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Appeal hearing checklist
The aim of this checklist is to guide managers through the appeal process, to ensure fairness and consistency. 

Prior to the appeal hearing

Has the employee received written notification of the hearing?

Has the employee received a copy of the minutes of the disciplinary hearing? 

Has the employee been advised of his right to be accompanied?

Do you believe the employee has had sufficient notice of the hearing?

Have you re-read the disciplinary procedure?

Have you read all the investigatory documentation and notes of previous hearings?

Has a room been booked?

Has a note-taker been arranged?

Have arrangements been made for employees with disabilities?

Have arrangements been made (e.g. interpreters) for employees where English is not their first language?

At the appeal hearing
Introduce those present at the meeting and their roles.

Explain how the meeting will be conducted.

If the employee is not accompanied, check that they are aware of their right to be accompanied but do not want anyone with them.  If the employee is accompanied, remember that the accompanying person is not entitled to answer questions on the employee’s behalf. 

Ask the employee to verify that the minutes of previous meetings are correct. Amend if necessary.

Invite the employee to present the basis of their appeal. 
Ask any clarifying questions.
Consider whether you need to adjourn to investigate any points further. If you do need to investigate any further, consider whether you need to go back to the employee to get their responses to the investigation findings. 

Before adjourning to make your decision, ask the employee whether they have anything further to say.

Making the decision
Always adjourn for a sufficient period of time to properly consider your decision.
Consider all of the grounds for the employee’s appeal.

Consider whether the sanction is appropriate in the circumstances given any mitigating factors.  
Reconvene the appeal hearing and advise the employee of your decision.

Confirm the decision in writing.  

Advise the employee if this is the final stage of the process or if any further procedural steps can be taken (check your internal disciplinary procedure).

Note: Appeal outcomes should normally be confined to upholding the original decision or revising the sanction to a lesser penalty or removing the sanction altogether. Sanctions should not be increased.

