
Appendix E 

 
FORMAT OF THE HEARING 

 
Introduction 
 
1) The manager chairing the hearing (the Chair) should make the necessary introductions, 

explain the purpose of the hearing and clarify the role of each person present.  The 
approach should be formal and polite with a view to establishing all the facts.   

 
The Chair should explain that the purpose of the hearing is to consider whether or not the 
employee’s probationary period has been unsuccessful and if one months’ notice of 
termination should be given.   
 
The hearing procedure should also be outlined with the employee and they should be 
asked to confirm their understanding.  

 
 
Statement of the case by employee or representative 
 
2) The employee or their representative is given the opportunity to state the case and 

present any supporting evidence.  This may include calling and examining witnesses if 
appropriate. 

 
3) The presenting manager is given an opportunity to ask questions to clarify the statement 

of case, including questioning any witnesses.   
 
4) The employee or their representative will be given a further opportunity to question any 

witnesses on issues raised during the presenting manager’s questioning.   
 
5) The Chair and adviser will be allowed to ask questions at any stage to clarify the case.  
 
 
Statement of the case by the presenting manager 
 

6) The presenting manager should state precisely what actions and support has been 
provided to the employee during their probation and explain why the probationary 
period has been unsuccessful.   The presenting manager should draw the Chair’s 
attention to any supporting documents that have been submitted as evidence.  The 
presenting manager may call and examine any witness if appropriate. 

 
7) The employee or their representative is given the opportunity to ask questions of the 

presenting manager and / or the witnesses.   
 
8) The presenting manager will be given a further opportunity to question any witnesses on 

issues raised during the employee’s or representatives questioning.   
 
9) The Chair and adviser will be allowed to ask questions at any stage to clarify the case.  
 



Appendix E 

 
Further questioning and clarification 
 
10) The Chair and adviser may use this stage to clarify any issues and confirm what has 

been said is understood.  Where either party is asked to clarify any point, the other party 
must also be given the opportunity to comment.  
 

11) If not already indicated, the employee should be asked if they have any explanation for 
the alleged misconduct or poor performance or if there are any special circumstances, 
which have not been covered that they wish to be taken into account.  

 
Summing up 
 
12) The presenting manager will have the opportunity to sum-up, introducing no new material.   

 
13) The employee or their representative will have the opportunity to sum-up, introducing no 

new material.  
 
Adjournment 
 
14) Any party may request an adjournment at any time during the hearing.   

 
15) It is essential, however, that the Chair calls an adjournment, after summing up, to allow full 

consideration of all matters raised before a decision is taken as to whether or not disciplinary 
action is warranted and if so to what level.  Where the facts are in dispute, the Chair must 
decide which version is the most probable.  
 

16) The Chair, together with any adviser will deliberate in private, only recalling the evidence 
submitted by the presenting manager or employee (or their representative).  If the Chair 
needs to ask additional questions of either the presenting manager or employee, both parties 
should be present. 
 

17) If the Chair requires further information, the hearing may need to be reconvened at a later 
date to enable this to be obtained and allow a decision to be made.  Any additional written 
information will be copied by the Chair to all parties.  The hearing must be reconvened as 
soon as possible.   

 
Outcome/Decision 
 
18) The Chair will normally advise the employee verbally of the outcome of the hearing following 

the adjournment, indicating any action being taken. 
 

19) The decision must be given in writing, within five working days.   
 
 


