Agenda – Disciplinary appeal meeting 
1. Thank you for meeting with me to discuss the issues raised in your appeal letter.

2. [Introduce all those present and confirm their roles at the meeting. Explain that the individual taking notes will take no part in the decision making process.]
3. [I note that you have brought [companion’s name] along as your companion. They can liaise with you but must not answer questions put directly to you.] OR [You have chosen not to be accompanied at this meeting.]

4. Please take your time; [name] needs to make a note of what you’re saying so I may need to stop you every now and then to do so. 

5. The purpose of today’s meeting is to discuss the points that you raise within your appeal letter. [Today will also be a rehearing of the disciplinary hearing that led to [the verbal warning/the written warning/ the final written warning/ your dismissal].
]
6. Taking each appeal issue in turn, please explain in detail the concerns that you have. Please support each issue with evidence and witness names where possible. [Ask the employee to expand on each concern they have raised where you need further detail. If they don’t support the concern with evidence or witnesses, try and secure such information where appropriate. Challenge the employee on details that you don’t understand or consider there might be another explanation. Summarise the employee’s appeal issues.]
7. Is there anything that you would like to add?
8. 
[Dealing with each disciplinary allegation separately which led to [the verbal warning/the written warning/ the final written warning/ your dismissal], I am going to take you through the evidence that was considered at the disciplinary meeting and ask for your comments. When you’re explaining your version of events, please refer to any evidence that is appropriate and if there is anything that you want to draw to my attention please ensure that you do so. [Deal separately with each allegation and the evidence which is appropriate. Ensure that you give the employee the opportunity to put their case. Check that the employee has referred you to all appropriate documents and evidence.] [
As you have been dismissed I need to consider whether an alternative to your dismissal would be appropriate. Such alternatives might include an agreed demotion, reduction in pay or unpaid suspension. What are your thoughts on any of these alternatives to dismissal?]

9. You have raised the following new points which need investigating:
a. [New issues;]

b. [New issues].

10. [I will carry out any further investigation that may be necessary in respect of the points that you have raised.]

11. I will consider the comments that you have made today and all of the evidence [along with the outcome of my further investigations]. I will make my decision and then communicate that decision to you in accordance with the provisions of the disciplinary policy.

12. Close.
� Take advice from your Halborns employment adviser as to whether or not you should be dealing with this appeal as a re-hearing. 


� If dealing with the appeal as a full re-hearing


� Where the employee’s employment has been terminated consider with them alternatives to dismissal.








