4i.
Specimen Letters for Disciplinary Boards: Disciplinary Board Report

Officer under charge:
Mr/Ms [insert name]


[Insert ID number here]


[Insert officer’s grade or position here]


[Insert officer’s department and ministry here]

Reference:
[Insert departmental file reference]

Date of report:
[Insert date of finalisation of report]

Introduction

The signatories to this report have been appointed in terms of regulation 18 of the Public Service Commission Disciplinary Regulations, 2017, to investigate charges preferred by [insert name and position title of the Head of Department who issued the charges] against the above-mentioned officer on [insert date of statement of charges] under regulation 17 of the same regulations. 

The above-named officer was charged with the following:

[Reproduce charge/s here verbatim as worded in the statement of charges, stating also the date when and the place where the offence/s allegedly occurred if these details are not already contained in the statement of charges.]

This offence was considered to be minor / serious / potentially leading to dismissal. [Delete as appropriate according to the statement of charges.]

Summary of proceedings

The Disciplinary Board held hearing/s on [amend as appropriate and insert date or dates].

The officer under charge was assisted at the hearing/s by [insert name of officer’s legal or other representative, or if the officer was not assisted, replace with a statement to this effect].

Mr/Ms [insert name, grade or position, and directorate or office] was present in the capacity of departmental representative. 

The charge preferred against Mr/Ms [insert name of accused] was read by the Chairperson of the Disciplinary Board. 

Asked whether or not s/he admitted to the charge, Mr/Ms [insert name of accused and state how he/she replied.]

A concise statement of the circumstances which led the Head of Department to issue the charge was read out by the Chairperson of the Board. This statement is reproduced in the appendix to this report. 

The following were called as witnesses by the Department:

[list names, grades and offices of each witness]

The following were called as witnesses by the officer under charge:

[list names, grades and offices of each witness]

[State also whether or not the departmental representative and the officer under charge gave evidence.]

Summary of evidence 

[This section of the report should include a summary of the evidence given by each witness. Each summary should be concise, emphasize facts, avoid irrelevant information, and exclude opinions offered by the witness that are not based on factual information.]

[This section should also include a summary of relevant facts contained in any documentary evidence which may have been presented by the departmental representative and by the officer under charge. Documentary evidence should be included as an appendix to the report. ]

[In addition, this section should include any relevant remarks made by the officer under charge and/or the person defending him/her, particularly any issues relating to procedure or the interpretation of relevant rules or regulations.]

Evaluation and conclusion

[In this section, the Disciplinary Board should include the following:

· a reference to those parts of the evidence that the Board considers relevant; 

· the Board’s conclusions as to material questions of fact, including the basis on which the Board has resolved conflicts in the evidence; 

· the Board’s conclusions concerning any issues of procedure or interpretation of rules and regulations which may have been raised by the accused, including any rulings obtained from the Public Service Commission; 

· a statement whether, in the Board’s opinion, the officer under charge has or has not committed each of the offences listed in the statement of charges and reproduced in the introduction to this report, together with a brief statement of the reasons sustaining the Board’s opinion with respect to each offence; and 

· details of any matters which mitigate or aggravate the gravity of the offence.] 

Recommendations

[In this section, which is optional, the Board may if appropriate, include recommendations on practices which may be adopted so as to avoid the offence/s occurring again in future.] 
____________________
____________________
____________________

[Name]
[Name]
[Name]

[Grade/position]
[Grade/position]
[Grade/position]

Chairperson
Member
Member

Documentary Evidence

[To include among other documents a statement of the circumstances which led the Head of Department to issue the charge, as per page 2 of the report template.]

