PROCEDURE AT DISCIPLINARY MEETINGS AND APPEALS
Disciplinary meetings will be chaired by a manager who is senior to the employee’s manager.

In schools, whether the Headteacher hears an initial disciplinary case or this role is taken by a Governors’ Panel depends on the decision made by the Governing Body with regard to delegation of its powers in such matters.
The procedure at Disciplinary Meetings and Appeals Panels will be as follows:
1. The case will be presented by the manager who dealt with the original investigation.  
In schools, the Governing Body may appoint an advocate to present the case on behalf of the Headteacher (or Chair of Governors as appropriate), in order that the Headteacher/Chair of Governors may act as a witness in appropriate cases. 
2. The Senior Manager/Headteacher /Panel hearing the case, person presenting the case, employee and her/his representative will be present at the commencement of the meeting.
Note:  Any time set aside for the Senior Manager/Headteacher/Panel members to familiarise themselves with documentation only, is not part of the Hearing).

3. Introduction of those present will take place, giving names/job titles and roles (whether advisory or decision-making) and advising that notes will be taken of the proceedings for the record (and who will be taking them) and to assist in the reaching of a conclusion.
4. The Senior Manager/Headteacher/Chair of the Panel will explain the purpose of the Disciplinary Meeting/Appeals Panel, and the procedure which will be followed.  Witnesses shall be present only whilst they are being examined and must not be allowed to confer. Witnesses may be accompanied but not represented at the meeting.   Any questions of procedure not explicitly covered by this document shall be determined by the Senior Manager/Headteacher/Panel hearing the case.
5. The presenter will confirm the allegations, report the outcome of the investigation, call witnesses and introduce other documentary evidence to the Panel.
6. The employee and/or representative will be invited to ask questions on the case as presented, or directly to re-examine the evidence given by any witnesses. 
7. The Senior Manager/Headteacher/Panel will have the opportunity to ask questions or clarify any issues raised during this presentation, or to re-examine witnesses.
8. The employee and/or representative will be invited to present evidence in their case, including making a full statement and introducing any witnesses or documentary evidence.
9. The presenter will be invited to ask questions on the case as presented, or directly to re-examine the evidence given by any witnesses.
10. The Senior Manager/Headteacher/Panel will have the opportunity to ask questions or clarify any issues raised during this presentation, or to re-examine witnesses.
11. Both parties will be invited to make their closing statements, with the employee/employee representative making the final statement.
12. All parties will be asked to withdraw excepting the Senior Manager/Headteacher/Panel and any representative of the LA attending to advise or the person taking notes of the proceedings.
13. The presenter, employee and her/his representative may be recalled to clarify any points of uncertainty on evidence already given.  If recall is necessary, both parties will return, irrespective of the point of clarification sought.

14. The Senior Manager/Headteacher/Panel will decide whether the allegations are upheld (on balance of probability) and, if so, what disciplinary action should be taken, or whether or not an appeal should be upheld.
15. The decision should normally be communicated immediately but in any event the Senior Manager/Headteacher/Panel’s decision will communicate this in writing to the employee concerned within five working days setting out the decision of the Panel and the reasons for the conclusion. 

