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How to write letter against show cause notice

Much has been said about how to WRITE show cause letters. From HR consultants to lawyers, many experts have authored well-researched articles and blog posts on the subject on the Internet and in print. Very little literature, however, has been published on how to REPLY a show cause letter. Samples of replies are available online, but remember
that there is no such thing as a one-size-fits-all reply. Let's recap the "What When Why Where and How" of a show cause letter. What: A show cause letter is issued by an employer to an employee requiring the employee to provide an explanation (to show cause) why they should not face disciplinary action for an allegation/allegations of misconduct.
When: When the employee is involved in a workplace dispute, has committed a misconduct or has shown slackness in performance. Why: The idea of a show cause letter is to give an opportunity for the employee to explain himself prior to the Company deciding on the next course of action to resolve the matter. Where: The show cause letter must be
given to the employee concerned in the workplace and during his working hours. How: The show cause letter must contained a precisely-worded allegation of the dispute/misconduct/performance issue including dates, times, places, and the legal provision/contractual obligation that the employee has breached. As aforementioned, there is no one
universal template for showing cause, because every issue is circumstantially unique. If you receive a show cause letter from your employer, do not get anxious or emotional. Before drafting your reply, sit down and calmly ask yourself these questions: Was the issuance of the show cause letter appropriate vis-a-vis the circumstances? Was it issued in
good faith? Were the charges levelled against you in the letter clearly-worded or vague? Do you understand the charges sufficiently to be able to produce a coherent reply? Were the principles of natural justice applied in the show cause letter? A show cause letter usually precedes a domestic inquiry. Sometimes it is used as a standalone mechanism of
inquiry on its own. Either way suffices to fulfill the requirement of "due inquiry" in S.14 of the Employment Act 1955. If you receive a show cause letter you should reply to defend yourself professionally and tell the sender your side of the story. A show cause letter is not a punishment for misconduct or poor performance. The reason why you should
ask yourself the five questions above (or other pertinent questions that you can think of) is because sometimes a show cause letter is not issued for genuine reasons. If: the charges are vague, and/or the charges are for misconduct that you did not do; the charges are for performance issues which have already been discussed with your superior and
you are already in the early stages of an improvement plan, and/or the charges seem to have been deliberately created to get you into trouble, and/or the time frame is too short for you to compose a proper reply, and/or the contents were not adequately explained to you, and/or you were not given the opportunity to ask questions for clarification,
and/or other things that make you feel that the show cause letter was unfairly given to you, then you should consult a lawyer, Labour/Industrial Relations officer or your Union rep before you reply. You need to ensure that your reply does not contain any loophole which your employer may take advantage of to persecute you further. Malicious show
cause letters are not issued for your answer, but as an entrapment to find points to justify the next course of action of your employer against you, which is usually dismissal. Do not abstain from replying, however, because you need to state your objection towards the contents of the letter or the manner in which is was given to you. If you do not reply,
your employer will assume that you have nothing to say to defend yourself and proceed with whatever they want to do and you will be seen as acquiescing. Challenge the letter as a matter of right. If, however, the show cause letter was fairly issued and you agree more or less to the allegations made against you, then you can follow these steps to
reply: Keep it succinct, brief and to-the-point.

Check your spelling and your sentence construction. Admit your mistake. If there are reasons why you made those mistakes, you can state them briefly. Do not get defensive, just state them as a matter of fact. Do not apologise. It serves zero purpose. Instead, agree to fix the mistake and not to repeat them. Do not write things like "If I repeat this
mistake in future, the Company may terminate me." Saying things like that gives off the effect that you have no confidence in yourself to improve, or worse, not sincere about improving at all. If this is your first misconduct or the first time your performance has slipped, you can insert a plea of mitigation and ask the Management for leniency in
punishment. Keep the show cause letter and your reply confidential. Do not blab about them to everyone in the office nor post them/about them on social media. You may be breaching some confidentiality policies of your Company by doing so. (c) Tahirah Manesah binti Abu Bakar 2019 Much has been said about how to WRITE show cause letters.
From HR consultants to lawyers, many experts have authored well-researched articles and blog posts on the subject on the Internet and in print. Very little literature, however, has been published on how to REPLY a show cause letter. Samples of replies are available online, but remember that there is no such thing as a one-size-fits-all reply. Let's
recap the "What When Why Where and How" of a show cause letter. What: A show cause letter is issued by an employer to an employee requiring the employee to provide an explanation (to show cause) why they should not face disciplinary action for an allegation/allegations of misconduct. When: When the employee is involved in a workplace
dispute, has committed a misconduct or has shown slackness in performance. Why: The idea of a show cause letter is to give an opportunity for the employee to explain himself prior to the Company deciding on the next course of action to resolve the matter. Where: The show cause letter must be given to the employee concerned in the workplace and
during his working hours. How: The show cause letter must contained a precisely-worded allegation of the dispute/misconduct/performance issue including dates, times, places, and the legal provision/contractual obligation that the employee has breached. As aforementioned, there is no one universal template for showing cause, because every issue
is circumstantially unique. If you receive a show cause letter from your employer, do not get anxious or emotional. Before drafting your reply, sit down and calmly ask yourself these questions: Was the issuance of the show cause letter appropriate vis-a-vis the circumstances? Was it issued in good faith?

Oate|
Ta

Rcipient Mame]

iTithe]

ICompany Mams]

Suhjoct: Motice of the negligence of duby

This is with reference ta your frequent disappearances just before important meetings. Yesterday's
mpeting was the faurth chient meeting that you deliberately missed despite being reminded an hour
before the meeting was due. Eadler you were present at wark bt became abeent just before the
schadubed client mestings on [date 1], (date 2] and |gate 3). Consisterty fafing to meet with dients
constitutes as negligence of duty, particularly when you are part of the team warking with a client.

Our clients also expect to see you at the mesting. While you have later gven expliraticns, we suspect
there is a pattern of dishonesty in your behavior

Fou are hereby requested 1o provide a written explanation for your negligence in showing up at

stheculed meetings. Your explanation will ke cansidered in the decsion ta initiabe disciplinany actian
against yoa.

Zincerely,

Your Mame]
Tithe]

izt dhioosi M pl i com.

Were the charges levelled against you in the letter clearly-worded or vague?

Do you understand the charges sufficiently to be able to produce a coherent reply? Were the principles of natural justice applied in the show cause letter?

[TYPE THE SENDER COMPANY NAME]

Type the sender company adcress]
SUBJECT: SHOW CAUSE NOTICE TO EMPLOYEE.

% has ‘been feporied Shat you have inroduced ane Mr. ANl Jain, S/0 Naveen Jaik FAO Delhiy (F8
Ma: 123456) f%or crop lan of $200,0000 for the seasan 2014-15. On your inftiations. crop ioan of

perattvn Ceniml Bank Limited, Delhi an 16.03.2014 found that
¥OU hawve encorsed on wihcrawal form af the bank, which was in S name of Mr. Anll Jain and
recemDd the amount of $2.00.000%. & cioarly shows that you have acted with an wiorce motive 47 a
wmngfid gain. Tharsty you hawe cheated the company and misappeopraled an ameunt of
£200,000i- and causod loss f0 e company. Ypur above acls amount o miscanduct under the
Moce! Standing Orders applcable fo yau.

Honoe you ane heroby cal upon your eplanation wikin THREE (2] days from the date of receint of
®is nolice, why appropriate discpiinary action cannot bo faken against you for the abowe
misconduchs, apart from inilioting CriminaliCivl proceedings. In cass no reply i recobied within the
stipulated time, it wil be prosumed Bat pou have 0o oxplanation i submit and further scton wil be
Inkiates against you.

[TYPE THE CLOSING]

{Sender Designation)

Tyoe the sender's address]

[=1

A show cause letter usually precedes a domestic inquiry. Sometimes it is used as a standalone mechanism of inquiry on its own. Either way suffices to fulfill the requirement of "due inquiry" in S.14 of the Employment Act 1955. If you receive a show cause letter you should reply to defend yourself professionally and tell the sender your side of the
story. A show cause letter is not a punishment for misconduct or poor performance. The reason why you should ask yourself the five questions above (or other pertinent questions that you can think of) is because sometimes a show cause letter is not issued for genuine reasons. If: the charges are vague, and/or the charges are for misconduct that you
did not do; the charges are for performance issues which have already been discussed with your superior and you are already in the early stages of an improvement plan, and/or the charges seem to have been deliberately created to get you into trouble, and/or the time frame is too short for you to compose a proper reply, and/or the contents were not
adequately explained to you, and/or you were not given the opportunity to ask questions for clarification, and/or other things that make you feel that the show cause letter was unfairly given to you, then you should consult a lawyer, Labour/Industrial Relations officer or your Union rep before you reply. You need to ensure that your reply does not
contain any loophole which your employer may take advantage of to persecute you further. Malicious show cause letters are not issued for your answer, but as an entrapment to find points to justify the next course of action of your employer against you, which is usually dismissal. Do not abstain from replying, however, because you need to state your
objection towards the contents of the letter or the manner in which is was given to you. If you do not reply, your employer will assume that you have nothing to say to defend yourself and proceed with whatever they want to do and you will be seen as acquiescing.

Date|

Ta

Reciplent Name]

ITitle|

[Company Mams]

Suhject: Notice for poar performance

1 has been cbsersed that your performance onthe job has I:ccl'.I'Jghlq-m'.m-:ia.'un'.'.'.r'.l'c past five
menths. Your performance evaluation revealed the follcwing:

= Frequently forgetting to complete assigned tasks
#  Poorly written reparts with mistakes and incorrect infarmaticn

»  Failing to submit work on geen deadlines

#  MNon-cooperatian with beam members

#  Being absent on important days without properly indorming at the office

After being ksued repeated wamings for poor performance, you are now being sereed with a natice
prowide a written sxplanation for your poor performance. Your esplanation sill be corsidensd an

important plece of information in the decdsion on whaether to ke disciplinary actian aganst you

Please provide awrithen explanation For your poor performance on the [ob within 28 hours to the =8
depanment

Sincerely,
Mark Evans

Manager Human Resources

wezrdietn el st dam

Challenge the letter as a matter of right. If, however, the show cause letter was fairly issued and you agree more or less to the allegations made against you, then you can follow these steps to reply: Keep it succinct, brief and to-the-point. Check your spelling and your sentence construction. Admit your mistake. If there are reasons why you made those
mistakes, you can state them briefly. Do not get defensive, just state them as a matter of fact. Do not apologise. It serves zero purpose. Instead, agree to fix the mistake and not to repeat them. Do not write things like "If I repeat this mistake in future, the Company may terminate me." Saying things like that gives off the effect that you have no
confidence in yourself to improve, or worse, not sincere about improving at all. If this is your first misconduct or the first time your performance has slipped, you can insert a plea of mitigation and ask the Management for leniency in punishment. Keep the show cause letter and your reply confidential. Do not blab about them to everyone in the office
nor post them/about them on social media. You may be breaching some confidentiality policies of your Company by doing so. (c) Tahirah Manesah binti Abu Bakar 2019



