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Disciplinary Hearing
Preparation Checklist

Use this short preparation check to identify outstanding work before a disciplinary hearing. Record what has
actually been done, what remains unresolved and who will address it. A tick does not establish fairness or
determine the outcome.

MATTER / REFERENCE PREPARED BY DATE

n Allegations and evidence

[J The allegations identify the conduct in question clearly enough for the employee to understand and
respond.

[J The relevant workplace rule or standard and its source have been identified.

[] The evidence supporting each essential part of the allegation has been identified, together with
contrary material and alternative explanations.

[J Gaps, inconsistencies and the employee’s explanation have been considered; unresolved issues are
recorded rather than ignored.

a A usable evidence bundle

[] Relevant documents and exhibits are legible, organised and easy to locate.
[1 The index, page references and exhibit descriptions have been checked.

[ Issued copies and subsequent changes can be identified. Pagination alone does not establish
document integrity.

L The employee and, where applicable, the chairperson can access the relevant material. Any late
material or request for further preparation time has been considered fairly.
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Witness preparation

[
L

Material witnesses and their availability have been identified.

Witnesses have had an opportunity to check their statements for accuracy and understand the hearing
process and their role.

Preparation supports truthful recollection, not rehearsed or altered evidence.

Any unavailable witness or proposed reliance on a statement has been considered, including reliability
and a fair opportunity to challenge the evidence.

n A fair opportunity to respond

[
L

The employee understands the allegations and the hearing arrangements.

Reasonable preparation time, access to material, assistance and language needs have been
considered, together with any binding workplace requirements.

Objections, requests for more time and any proposed procedural adaptations have been recorded and
addressed.

The employee has a genuine opportunity to give their account, challenge relevant evidence and make
representations before a decision.

ﬂ Chairperson and practical arrangements

[

[

The chairperson’s authority and role are clear; relevant conflicts, prior involvement and objections have
been considered.

The outcome remains open to the evidence and the employee’s response.

The presentation sequence, venue or online access, documents, withesses and recording or
note-taking arrangements have been checked.

Outstanding preparation issues and the reasons for proceeding, adapting arrangements or allowing
more time are recorded.
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Outstanding actions

Outstanding issue Action required Responsible person Due date

Use with judgment. There is no universal five-working-day preparation rule. Consider the actual matter and any binding
requirements. A checklist supports a fair process; it does not replace the evidence, the employee’s opportunity to respond or a
reasoned decision.

NEED THE FULL GUIDE?

Preparing for Disciplinary Hearings

A Practical Guide for Managers, Initiators and Workplace Investigators

Philip Maré | First Edition 2026

607 pages * 22 chapters * 38 practical scenarios * 5 reusable templates ¢ 4 comprehensive checklist sets

Digital Professional Edition — R1,295
Explore the full guide

For assistance with a particular workplace matter:
philip@philipmareassociates.co.za | 072 494 9629

This is a practical educational resource, not advice on a particular matter.

© 2026 Philip Maré. Free for personal and internal workplace use. This checklist may be downloaded, printed, completed and
adapted for workplace matters. It may not be sold, republished or distributed as a separate commercial resource. Please share the
official website link rather than redistributing the original file. This permission does not extend to the commercial publication Preparing
for Disciplinary Hearings.
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