MODEL FORM OF SHOW CAUSE NOTICE- disobeying lawful and reasonable orders of your Superior

Name of the Company.

Date:

From:

General Manager

To:

Miss……

Employee No…….

SHOW CAUSE NOTICE

Dear Miss…

You have been working as a Journalist in our Company for…… years and have been generally working in the Ist shift.  Because of exigencies of work, you were asked to report for duty in the second shift for a month beginning from….. as many public functions are reportedly organized which are likely to be well attended and addressed or graced by many VIPs and dignitaries and hence we wanted more than 2/3 of our Journalists to cover and report them so that we can publish them in the next day morning paper and you refused to work in the IInd shift although many lady Journalists are working not only in IInd shift but even in the 3rd shift. The shift supervisor explained at length the reasons for your temporary transfer to IInd shift from… but you persisted in not only refusing but continued to report in the first shift.

You are aware the management has a right to transfer our working Journalist from one shift to another and refusal to obey lawful orders of a superior within the meaning of Standing Orders applicable to you is a misconduct. A copy of our Standing Orders have been given to all the working journalists including you.

Please explain within 48 hours of the receipt of this show cause notice why disciplinary action should not be taken against you failing which it will be presumed that you have no explanation to offer and we shall proceed in the matter as per law.

In the meanwhile we are asking your Department Manager not to allow you in the first shift with immediate effect until further orders.

We write to advice you to report for duty in the IInd shift with immediate effect in your own interest and submit satisfactory explanation to this show cause notice.

Sd/-

C.C.: Manager

         Personal file

------------


MODEL FORM- SEVERE WARNING

Name of the Company…..

Date:…….

From:

General Manager

To:

Miss…….

E.No…..

SEVERE WARNING

This refers to our show cause notice dated…… and your explanation dated……. We have carefully gone through it and find it totally unsatisfactory as you have stated that you could not work in the IInd  shift for personal reasons but have failed to clarify what those personal reasons are.  However you have now agreed to work with IInd  shift with immediate effect for the period asked by us.

In the circumstances we have decided to close the matter by severely warning you for misconduct of disobeying lawful and reasonable orders of your Superior.

You were not allowed to report for duty in the Ist shift for 2 days on… as per our show cause notice. We will treat this period as leave with pay by adjusting against your leave due.

We do hope that you will not repeat such misconduct in your own interest and in the interest of discipline of the establishment.

Sd/-

C.C.: 1) Manager

         2) Time Office – To adjust as per above

         3) Personal file

------------

