











                                                   
	Details 
	Complainant
	Defendant

	Name


	
	

	Employee Code


	
	

	Department


	
	

	Designation


	
	

	Reporting to


	
	

	Incidence occurred at:- 


	Date & time incidence occurred on:-


	Nature of Complaint
	Occurrence of Complaint

	Verbal
	
	First time
	

	Written
	
	Second time
	


	Description of complaint in brief




	Action suggested/recommended by the complaint
	Action suggested/recommended by the HR

	
	


	Date & Signature of the complainant
	Date & Signature of the Defendant
	Date & Signature of the Witness to the incidence (if any) 

	
	
	


TO BE FILLED IN BY HR ONLY

	HR Report on the incident




	Notice to be issued
	Charge sheet to be issued

	Yes:-
	No:-
	Yes:-
	No:-


	Signature of the HR personal who conducted the enquire:-


The above form and charge sheet are not to be construed to be same and both are different, the above form doesn’t have the same implication on the defendant as that of charge sheet

EMPLOYEE DISCIPLINARY ACTION SHEET








