APPEAL HEARING FORM
	Employee:
	Manager:

	Date:
	

	Company Witness/Note Taker:

	

	Time:
	Witnesses Attending for the Company:



	Companion Requested: Yes/No


	Companion’s Name/Capacity:*



	Witnesses Attending for the Employee:
	

	Clarify grounds of appeal :
	







	Disciplinary hearing documents received by all?
	Yes/No

	Interpreter/Support required?
	Yes/No (If yes, give details of person attending and their capacity)




Checklist

· Have arrangements been made, where appropriate, to support an employee 
with disabilities?

· Is there a need for an interpreter if English is not the employee’s first language?

· Private room, interruptions minimised

· Everyone seated, employee and companion
 near door

· Introduce and thank for attending

· Ask employee to let you know if at any stage of the meeting they would like a break

· Describe as an appeal hearing meeting

· Clarify grounds of appeal to be examined
· Explain possible outcomes for the employee which will be decided at the end of 
the meeting

· Explain minutes will be sent to the employee to check/request amendments and sign

Notes: 
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Signed…………………………………………………………
Date………………………………………..
Notes continued …… 
                                                
page no (      )

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________
Signed……………………………………………………
 Date………………………………………………….
*You should check if the employee wishes to have a companion and ensure they are happy to continue without one if they have not brought anyone with them. Record whether they are a trade union representative or a work colleague.  





