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4a.
Disciplinary Board  : Appointment of Chairperson

	Regulation:
	Regulation 18 (3) [and Regulation 17 (1) (f)].

	Addressed to:
	The officer who has been appointed as the Chairperson of the Disciplinary Board.

	Signed by:
	Permanent Secretary 

	When should it be sent:
	Within ten (10) working days from the receipt of the officer’s reply or from the date on which such reply was due.

	Requirements:
	A letter from the officer in reply to the charge.

	Notes:
	The officer appointed as Chairperson should be:

· an officer performing duties within the same Ministry but, in any case, who does not fall under the responsibility of the Head of Department issuing charges against the officer;
· not connected with the case;

· not below Salary Scale ten (10);

· not less than two (2) salary scales above the officer charged; 

· in salary scale five (5) or higher if it is specified in the statement of charges that if proved, the charges may lead to dismissal; and

· in a salary scale not below that of the officer charged whenever the officer charged is in salary scale three (3) or higher.
Where no officers satisfying the criteria are available within the Ministry, the Permanent Secretary should ask the Principal Permanent Secretary to nominate suitable officers.
All the relevant documents connected with the case are to be forwarded to the Disciplinary Board along with the letter of appointment.


(Date) 

(Name)

(Grade)

Appointment Of Chairperson Of A Disciplinary Board

In terms of Regulations 17(1)(f) and 18 of the Disciplinary Regulations, I am appointing you Chairperson of the Disciplinary Board to investigate the charge against____________
 at____________
, who has been charged with having____________
.
The two other members who have been appointed on this Disciplinary Board are:

____________________________________________________________________

The functions of a Disciplinary Board are to investigate the charge, to establish the facts and to communicate your findings to the Head of Department and to the officer charged.

The following relevant documents connected with the case are enclosed:

____________________________________________________________________

May I draw your attention that the report of the findings of the Board should consist of:

a)
a summary of such parts of the evidence as the Board considers relevant;

b)
the findings of the investigation on material questions of fact;

c)
a statement whether in the Board's opinion the officer charged has or has not committed the offence and a brief statement of the reasons for that opinion; and

d)
details of any matters which alleviate or aggravate the gravity of the case.

According to Regulation 19 (2) of the Disciplinary Regulations, you should conclude your investigations and communicate your findings to the officer’s Head of Department,__________________________
 and to the officer charged as early as possible and in no case later than 30 working days from the receipt of this letter.
In accordance with Regulation 18 (6), the Chairperson shall not be connected with the case of discipline and shall not be related up to the third degree to the officer charged. If you are placed in a conflict or an apparent conflict of interest, you are to inform the undersigned within ten (10) working days from the date you are notified of such conflict of interest.

______________________

Encl.
cc: 

� name and grade of officer charged


� name of the Department of the officer charged


� offence


� names and grades and departments of the other two officers appointed as members


� list of all the relevant documents connected with the case


� name of Head of Department who issued the charges


� signature of Permanent Secretary


� officer charged & Head of Department to be copied








