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使用说明

本文件包含5份英文模板，按纪律处分与解除的先后顺序编号：口头警告 → 初次书面警告 → 最终书面警告 → 听证通知 → 解除通知。
方括号 [ ] 为待填内容；签字前请删除不适用的选项（例如“attended / were accompanied by”）。
员工签收仅表示“收到”，不等于同意内容；员工拒签的，由两名见证人签字并注明日期。
即时解雇必须在解雇后4日内向员工工作所在地的劳动官提交书面报告（《雇佣法典》第50(2)条）。
所有警告、听证、决定、送达回执与结算单，建议保存不少于6年。
本模板为一般实务文本，不构成法律意见；具体案件请让赞比亚执业律师审阅。
模板清单
	编号
	文件
	用途

	01
	Record of Verbal Warning
	口头警告记录

	02
	First Written Warning
	初次书面警告

	03
	Final Written Warning
	最终书面警告

	04
	Notice to Attend Disciplinary Hearing
	纪律听证通知

	05
	Notification of Termination
	解除劳动合同通知


ANNEX 1
Record of Verbal Warning
口头警告记录

用法：首次轻微违规时使用。必须由员工签收；拒签的，由两名见证人签字并注明日期。
[COMPANY LETTERHEAD]
	Employee name
	

	Employee No.
	

	Position
	

	Department
	

	Date of counselling
	

	Place
	

	Manager
	

	Witness (HR/colleague)
	



	1. Conduct/performance discussed (with dates and facts):






	2. Rule, standard or expectation breached:





	3. Employee's explanation (summary):





	4. Required improvement and support offered:





5. Consequence of repetition:
This verbal warning will remain on file for [6] months. Any repetition or further misconduct within this period may lead to a First Written Warning and, ultimately, dismissal.
	6. Employee comments (optional):





7. Signatures
	Role
	Name
	Signature
	Date

	Employee
	
	
	

	Manager
	
	
	

	Witness
	
	
	



Signature confirms receipt and discussion, not necessarily agreement.
ANNEX 2
First Written Warning
初次书面警告

用法：在听证后发出。写明具体事实、员工申辩、改进要求和再犯后果，并给员工5个工作日上诉期。
[COMPANY LETTERHEAD]
PRIVATE & CONFIDENTIAL
	Date
	



To: [Employee Name], [Position]
RE: FIRST WRITTEN WARNING
1. Allegation. On [date], at [place], you [describe the specific conduct]. The matter was reported/investigated on [date].
2. Hearing. You were invited to a disciplinary meeting on [date]. You attended / were accompanied by [name, position] and were given the opportunity to respond. Your explanation was considered.
3. Finding. The Company finds that [the allegation is substantiated] because [brief reasons and evidence].
4. Warning. You are hereby given a FIRST WRITTEN WARNING. This warning will remain on your file for twelve (12) months from the date of this letter.
5. Required improvement. You are required to [specific behaviour/standard] by [date]. The Company will provide [support/training, if any].
6. Consequences. Any further misconduct or failure to improve within the validity period may result in a Final Written Warning and, if warranted, dismissal.
7. Appeal. If you wish to appeal, write to [name/position] within five (5) working days of receiving this letter.
8. Acknowledgment. Please sign and return the attached copy. Your signature confirms receipt only.
____________________________
Signed: Manager
Acknowledged: ______________________ (Employee)        Date: ______________
Witness: __________________________        Date: ______________
ANNEX 3
Final Written Warning
最终书面警告

用法：警告期内再次违规，或严重但未达即时解雇程度时使用。须引用前两次警告的日期，并明确再犯可解除。
[COMPANY LETTERHEAD]
PRIVATE & CONFIDENTIAL
	Date
	



To: [Employee Name], [Position]
RE: FINAL WRITTEN WARNING
1. Allegation. On [date], at [place], you [describe the specific conduct], contrary to [rule/section].
2. Previous warnings. This follows:
	Verbal warning dated
	

	First Written Warning dated
	



3. Hearing. You were invited to a disciplinary meeting on [date] and given the opportunity to respond. You [attended / were accompanied by ___]. Your explanation was considered.
4. Finding. The Company finds that [the allegation is substantiated] because [brief reasons and evidence].
5. Warning. You are hereby given a FINAL WRITTEN WARNING. This warning will remain on your file for twelve (12) months from the date of this letter.
6. Consequences. Any further misconduct, or failure to meet the required standard within the validity period, may result in dismissal without further warning.
7. Appeal. If you wish to appeal, write to [name/position] within five (5) working days of receiving this letter.
8. Acknowledgment. Please sign and return the attached copy. Your signature confirms receipt only.
____________________________
Signed: Manager
Acknowledged: ______________________ (Employee)        Date: ______________
Witness: __________________________        Date: ______________
ANNEX 4
Notice to Attend Disciplinary Hearing
纪律听证通知

用法：任何可能作出书面警告或解除决定的听证，都必须先发此通知。建议至少提前48小时送达并取得签收。
[COMPANY LETTERHEAD]
	Date
	



To: [Employee Name], [Position]
NOTICE TO ATTEND DISCIPLINARY HEARING
You are required to attend a disciplinary hearing as follows:
	Date
	

	Time
	

	Venue
	

	Chairperson
	



Allegations:
1. On [date], at [place], you [specific conduct], contrary to [rule/section].
2. [Add further allegations, each with date, place and conduct.]
Your rights at the hearing:
to be accompanied by a fellow employee or a trade union representative;
to respond to each allegation and to call witnesses;
to request relevant documents before the hearing;
to receive a written outcome.
Possible outcome: The hearing may result in no action, a warning, a final warning, or dismissal.
Please confirm your attendance by [date]. If you cannot attend, contact [name/phone] immediately. A new date may be set only for a good reason.
____________________________
Signed: Manager / HR
Received by employee: ______________________        Date: ______________
ANNEX 5
Notification of Termination
解除劳动合同通知

用法：通知解除或即时解雇时使用。即时解雇须勾选第8项，并在4日内向劳动官提交书面报告。
[COMPANY LETTERHEAD]
PRIVATE & CONFIDENTIAL
	Date
	



Dear [Employee Name],
RE: TERMINATION OF EMPLOYMENT
1. Decision. Following the disciplinary hearing held on [date], and the findings set out in [report/letter dated ___], the Company has decided to terminate your employment with effect from [date] / with [one month's] notice expiring on [date].
2. Reason. The termination is for [valid reason: conduct / capacity / operational requirements], as required by section 52 of the Employment Code Act No. 3 of 2019.
3. Notice / pay in lieu. [You are required to work your notice until [date].] OR [In lieu of notice, you will be paid K________].
4. Final entitlements. You will receive:
	Component
	Amount (K)

	Salary to last working day
	

	Accrued leave
	

	Gratuity / severance (ss. 53, 54, 73)
	

	Other benefits
	

	Less lawful deductions
	

	Net payable
	



5. Company property. Please return [items] by [date].
6. Certificate of service. A certificate of service will be issued to you.
7. Appeal. If you wish to appeal, write to [name/position] within five (5) working days of receiving this letter.
8. Summary dismissal (if applicable). This is a summary dismissal under section 50 of the Employment Code Act No. 3 of 2019. The Company will report the dismissal to the Labour Officer within four (4) days as required by section 50(2).
____________________________
For and on behalf of [Company Name]
Acknowledged of receipt: ______________________        Date: ______________
If the employee refuses to sign, record this in the presence of a witness.
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