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Schedule for Governing Body Disciplinary Appeal Hearing  for [Name]
	Who 
	Item

	
	

	Human Resources
	The Panel meets to be briefed on the process by the HR Advisor.

	
	

	Panel
	Decide who will chair the panel.

	
	

	Panel 
	The Panel need to ensure that they do not express any opinions regarding what is being said, other than asking questions to ensure that they fully understand the evidence before them; so that the panel can make a fair decision. 

The role of the panel during the Appeal hearing is to explore the evidence through questions of the presenting manager/Head Teacher and the Employee.  This is in order that the process remains fair.

Deliberation should take place after the appeal hearing.

Both parties, starting with the Employee or Representative and then the Hearing Officer, will have the opportunity to summarise their arguments, if they wish and make a concluding statement. 

This is not a re-hearing of the whole case.

Both parties will then withdraw whilst the Appeal Panel considers the case in order to decide on the outcome.

If it is necessary to recall any party to clarify points of uncertainty as to the evidence presented, this must be done in the presence of all parties.

The Employee will be written to within five working days stating the decision.


	
	

	Human Resources
	Both sides are invited into the Appeal Hearing, once the Panel are ready to begin. 
(Witnesses do not come in at this stage)

	
	

	Chair of the Appeal Panel
	Outline that this is Disciplinary Appeal Hearing which has been convened to hear the Appeal Against the [sanction applied – 1st Written Warning/2nd Written Warning/Final (3rd) Written Warning/Dismissal] at the Disciplinary Hearing

	
	

	Chair of the Appeal Panel
	Ask individuals to introduce themselves, in this order:

· Disciplinary Appeal Panel 
· The Hearing Officer [Name] who will present the Management Case
· The Employee [Name] and/or Trade Union representative [Name]
· Representatives from Human Resources [Names]
· A minute taker

	
	

	Chair explains
	That either side should have submitted any new evidence, all relevant documentation should have been circulated 3 working days prior to today and only in exceptional circumstances will any new evidence be accepted.

An example of an exceptional circumstances would normally be where evidence was not known or available.

	
	

	Chair explains
	Before we proceed, I would like to remind all parties of the following expectations to ensure the hearing is conducted respectfully and professionally:

· Please listen carefully to all instructions and information provided.

· Mobile phones must be turned off or set to silent mode.
· All parties must always conduct themselves in a professional and respectful manner.

· Each party will be given the opportunity to speak at the appropriate time.

· Interruptions while someone is speaking or presenting are not permitted.

· When presenting your case or responding to questions, please direct your comments to the panel, not to each other.

· Questioning must be calm, respectful, and non-aggressive.

· There must be no badgering, bullying, or unnecessary repetition of questions.

· The panel must be allowed to examine all evidence presented in a calm and professional environment.

· If any party fails to behave appropriately, they may be excluded from the hearing. In such cases, the hearing will continue in their absence based on the information available.

· The hearing must not be recorded without the explicit consent of all parties. If it is discovered that the hearing has been recorded without permission, this may result in further action, including disciplinary measures.

· Please confirm that you understand and agree to adhere to these expectations.

	
	

	Chair explains Possible outcomes
	The Appeal Panel can dismiss the appeal or uphold the appeal. 

If the appeal is dismissed (not accepted as sufficient for changing the original decision) the original decision arising from the hearing will stand. 

If the appeal is upheld (accepted in full or in part) the panel may as deemed appropriate: 

· impose a lesser penalty
· and/or make recommendations 

The Appeal panel shall not have the power to impose a more severe penalty than originally imposed by the Hearing Officer or Disciplinary Committee panel. 

	
	

	Chair outlines
	The schedule of the Hearing:
· The Employee and/or Trade Union representative will present their appeal and the reason the appeal should be upheld and call witnesses.
· The Hearing Officer /Management Representative will ask questions regarding the presentation/case
· The Appeal Panel will ask questions regarding the presentation/case
· The Hearing Officer /Management Representative will present their case stating why the appeal should be dismissed and call witnesses.
· The Employee and/or Trade Union representative will ask questions regarding the management presentation/case
· The Appeal Panel will ask questions regarding the management presentation/case
· The Employee and/or Trade Union representative will summarise their Case in defense of the allegations highlighting the main points and any mitigating circumstances
· The Hearing Officer /Management Representative will summarise the Case for Management highlighting the main points
· The Appeal Panel will ask any final questions 

	
	

	The Employee and/or Trade Union representative
	Will present their appeal and the reason the appeal should be upheld and call witnesses.

	
	

	The Hearing Officer /Management Representative
	To ask questions regarding the presentation/case.

	
	

	The Appeal Panel
	To ask questions regarding the presentation/case.


	
	

	The Hearing Officer /Management Representative
	Will present their case with stating why the appeal should be dismissed and call witnesses.

	
	

	The Employee and/or Trade Union representative
	To ask questions regarding the management presentation/case

	
	

	The Appeal Panel
	To ask questions regarding the management presentation/case

	
	

	The Employee and/or Trade Union representative
	Will summarise the case in defence against the allegations highlighting the main points and any mitigating circumstances

	
	

	The Hearing Officer /Management Representative
	Will summarise the case for Management highlighting the main points

	
	

	The Appeal Panel
	To ask any final questions of both the Appellant and Hearing Officer /Management Representative.

	
	

	Chair explains Possible outcomes again
	The Appeal Panel can dismiss the appeal or uphold the appeal. 

If the appeal is dismissed (not accepted as sufficient for changing the original decision) the original decision arising from the hearing will stand. 

If the appeal is upheld (accepted in full or in part) the committee may as deemed appropriate: 

· impose a lesser penalty
· and/or make recommendations 

Note: The Appeals Panel shall not have the power to impose a more severe penalty than originally imposed by the Hearing Officer or Disciplinary Committee panel. 

	
	

	Chair 
	Adjourns the meeting for the panel to consider outcome and explains that the employee will be written to within 5 working days.

	
	

	All Except the Panel, Minute Taker and the HR Advisor to the Panel leave the meeting.
	The Panel deliberate
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