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APPEALS HEARING DISCIPLINARY (Action below Dismissal) 
Lodging an Appeal 

Employees have the right of appeal against anythe disciplinary action taken in the case of written/final 
written warnings.  The appeal will be to another manager who has not previously been involved in the 
proceedings, or in the case of dismissals to a Director or the Chief Executive.  This manager will chair to 
appeal hearing. 

Appeals must be lodged stating the grounds limited to the following.  

 A review of the reasonableness of the decision that is subject to appeal,  

 A plea that the penalty imposed is too harsh in the light of mitigating circumstances or  

 The correct procedure was not followed. 

Appeals must be in writing to the manager named on the confirmation written notification of disciplinary 
action letter within ten working days of receipt of the written notification of the disciplinary action.   

The HR Services Manager will make the necessary arrangements to hold an Appeals Hearing, which will 
normally take place within ten working days (two weeks) of the appeal being lodged.  Both the employee 
and the disciplinary hearing manager will be given at least five working days’ (one weeks) notice in writing 
of the date, time and venue of the Appeal Hearing.  On occasions the timescales may be extended to 
account for unforeseen circumstances.  

The employee may be represented and/or accompanied at the hearing by a union official, by a colleague or 
some other person of their choosing who is not acting in a legal capacity.  Individuals will be able to ask 
only one person to accompany and/or represent them.  If the employee representative is not available to 
attend, the hearing may be re-arranged for an alternative date within five working days from the date of the 
original hearing.  Rescheduling of appeals for the convenience of a specific representative is not 
guaranteed, but every effort will be made to accommodate a reasonable request.  

 

Preparation of Reports 

Manager 

Five working days prior to the hearing, a report prepared by the disciplinary hearing manager outlining the 
details of the disciplinary will be submitted to the chair.  

Should the manager wish to call witnesses, their names should be provided at the same time as submitting 
the report.  The hearing will not be delayed if witnesses are not able to attend.  

Employee 

Five working days prior to the hearing, a report prepared by the employee outlining the grounds of the 
appeal will be submitted to the chair.  

Should the employee wish to call witnesses their names should be provided at the same time as submitting 
the report, the hearing will not be delayed if witnesses are not able to attend.  

The employee may be represented and/or accompanied at the hearing by a union official, by a colleague or 
some other person of their choosing who is not acting in a legal capacity.  Individuals will be able to ask 
only one person to accompany and/or represent them.  If the employee representative is not available to 
attend, the hearing may be re-arranged for an alternative date within five working days from the date of the 
original hearing.  Rescheduling of appeals for the convenience of a specific representative is not 
guaranteed, but every effort will be made to accommodate a reasonable request.  
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Procedure at the Appeal Hearing 

The hearing will be conducted formally.  A representative from the HR ServiceGroup will support the chair 
and will advise on procedures and assist in reaching a fair decision.  

Those present will introduce themselves and confirm their respective roles in the hearing. 

The chair will explain the purpose of the hearing and explain the process to be followed.  The chair will 
inform all present at the hearing of any witnesses that have been asked to attend, witnesses will only 
attend when they are called and after questioning will be asked to leave the room but should the chair need 
to recall anyone to clarify a point of uncertainty, they should remain available. 

At any point during the hearing, the chair may adjourn if it appears necessary or desirable to do so.  

 

Case Submission 

Management 

The disciplinary hearing manager will outline the reason for the decision in the presence of the employee 
and their representative and call witnesses as appropriate.  The chair will have the opportunity to ask 
questions at the end of the management submission.  The employee and/or their representative will also 
have the opportunity to ask the management representative/s questions. 

If witnesses are to be called by management they will attend the hearing after management has submitted 
their case.  Witnesses will be asked questions in the following order.   

By management 

By the employee and/or representative  

By the chair 

Employee 

Following the case submission by management the employee will outline their reason/s for appealing the 
decision.  The chair will have the opportunity to ask questions at the end of the employee submission.  The 
disciplinary hearing manager will also have the opportunity to ask the employee and or representative 
questions. 

If witnesses are to be called by the employee and/or their representative they will attend the hearing after 
the employee and/or their representative has submitted their case.  Witnesses will be asked questions in 
the following order.   

By the employee and/or representative 

By management 

By the chair 

Case Summary 

The management representative will sum up the key points of their case first.  There will be no further 
questions of witnesses at this point. 

The employee and/or their representative will then sum up the key points of their case.  There will be no 
further questions of witnesses at this point.  

The chair will address all parties and inform them that consideration will now been given to the submissions 
put forward by both sides.  The chair will confirm when a decision can be expected to be made. 

All present, (other than the advisor to the chair) will leave the room.  If the chair needs to recall anyone to 
clarify a point of uncertainty, all parties will return to the room. 
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The Chairs Decision 

 
The chair will decide on the basis of both submissions, together with any subsequent facts that may have 
come to light, whether to uphold management’s disciplinary decision. 

Should the chair wish to announce the decision on the day of the hearing all parties will be asked to return 
and the decision will then be given verbally and confirmed in writing within five working days.   

The decision made by the chair hearing the appeal is final and will complete the internal appeals 
process.   

 


