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: ______________
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