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Objectives

In view of the COVID 19 pandemic crisis, employers are facing
tough economic challenges whilst HR activities need to be
coordinated simultaneously with the new business operating
requirements in the pandemic. This programme is designed to
assist participants to understand the procedural aspects to be
followed in enforcing disciplinary actions at the workplace.
Participants upon completion of this course would be able to
handle disciplinary issues, recommend and enforce appropriate
disciplinary action while complying with the best practices and
in accordance to the law. During the course of this programme
the Trainer would share numerous Court decisions pertaining to
this.

INTRODUCTION / OBJECTIVES
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TOPICS COVERED
 What is Discipline
 Handling Discipline
 Duties and obligations of an employer/worker

 Various types of Misconduct including;
-Absenteeism, malingering, late coming
-Abuse of sick leave
-Fraud, cheating, false claim
-Theft, insubordination, assault
-Abusive language, drug use
-Sexual Harassment
-Cyber Misconduct
-etc.

 Breach of contract - Section 15(2) EA 1955
 Issues relating to Condonation
 Disciplinary Procedures and the “Due process” requirement under

the law:
-Investigation process of misconducts
- Show Cause Letter
-Drafting of Charge sheet
- Brief understanding of Domestic Inquiry

 Punishments to be imposed

TRAINING METHODOLOGY

• Lectures /Interactive Discussions 
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EXPERIENCED TRAINER

MS. SARASWATHI RAVINDRAN

A Senior Consultant-IR with more than 14 years’ experience with MEF. She
is a lawyer by profession who has completed her Masters in Law (UKM).
She graduated from University of Northumbria UK and also has the
Certificate in Legal Practice. Prior to joining MEF she has worked in an
established Legal Firm in Kuala Lumpur as an Advocate and Solicitor
specializing in Industrial Relations Practice. Her current duties include
handling Industrial and Labour Court cases representing MEF’s Member
Companies. She also provides advisory and consultancy services to member
Companies pertaining to Employment matters. She is also actively involved
in providing Trainings, in relation to The Employment Act 1955,
Disciplinary Procedures, Managing Probationers, Termination

WHO SHOULD ATTEND?

• All those involved in handling personnel and industrial 
relations functions

PLEASE SCAN TO REGISTER

OR pls go to this link to register
https://forms.office.com/r/uUY4krxMwM

Course Fee & Enquiries
Course fee of RM850 inclusive SST /per participant. 

Tel: 03-79557778  
Nazlina ext. 137 nazlina@mef.org.my; 
Roszana ext. 144 roszana@mef.org.my

https://forms.office.com/r/uUY4krxMwM
mailto:Nazlina@mef.org.my
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