required. 
The Chairperson of the disciplinary inquiry may not be involved in any 
capacity other than merely as a witness in the appeal. As in the case of 
any other witness, he/she may also not be present except when giving 
evidence. 

(e) Should the Chairperson of the Appeals Committee find any procedural 
incorrectness the matter may be referred back to a disciplinary inquiry 
to be undertaken afresh, or dealt with as he/she may deem fit. 

(f) The Chairperson of the Appeals Committee must act in accordance with 
paragraph 17 of this Disciplinary Code and Procedure. 

(g) After the appeal has been considered, the Chairperson of the Appeals 
Committee must impart his/her decision and the reasons for it to the 
employee and his/her representative, if any. The Chairperson of the 
Appeals Committee must also record his/her decision on the notice of 
appeal and sign it. It is advisable for the employee and his/her repre-
sentative, if any, also to sign the notice of appeal in the space provided 
as proof that cognisance has been taken of the decision. 

(h) The disciplinary measure imposed may be back-dated to the initial date 
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on which it would have become effective if it were not for the appeal. 

(i) The relevant documents must be sent to the Labour Relations Division 
for filing. 

(j) The decision of the Chairperson of the Appeals Committee is final and 
no further appeal to a higher line authority within the University is possi-
ble. 

(k) The employee must be informed of his/her right to refer any further dis-
pute in respect of the matter to the CCMA. 

 

 

CHAPTER 5 

DISCIPLINARY CODE AND PROCEDURE 

  

23 Amendment of the Code The University of Pretoria has the right to add to, de-
lete from, or amend, any of the recommended measures or transgressions listed 
in the Disciplinary Code and Procedure after consultation with trade unions and 
employee organisations recognised by the University. 

 

24. Disciplinary measure guideline chart. The Disciplinary Code and Procedure 
contains a disciplinary measure guideline chart (see Annexure A attached here-
to). This does not constitute a full and exhaustive list of all the transgressions 
with which an employee can be charged. It sets out, by way of example, some 
transgressions with appropriate disciplinary measures. Should the University 
elect to charge an employee with a transgression listed in such chart, the disci-
plinary measures set out in respect thereof are merely guidelines and do not 
constitute inflexible rules which have to be followed slavishly. 

 

25. Dismissal not affected by provisions of Code. (1) The Disciplinary Code does 
not derogate from the University’s right to dismiss an employee on any grounds 
that the law regards as sufficient. 

(2) Management notes and recognises the three (3) grounds on which dismis-
sals might be legitimate, namely:  

(a) capacity; 

(b) operational requirements; and 

(c) conduct of employee(s). 

(3) On no account should disciplinary measures or procedures be involved or 
confused with termination of employment by means of dismissals based on 
incapacity or operational requirements. 

 

26. The role of management. (1) Management is responsible for maintaining fair, 
just and consistent discipline and ensuring that all employees are made aware of 
the acceptable behaviour expected of them as contemplated in this Disciplinary 
Code and Procedure. 

 (2) Management reserves the right to institute disciplinary action which may fol-
low in the case of misconduct by any employee. 
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CHAPTER 6 
 

ANNEXURES TO THE DISCIPLINARY CODE 
 
 

ANNEXURE A: GUIDELINES FOR TRANSGRESSIONS AND DISCIPLINARY MEASURES 

NO TRANSGRESSION DESCRIPTION GUIDELINES DISCIPLINARY 
MEASURE 

1. ATTENDANCE AND OBSERVANCE OF WORKING HOURS 
 

Absence from service with-
out permission will be un-
paid. 

 

1.1 Desertion Absence from work for five (5) and 
more consecutive working days 
without any notification to the Uni-
versity.  
 
 
 

Investigate circumstances of his/her absence, 
stop salary and in accordance with the policy, 
regulations and conditions of service, the em-
ployee’s service must be deemed to be terminat-
ed. If, however, the employee returns and ten-
ders his/her services, a post desertion inquiry 
must be held. If, in view of the circumstances, ac-
ceptable reasons are furnished for the absence, 
the employee may be reinstated and, if appropri-
ate, disciplinary action may be initiated upon re-
instatement. 

1.2 Absence without permission. Absent from work for at least one to 
four working days. 

First transgression 
Second transgression 
Third transgression 

Written warning 
Final warning 
Dismissal 

1.3 Failing to inform management in 
good time of absence. 

Failing to inform direct supervisor of 
leave, sick leave or of any other 
reason for the extension of the 
aforesaid. 

First transgression 
Second transgression 
Third transgression 

Written warning 
Final warning 
Dismissal 
 
 

1.4 Poor observance of working Reporting for work late or leaving First transgression Written warning 
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hours. early. 
 

Second transgression 
Third transgression 

Final warning 
Dismissal 

1.5 Leaving premises or place of du-
ty while on duty without permis-
sion. 

Disappearance from workplace 
without permission. 

First transgression 
Second transgression 
Third transgression 

Written warning 
Final warning 
Dismissal 

 
2. 

 
WORK PERFORMANCE 

2.1 Negligence, neglect, indifference, 
unreliability, poor co-operation, 
sleeping and lack of interest. 

Failure to carry out duties diligently 
or at all, due to the aforesaid. 

First transgression 
Second transgression 
Third transgression 

Written warning 
Final warning 
Dismissal 

2.2 Poor work performance (this is 
not a form of misconduct). 

Continued output of work of a low 
quality as a result of the incapacity 
of an employee to comply with the 
requirements of the post. 

See Schedule 8, items 8 & 9 of the Labour Rela-
tions Act 1995, as amended. (See also Perfor-
mance Management.) 

 
3. 

 
DISHONESTY 

3.1 Dishonesty or attempted dishon-
esty. 

Any dishonesty or attempted dis-
honesty including conspiracy, theft, 
unauthorised possession of proper-
ty, bribery, fraud, corruption, forgery 
or giving false or misleading state-
ments to anybody. 
 

First transgression Dismissal 

3.2 Abuse of sick leave. Misuse of sick leave for other pur-
poses than recuperation or medical 
treatment. 

First transgression Dismissal 

3.3 Non-disclosure/misrepresentation 
of relevant information. 

Failure to declare previous convic-
tions, a record of misconduct or 
chronic ill health before employ-
ment. Non-disclosure of direct or 
indirect outside interests/ sources of 
income or gifts and benefits re-

First transgression Dismissal 
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ceived. 

3.4 Misuse of position. Misuse of position to promote per-
sonal interests. 

First transgression Dismissal 

3.5 Competing interests/conflict with 
the interests of the University. 

E.g. doing extra work as defined in 
the Regulations for Extra Work 
(R 386/96) without permission. 

First transgression Dismissal 

 
4. 

 
OFFENCES TO THE PERSON OR DIGNITY OF OTHERS 

4.1 Rudeness, insolence, impolite-
ness, the use of foul language, 
making disparaging remarks and 
making improper or indecent ges-
tures at a supervisor, a colleague 
or any other person. 

Abusive behaviour that may upset 
relationships or injure the dignity of 
others. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

4.2 Harassment, including sexual, 
religious, or racial harassment. 

Unwanted deliberate and subtle 
physical and psychological harass-
ment of others by innuendoes or 
physical acts or otherwise belittling 
his/her person. 

First transgression Dismissal 

4.3 Assault, attempt or a threat to 
assault a person or fighting. 

Physical or verbal attack on a per-
son. 
 

First transgression Dismissal 

4.4 Unfair discrimination. Promoting or engaging in hate 
speech, incitement or being abusive 
or engaging in discriminatory behav-
iour based on inter alia race (includ-
ing racist jokes), gender, creed, po-
litical beliefs or sexual orientation. 

First transgression Dismissal 

4.5 Skylarking or horseplay. Conduct that has a detrimental ef-
fect on the maintenance of order, 
health, safety and discipline. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

4.6 Commission of a crime in terms Performance of an act which is a First transgression Dismissal 
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of South African law. crime in terms of South African law 
and where such act relates to the 
employer/ employee relationship or 
poses a threat to the interests of the 
University. 

 

 
5. 

 
ALCOHOL OR DRUG-RELATED TRANSGRESSIONS OR SUBSTANCE ABUSE 

5.1 Being under the influence of 
drugs/ alcohol while on duty. 

Being under the influence of drugs/ 
alcohol while on duty. 

First transgression 
Second transgres-
sion 
Third transgression 

Written warning 
Final warning 
Dismissal 

5.2 Unauthorised possession or con-
sumption of drugs/alcohol while 
on duty. 

Unauthorised possession or con-
sumption of drugs/alcohol while on 
duty. 

First transgression 
Second transgres-
sion 
Third transgression 

Written warning 
Final warning 
Dismissal 

 
6. 

 
UNACCEPTABLE BEHAVIOUR 

6.1 Improper behaviour damaging 
the interests of the University.  

Improper behaviour which is poten-

tially damaging to the interests or 

reputation of the University 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

 
7. 

 
HEALTH, SAFETY AND ENVIRONMENT 

7.1 Contravention of any provision or 
regulation contained in any appli-
cable legislation, internal policies, 
procedures and practices. 

Contravention of any provision or 
regulation contained in any applica-
ble legislation, internal policies, pro-
cedures and practices. 
 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

7.2 Possession of forbidden articles. Unauthorised possession of a cam-
era, firearm, weapon or other dan-
gerous materials. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 
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7.3 Traffic-related misconduct. Reckless or careless driving or ig-
noring traffic rules, traffic signs and 
speed limits on University premises 
or public roads while driving a Uni-
versity vehicle. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

 
8. 

 
TRANSGRESSIONS RELATING TO PROPERTY AND ASSETS 

8.1 Revealing confidential infor-
mation. 

Without obtaining the prior approval 
of the University, revealing confiden-
tial information he/she has gathered 
or obtained as a result of his/her du-
ties for reasons other than the exe-
cution of his/her official duties. 

First transgression 
 

Dismissal 

8.2 Copyright and patent infringe-
ments. 

Commission of any act which in-
fringes on copyright or any other 
immaterial property right and where 
such act may be detrimental to the 
University. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

8.3 Unauthorised use/misuse of 
property or assets. 

Use of the University’s property, fa-
cilities, vehicles, electronic equip-
ment and applications, or other as-
sets without authorisation. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

8.4 Damaging of property or assets. Wilful or negligent damaging of 
property or assets of the University. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

 
9. 

 
RESISTING AUTHORITY 

9.1 Insolence/undermining authority. A repudiation by an employee of 
his/her duty to show respect or to 
recognise the authority of superiors. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 

9.2 Insubordination/refusal to obey Refusal to execute reasonable and First transgression Final warning 
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instructions. fair orders or ignoring such orders, 
or inciting or intimidating other em-
ployees to act accordingly. 

Second transgres-
sion 

Dismissal 

9.3 Intimidation. Directly or indirectly influencing oth-
ers to engage in disorderly conduct 
on the University’s premises. 

First transgression 
Second transgres-
sion 

Final warning 
Dismissal 
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ANNEXURE B: PROCESS FLOW: DISCIPLINARY INQUIRY 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

Alleged transgression 

Appoint Chairperson and University representa-
tive (if applicable) 

Supervisor in consultation with University rep-
resentative formulates charge 

Notify alleged offender in writing 
Not less than 5 working days’ notice  

 

Alleged offender may appoint representative 
and arranges for own witnesses 

Inquiry 

Guilty 

No Yes 

No action Consider mitigating and ag-

gravating factors 

Decision 

Inform offender of 
- right to appeal 
- CCMA 

Implement (Unless employee appeals) 
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ANNEXURE C: PROCESS FLOW: APPEAL PROCEDURE 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee wishes to appeal decision taken during 
disciplinary inquiry 

Employee completes notice of appeal within four (4) working 
days. Employee must provide grounds for appeal, and relevant 

information. 

Labour Relations Division acknowledges receipt 

Labour Relations Officer forwards notice of appeal and discipli-
nary report form, etc to appeals committee 

Appeals Committee considers the facts and decides whether it 
warrants a rehearing 

Does it warrant a rehearing? 

Convey decision to up-
hold or dismiss appeal 

and reasons to employee/ 
representative and sign 
relevant documentation 

Yes 

Conduct rehearing 

No 

Arrange rehearing 

Inform the employee of the decision and rea-
sons and sign the relevant documentation 

Forward it to the Labour Relations Division 
for filing 

Inform employee of right to refer to CCMA 

Implement decision 
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ANNEXURE D: NOTIFICATION OF SUSPENSION WITH PAY 

 
COMPLETE :  ORIGINAL ON FILE  
      COPY TO EMPLOYEE 
       
NAME OF MANAGER _________________________________________ 
DEPARTMENT _________________________________________ 
NAME OF EMPLOYEE _________________________________________ 
DESIGNATION _________________________________________ 
EMPLOYEE NUMBER _________________________________________ 
 
1. SUSPENSION 

You are hereby suspended as from _________________ [date] with full pay, pending 
the arrangement and completion of an investigation and/or a disciplinary inquiry into 
the alleged transgression of the University’s Disciplinary Code. At no stage during your 
suspension will you be allowed to make contact directly or otherwise with or influence 
potential witnesses, tamper with evidence or in general interfere with the investigation. 

 
2. PARTICULARS OF ALLEGED TRANSGRESSION 
 
 DATE: ________________________________________________________ 
 PLACE: ________________________________________________________ 
 NATURE OF PRELIMINARY ALLEGED TRANSGRESSION: ____________________ 
 _____________________________________________________________________ 
 _____________________________________________________________________ 
 _____________________________________________________________________ 
 _____________________________________________________________________ 
 
3. REASONS FOR SUSPENSION 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
4. CONTACT DETAILS 
 The employee will be precluded from engaging in any other work or activity for gain 

unless prior written approval has been obtained, and will be required to be available 
for reporting for duty at the University or elsewhere at short notice as the University 
has the right to require the employee to work or otherwise assist it during the period of 
suspension. 

 
 The contact details where the employee can be contacted are as follows: 
 

Alternative contact details 
 
 Name: _________________________  _________________________ 
 Address: 
   (physical): _________________________  _________________________ 
   _________________________   _________________________ 
   _________________________   _________________________ 
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 Address 
   (postal): _________________________   _________________________ 
 Tel No: _________________________   _________________________ 
 Fax No: _________________________   _________________________ 
 Cell No: _________________________   _________________________ 
 E-mail 
 address:  _________________________   _________________________ 
  

Failure by the employee to adhere to any of the instructions set out in this letter will 
constitute a material transgression that may in itself lead to dismissal.  

 
5. APPROVAL 

The suspension has been approved by _____________________________ [name] 
in his capacity as _____________________________________________ [position] 
on this the __________ day of _______________________ 20__. 

 
 
  
  
 _______________________  _______________________ 

 SIGNATURE OF MANAGER  DATE 
 
6. DECLARATION BY EMPLOYEE 

I acknowledge receipt hereof and  I understand  the content hereof. 
 
 
 
 _______________________  _______________________ 

 EMPLOYEE [NAME]  SIGNATURE 
 
 
 

  
 
 
 
 _______________________  _______________________ 

 WITNESS [NAME]  SIGNATURE 
 
 
 
 _______________________  _______________________ 

 INTERPRETER [NAME]  SIGNATURE 
 
 
 _______________________  _______________________ 

 DATE  TIME 
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7. EMPLOYEE REFUSES TO SIGN 
 The contents hereof have been explained to the employee and handed over to 

him/her. 
 
 
 
 _______________________  _______________________ 

 WITNESS [NAME]  SIGNATURE 
 
 
 
 _______________________  _______________________ 

 INTERPRETER [NAME]  SIGNATURE 
 
 
 
 _______________________  _______________________ 

 DATE  TIME 
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ANNEXURE E: DISCIPLINARY CASEBOOK 

ANNEXURE E1: NOTIFICATION OF DISCIPLINARY INQUIRY 

 
COMPLETE: ORIGINAL ON FILE 
     COPY TO EMPLOYEE 
      
NAME OF MANAGER _________________________________________ 
DEPARTMENT _________________________________________ 
NAME OF EMPLOYEE _________________________________________ 
DESIGNATION _________________________________________ 
EMPLOYEE NUMBER _________________________________________ 
 
 
1. INQUIRY INTO ALLEGED TRANSGRESSION OF DISCIPLINARY CODE 

Your presence is requested at an inquiry into an alleged transgression of the Universi-
ty’s Disciplinary Code: 

 
 On ___________________ [date] at ________ [time] in ________________ [room 

number] 
 
2. PARTICULARS OF ALLEGED TRANSGRESSION 
 DATE: ________________________________________________________ 
 PLACE: ________________________________________________________ 
 TRANSGRESSION(S)____________________________ 
 _____________________________________________________________________ 
 _____________________________________________________________________ 
 _____________________________________________________________________ 
 _____________________________________________________________________ 
 
3. RIGHTS 
 You have the right – 

 to be represented, should you wish to, by one of the following persons: 
 your recognised shop steward; 
 your recognised full-time trade union official; 
 a fellow worker of your choice; 

 to call witnesses; 

 to cross-examine witnesses on relevant matters; 

 to an interpreter; 

 to produce relevant documentation and evidence; and 

 to appeal against any disciplinary measure should it be imposed on you. 
 
4. DECLARATION BY EMPLOYEE 

I acknowledge receipt hereof and that I understand the content hereof. 
 
 _______________________  _______________________ 

 EMPLOYEE [NAME]  SIGNATURE 
 

 
EMPLOYEE [NAME] 
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 _______________________  _______________________ 

 WITNESS [NAME]  SIGNATURE 
 
 _______________________  _______________________ 

 INTERPRETER [NAME]  SIGNATURE 
 
 _______________________  _______________________ 

 DATE  TIME 
 
5. EMPLOYEE REFUSES TO SIGN 
 The contents hereof have been explained to the employee and handed over to 

him/her. 
 
 _______________________  _______________________ 

 WITNESS [NAME]  SIGNATURE 
 
 _______________________  _______________________ 

 INTERPRETER [NAME]  SIGNATURE 
 
 _______________________  _______________________ 

 DATE  TIME 
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ANNEXURE E2: DISCIPLINARY REPORT FORM 

 
1. PARTICULARS OF MANAGER DESIGNATED AS CHAIRPERSON 

Initial(s) and 
surname 

 Employee No.  

Designation  Section  

Department    

 
2. PARTICULARS OF EMPLOYEE 

Initial(s) and 
surname 

 Employee No.  

Designation  Section  

Department    

 
3. PARTICULARS OF OTHER PERSONS PRESENT 

A  Initial(s) 
and sur-
name 

 Employee No.  

Designation  Section  

Department    

B  Initial(s) 
and sur-
name 

 Employee No.  

Designation  Section  

Department    

C  Initial(s) 
and sur-
name 

 Employee No.  

Designation  Section  

Department    

D  Initial(s) 
and sur-
name 

 Employee No.  

Designation  Section  

Department    

  

 
4. RIGHTS EXPLAINED 

Tick applicable box 

4.1 Right to representation Yes  No  

4.2 Right to state case in response Yes  No  

4.3 Right to call witnesses and cross-examine University wit-
nesses 

Yes  No  

4.4 Right to an interpreter Yes  No  

 
5.SUMMARY OF THE FACTS 
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6 EMPLOYEE’S DEFENCE 

 

 

 

 

 

 

 

 
7 DECISION  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
8. DISCIPLINARY MEASURE IMPOSED OR RECOMMENDED 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
9. COMMENT OF EMPLOYEE ON DISCIPLINARY MEASURE IMPOSED OR  
   RECOMMENDED (IF ANY) 
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10. RIGHT TO APPEAL OR REFER DISPUTE TO CCMA EXPLAINED 

Tick applicable box: Yes  No  

 
11. DECLARATION BY EMPLOYEE 

 
I acknowledge that I am aware of the action being taken against me 
 
 
Signature of Employee:___________________________________  
Date : ___________________  
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ANNEXURE E3: NOTICE OF APPEAL: ALL EMPLOYEES 
 
COMPLETE :  ORIGINAL ON FILE 
      COPY TO EMPLOYEE 
 
NAME OF CHAIRPERSON OF 
 DISCIPLINARY INQUIRY _________________________________________ 
DEPARTMENT _________________________________________ 
NAME OF EMPLOYEE _________________________________________ 
DESIGNATION _________________________________________ 
EMPLOYEE NUMBER _________________________________________ 
 
1. Alleged transgression 
 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 
2. Date of disciplinary inquiry __________________________________________ 
 
3. Result of disciplinary inquiry 
 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 
4. Reasons for appeal 
 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________________ 

 _________________________________________________________________ 
 

5. New evidence, motivation or applicable additional information for con-
sideration 

 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 __________________________________________________________________ 
 
 
 ______________________    _______________________ 

EMPLOYEE’S SIGNATURE    DATE 
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Acknowledgement of receipt of notice of appeal 

 
 
___________________    ___________ 
HUMAN RESOURCES                   DATE 
DEPARTMENT 
 

 

Rehearing granted          

 

Yes 

  

No 

 

 

 
 
_________________________   ___________ 
SIGNATURE: CHAIRPERSON               DATE 
Of APPEALS COMMITTEE 
 

 

CHAIRPERSON OF APPEALS COMMITTEE____________________________ 

 

PRESENT AT APPEAL INVESTIGATION (in the case of a full/partial rehearing) 
NAME        CAPACITY 
 
_________________________________   _____________________ 
_________________________________   _____________________ 
_________________________________   _____________________ 
_________________________________   _____________________ 
 
RESULT OF APPEAL 
The matter has been considered and the appeal is hereby upheld / dismissed (delete the 
word not applicable) 
 
If the appeal was upheld, the finding(s) of the Disciplinary Inquiry is/are changed to –  
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_____________________________________________ 

 
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

________________________________________________ 
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(The Chairperson has informed the employee of his/her right to refer the 
matter to the CCMA in the event of the appeal’s not being entirely upheld) 
 
______________________________  _____________________ ____________ 
SIGNATURE OF CHAIRPERSON:  DESIGNATION  DATE 
APPEALS COMMITTEE 
 

NOTED 
 
___________________  ___________________  _____________________  _________ 
EMPLOYEE                    DATE                               
 

 

 

YES/NO 


