
Disciplinary Hearing

NotesHRChair

P
h
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Make introductions 
and clarify 

participant’s roles

Clarify the purpose 
and structure of the 

meeting and 
confirm the 

allegations that will 
be considered

Confirm the 
documentation 

and/or witnesses 
that will be referred 

to during the 
meeting

Check and confirm 
understanding of 

the above and 
throughout the 

meeting as needed

Ask the 
investigating officer  
to summarise the 
findings of their 

investigation and 
call/question any 

witnesses 

At the end of the 
meeting summarise 
the proceedings and 

confirm the next 
steps and 
timescales 

Once the meeting 
has been adjourned,  
the chair will review 

the evidence with 
the panel, reach a 
decision and agree 

whether a 
disciplinary penalty 
will be imposed and 

any additional 
recommendations

Decide whether any new 
evidence submitted on the 
day of the meeting can be 
included and/or whether 

this will require an 
adjournment

Appeal?

Proceed to Appeal 
Hearing

If there is no appeal 
the disciplinary 
outcome will be 

placed on the 
employee’s 

personal file for a 
period not normally 

exceeding 12 
months

Provide advice (to 
the panel) and 

guidance on policy 
and procedure as 

required

Invite the panel and 
the employee 
(subject of the 

disciplinary) to ask 
the investigating 
officer and any 

witnesses further 
questions.

Invite the employee 
to make their case 

including calling any 
relevant witnesses 
and any mitigating 

factors

Invite the panel and 
the investigating 
officer to ask the 

employee (subject 
of the disciplinary) 
and any witnesses 
further questions.

Remind all participants that 
anyone can ask for an 

adjournment at any time if 
they need a break or in 

order to confer with 
colleagues/representatives

This may include a short 
adjournment to allow the 

panel to confer before 
inviting the employee 

(subject of the disciplinary) 
back into the room to 

communicate their 
decision.

Invite the employee 
to make any final 
comments before 

adjourning the 
meeting 

Reconvene?

Advise the 
employee of the 
panel’s decision, 
that this will be 

confirmed in writing 
and of their right of 

appeal

Write to the 
employee to advise 

of the panel’s 
decision and of their 

right of appeal

Please note that the 
decision to dismiss may only 

be taken by the Vice-
Chancellor or his/her 

delegated representative

Please note that an appeal 
against a dismissal must be 
heard by a sub-committee 
of the Board of Governors
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