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How	to	write	letter	of	reply	in	show	cause	notice

How	do	you	write	a	response	to	a	show	cause	notice.		How	do	you	respond	to	a	show	cause	letter.		How	to	reply	show	cause	notice.		How	do	i	write	a	letter	of	response	to	a	show	cause	notice.		

Facing	A	Show	Cause	Notice	At	Work?	Learn	How	To	Respond	Like	A	Pro!	What	is	a	Show	Cause	Notice?	
A	show	cause	notice	is	intended	to	provide	an	employee	with	the	chance	to	explain	(show	cause)	why	they	should	not	be	subjected	to	disciplinary	action	at	work.	It	is	not	a	legal	notice.	A	show	cause	notice	from	an	employer	must	include:		the	possibility	of	disciplinary	action	(i.e.,	dismissal)	if	the	employee	does	not	provide	with	show	cause	reply	in
writingadequate	details	of	the	alleged	underperformance,	misconduct,	or	other	issues	that	have	prompted	the	potential	disciplinary	action;	andany	relevant	employment	history	or	background	(e.g.,	past	warnings)	that	the	employer	may	consider	when	determining	the	proper	course	of	action;	and,any	additional	restrictions	(such	as	confidentiality)	that
may	apply	to	the	procedure,	as	well	as	how	and	when	the	employee	is	required	to	react.	Don't	Let	A	Show	Cause	Notice	Ruin	Your	Career:	Our	Legal	Experts	Can	Help!	A	show	cause	notice	WHAT:	An	employer	issues	a	show	cause	notice	to	an	employee,	requesting	the	employee	to	explain	why	they	should	not	face	disciplinary	action	for	a
misbehaviour	claim	or	allegations.WHEN:	When	an	employee	is	embroiled	in	a	workplace	conflict,	has	engaged	in	wrongdoing,	or	has	demonstrated	slack	performance.WHY:	The	purpose	of	a	show	cause	notice	is	to	provide	the	employee	with	an	opportunity	to	explain	himself	before	the	Company	decides	on	the	next	step	in	resolving	the
situation.WHERE:	The	show	cause	notice	must	be	handed	to	the	affected	employee	at	his	or	her	place	of	employment	and	during	his	or	her	working	hours.HOW:	The	show	cause	notice	must	include	a	clear	accusation	of	the	dispute/misconduct/performance	issue,	including	dates,	times,	and	locations,	as	well	as	the	legal	provision/contractual	duty	that
the	employee	has	violated.	Because	every	situation	is	circumstantially	distinct,	there	is	no	uniform	blueprint	for	establishing	causation,	as	previously	stated.	Do	not	become	agitated	if	you	receive	a	show-cause	notice	from	your	job.	Do	not	react	as	if	it	is	a	legal	notice.	Before	you	start	writing	your	show	cause	notice	reply,	take	a	moment	to	sit	down
and	ask	yourself	the	following	questions:	Was	the	issue	of	the	show	cause	notice	justified	given	the	circumstances?Is	it	true	that	it	was	issued	in	good	faith?Were	the	accusations	made	against	you	in	the	notice	specific	or	general?Do	you	have	a	good	enough	understanding	of	the	allegations	to	respond	coherently?	Was	the	show	cause	notice	based	on
natural	justice	principles?	Defend	yourself	professionally	A	domestic	investigation	is	normally	preceded	by	a	show-cause	notice.	It	is	sometimes	utilized	as	a	stand-alone	technique	of	investigation.	
In	either	case,	the	Employment	Act	of	1955’s	requirement	of	“due	investigation”	must	be	satisfied.	If	you	are	supposed	to	write	a	show	cause	notice	reply,	you	should	respond	professionally	to	defend	yourself	and	provide	the	sender	with	your	side	of	the	story.	A	show	cause	notice	reply	is	not	a	form	of	retaliation	for	wrongdoing	or	poor	performance.
Because	a	show	cause	notice	is	not	always	given	for	legitimate	reasons,	you	should	ask	yourself	the	five	points	above	(or	any	other	important	ones	that	come	to	mind).	

If:	the	charges	are	vague,	and/or	the	charges	are	for	misconduct	that	you	did	not	commit;	the	charges	are	for	performance	issues	that	have	already	been	discussed	with	your	superior,	and	you	are	already	in	the	early	stages	of	an	improvement	plan;	and/or	the	charges	appear	to	have	been	purposefully	designed	to	get	you	into	trouble,	and/or	the	time
frame	is	too	short	for	you	to	compose	a	proper	response,	and/or	the	contents	were	not	adequately	explained	to	you,	and/or	if	you	believe	the	show	cause	notice	was	improperly	sent	to	you,	you	should	contact	a	lawyer,	a	Labour/Industrial	Relations	official,	or	your	Union	representative	before	responding.		You	must	ensure	that	your	response	does	not
contain	any	loopholes	that	your	employer	might	exploit	to	further	punish	you.	Malicious	show	cause	notices	are	sent	as	entrapment	to	elicit	information	that	will	be	used	to	support	your	employer’s	next	line	of	action	against	you,	which	is	generally	dismissal.		Show	Cause	Notice	Got	You	Stressed?	Let	Us	Handle	Your	Legal	Woes!	Do	reply	However,	do
not	refrain	from	responding	to	a	show	cause	notice	reply	since	you	must	express	your	dissatisfaction	with	the	letter’s	contents	or	how	it	was	sent	to	you.	If	you	don’t	respond,	your	boss	will	presume	you	don’t	have	anything	to	say	in	defence	of	yourself	and	will	do	whatever	they	want,	and	you	will	be	perceived	as	agreeing.	As	a	matter	of	right,	you
should	revert	by	sending	a	show	cause	notice	reply	&	challenge	the	letter.	If,	on	the	other	hand,	the	show	cause	notice	was	properly	issued	and	you	agree	with	the	claims	levelled	against	you,	you	might	respond	as	follows:	The	show	cause	notice	reply	must	be	crisp.	Make	sure	your	spelling	and	sentence	structure	are	correct.Own	up	to	your	error.	If
there	are	any	reasons	why	you	committed	those	errors,	you	can	go	ahead	&	explain	them	in	the	show	cause	notice	reply	but	do	not	become	defensive;	simply	express	them	as	facts.Don’t	apologize	in	the	show	cause	notice	replyAvoid	phrases	like	“The	Company	may	dismiss	me	if	I	repeat	this	error	in	the	future.”	Saying	things	like	that	gives	the
impression	that	you	don’t	trust	yourself	to	progress,	or	that	you	aren’t	serious	about	improving	at	all.Insert	a	mitigating	plea	in	your	show	cause	notice	reply	and	beg	management	for	mercy	in	punishment	if	this	is	your	first	transgression	or	if	your	performance	has	fallen	for	the	first	time.Maintain	the	confidentiality	of	the	show	cause	notice	issued	to
you	and	your	show	cause	notice	reply.	Do	not	tell	everyone	in	the	office	about	them	or	post	about	them	on	social	media.	It	leads	to	a	breach	of	confidentiality	regulations.		Defend	Yourself	Like	A	Pro:	Responding	To	A	Show	Cause	Notice	Made	Easy	Conclusion		Show	cause	notice	reply	must	be	drafted	very	wisely.	
It	is	always	better	to	take	legal	advice	while	sending	out	a	show	cause	notice	reply.	The	expert	advice	of	a	lawyer	must	be	taken	in	this	regard.	It	makes	you	aware	of	your	rights	and	what	actions	can	you	take	against	the	employer	if	anything	happens	in	the	future.	Adv.	Umapathi	Natarajan4.9	|	151+	User	ReviewsWith	24	years	of	independent
practice,	Advocate	Umapathi	Natarajan	has	gained	extensive	experience	in	handling	legal	cases	while	providing	legal	consultancy	and	advisory	services	with	a	focus	on	achieving	results	in	an	ethical	and	professional	manner.	Advocate	Umapathi	Natarajan,	who	can	speak	English,	Tamil,	and	Telugu,	possesses	excellent	communication	skills	that
enable	him	to	articulate	arguments	persuasively	in	both	written	and	verbal	forms.See	more...	Posted	by	Jason	Papoutsis	If	you	have	received	a	show	cause	letter,	it	is	important	that	you	obtain	legal	advice	and	assistance	with	responding	to	the	allegations	against	you.	This	applies	to	people	who	are	both	guilty	or	innocent	of	the	conduct	alleged.		This
article	discusses	the	purpose	of	show	cause	letters,	the	common	forms	of	show	cause	letters,	and	why	legal	advice	is	so	important	to	ensuring	you	attain	a	successful	outcome.	What	is	a	Show	Cause	Letter?	A	show	cause	letter	(also	known	as	a	show	cause	notice),	is	a	letter	sent	to	a	person	which	provides	them	with	an	opportunity	to	respond	to	an
allegation	mounted	against	them,	before	a	decision	is	made	in	relation	to	their	guilt	or	innocence	and,	if	necessary,	the	penalty	being	proposed.	The	show	cause	letter	is	often	provided	to	a	person	pursuant	to	the	principles	of	“natural	justice”,	also	known	as	procedural	fairness.		Natural	justice	includes	the	right	to	a	fair	hearing,	and	to	ensure	this,	a
person	must	know	the	allegations	against	them	in	sufficient	detail	and	must	also	be	afforded	a	fair	opportunity	to	respond	to	those	allegations	before	a	decision	is	made	in	relation	to	their	fault.	What	are	some	examples	of	Show	Cause	Letters?	Show	cause	letters	appear	in	various	forms	and	in	different	areas	of	law.		The	most	common	form	of	show
cause	letters,	are	those	which	are	sent	from	employers	to	employees	in	relation	to	workplace	investigations	or	workplace	disciplinary	action	for	misconduct.	This	includes	public	service	employees.	Another	common	form	of	show	cause	letters	are	those	sent	from	regulatory	authorities,	where	allegations	of	misconduct	have	arisen	and	where
disciplinary	action	may	be	taken.	For	instance:	in	the	case	of	doctors,	nurses,	paramedics,	and	other	health	practitioners,	the	Australian	Health	Practitioners	Regulation	Agency	(also	known	has	AHPRA)	may	issue	a	show	cause	letter	on	a	person’s	fitness	to	practice	or	on	a	possible	impairment.	in	the	case	of	veterinarians	in	Queensland,	the	Veterinary
Surgeons	Board	of	Queensland	may	issue	a	show	cause	letter	on	any	alleged	misconduct.	For	Blue	Card	Holders	in	Queensland,	Blue	Card	Services	may	issue	a	show	cause	letter	requesting	submissions	on	a	person’s	criminal	history	or	experience	with	children.	in	the	case	of	solar	panel	electricians,	they	may	receive	a	show	cause	letter	from	the
Clean	Energy	Council	or	the	Clean	Energy	Regulator.	in	the	case	of	teachers	in	Queensland,	the	Queensland	College	of	Teachers	or	the	Department	of	Education	may	issue	a	show	cause	letter	in	relation	to	workplace	misconduct.	In	the	case	of	Security	Guards,	Real	Estate	Agents,	Car	Dealers,	Electricians	and	various	other	professionals	in
Queensland,	the	Office	of	Fair	Trading	may	issue	a	show	cause	letter	in	relation	to	any	allegations	which	may	warrant	their	licences	being	revoked.	
For	the	examples	listed	above,	the	letter	might	now	always	be	called	a	“show	cause	letter”.	In	many	cases,	it	may	simply	be	called	an	opportunity	to		“provide	submissions”	or	“respond	to	the	allegations”.		It	may	also	be	called	something	different.	In	each	case,	however,	the	process	is	essentially	the	same	as	a	traditional	show	cause	letter,	in	that	a
person	is	being	provided	with	an	opportunity	to	respond	to	the	allegations	before	a	decision	is	made.	Why	you	should	not	attempt	to	respond	yourself	Many	people	are	tempted	to	respond	to	the	show	cause	letters	themselves.	

	The	desire	to	do	so	is	often	because	they	are	trying	to	save	on	legal	costs.	This	strategy	often	backfires	when	they	are	unsuccessful,	after	which	the	appeal	process	can	be	even	more	costly.		People	who	chose	to	respond	to	show	cause	letters	themselves	without	legal	assistance,	often	result	in	unsuccessful	outcomes	since:	People	may	take	on	an
unnecessary	and	overly	adversarial	approach,	which	may	be	counterintuitive	in	an	employment	and	disciplinary	situation.	People	are	not	familiar	with	the	legislative	framework	involved	in	their	matters,	or	the	evidentiary	and	procedural	rules	associated	with	the	process,	a	task	which	is	better	left	to	legal	practitioners	experienced	in	that	area	of	law.
A	person	who	is	subject	to	an	investigation	is	emotionally	involved,	which	almost	always	affects	their	judgment	(even	if	they	are	sophisticated	and	well	educated).	Persons	subject	to	show	cause	letters	are	often	stressed	and	anxious,	which	can	lead	them	to	making	poor	decisions	when	responding,	including	mounting	allegations	against	others	which
are	unrelated.	People	are	not	usually	adept	at	gauging	the	weight	of	the	evidence	against	them	for	each	allegation	and	misjudge	the	strength	of	their	case,	thus	affecting	their	strategy	and	response.	For	those	who	are	guilty	of	some	or	all	of	the	conduct	alleged,	they	are	usually	not	experienced	in	appropriately	setting	out	mitigating	circumstances	or
rehabilitative	steps	(including	insight,	remorse,	and	corrective	steps	taken).	People	who	become	defensive	have	a	tenancy	of	either	victim	blaming,	downplaying	the	severity	of	their	conduct,	or	making	unrelated	or	irrelevant	submissions	in	relation	to	other	complaints	they	have	(for	instance,	workplace	conditions),	non	of	which	will	advance	their
defense	or	positions.	In	many	cases,	allegations	may	include	allegations	of	criminality,	and	a	person’s	response	to	a	show	cause	letter	can	be	used	against	them	as	evidence	presented	by	the	Police	prosecutors.	Show	cause	letters	are	not	required	to	advise	people	on	their	right	to	silence,	and	in	some	cases	people	can	inadvertently	incriminate
themselves	in	a	show	cause	letter,	which	could	lead	to	a	criminal	conviction,	a	criminal	history,	fines,	and	even	incarceration.	The	importance	of	obtaining	legal	assistance	when	responding	to	show	cause	letters	Potts	Lawyers	has	expert	solicitors	experienced	in	responding	to	a	wide	variety	of	show	cause	letters	in	employment,	disciplinary,	and
regulatory	scenarios.	Lawyers	who	are	experienced	at	responding	to	show	cause	letters	are	best	equipped	to	protect	your	interests	since	they	are	experienced	at:	Attending	to	any	procedural	matters	(extensions	of	time,	request	for	better	particulars,	etc);	Obtaining	your	comprehensive	instructions	in	relation	to	the	allegations;	Reviewing	the
legislative	framework	relevant	to	your	matter;	Assessing	the	weight	of	the	evidence	for	each	allegation;	Preparing	a	strategy	on	how	to	respond	to	each	allegation;	Where	appropriate,	taking	steps	which	are	not	adversarial	but	cooperative	in	nature;	Drafting	comprehensive	and	persuasive	submissions	in	support	of	your	position;	Advising	you	on	the
likely	level	of	disciplinary	action	possible	(if	any);	If	some	of	the	allegations	are	substantiated,	responding	to	any	further	show	cause	letters	on	proposed	penalties.	What	should	you	do	if	you	receive	a	Show	Cause	Letter?	If	you	receive	a	Show	Cause	Letter,	or	any	letter	which	sets	out	allegations	against	you	and	which	provides	you	an	opportunity	to
respond	to	the	allegations,	you	should	contact	Potts	Lawyers	immediately.	



When	your	employment	or	license	is	at	stake,	which	is	your	livelihood	and	only	source	of	your	income,	steps	should	be	taken	to	obtain	the	best	possible	legal	representation	so	that	your	interests	are	fully	protected.	This	is	especially	true	when	you	consider	the	imbalance	of	power	between	employers	and	employees,	since	employers	will	have	more
resources,	including	additional	resources	to	investigate	the	allegations.	

A	significant	imbalance	of	power	also	exists	between	regulatory	agencies	and	their	registrants	or	licensees.	
Potts	Lawyers	have	expert	employment	lawyers	who	have	successfully	represented	clients,	from	entry	level	positions	to	executives,	in	both	the	public	and	private	sectors,	with	respect	to	responding	to	show	cause	letters.		Limitation	periods	apply	for	responding	to	show	cause	letters,	so	recipients	of	such	letters	should	contact	lawyers	immediately.
Contact	Us	Potts	Lawyers	are	a	highly	respected	Gold	Coast	law	firm	with	criminal	law	offices	in	Brisbane	as	well.	Our	litigation	lawyers	are	highly	experienced	in	this	area	of	law,	and	can	offer	free	consultations	to	individuals	who	are	in	this	position,	so	that	they	can	obtain	timely	expert	legal	advice	on	a	strategy	which	maximises	their	prospects	of
succeeding.	Call	us	today	on	(07)	5532	3133	or	contact	us	online.


