UNIVERSITY OF YORK – DISCIPLINARY HEARING


NAME
FORMAT AND CONDUCT

Time hours on Day/Date/Year in room number and location.

PRESENT:
a.
Name and Appointment – Chair of the Hearing.

b.
Name and Appointment – Investigating Manager.

c.
Name and Appointment – Employee.

d.
Name and Appointment – Human Resource Advisor.

e. There may also be present an individual accompanying the Employee in accordance with the Disciplinary Procedure.

f. There may also be present an individual accompanying the Investigating Officer/Manager in accordance with the Disciplinary Procedure.

g.
Name and Appointment – Note Taker.

FORMAT:
a.
Chair will open the Hearing and will:

1.
Introduce those present.

2.
Explain the reason for their attendance. 

3.
Explain the purpose of the Disciplinary Hearing.

After fully investigating the allegations, there is reasonable belief that there is a disciplinary case for the employee to answer, in terms of his/her standard of behaviour, and decide what, if any, disciplinary action should be taken.

4.
Explain the nature of the allegations.

Allegations of X – that - details.

5.
Explain the format of the Hearing.

b.
Management will:

1.
Outline the case against Employee by way of presentation of the findings of his/her investigation.

If necessary, Management may present evidence and/or witnesses in support of the findings of the investigation.

Management may also be assisted by a colleague if necessary.

c.
Management (and colleague if present) and any witness may be questioned by:

1.
Employee and/or colleague through the Chair.

2.
Chair.

3.
HR through the Chair.
d.
Employee and/or his/her colleague will:



1.
Present his/her case.

2.
Respond to the allegations.




Employee may call any witnesses as required.

e.
Employee and/or his/her colleague may be questioned by:


1.
Management through the Chair.



2.
Chair.



3.
HR through the Chair.


f.
Both sides may be asked questions again, if necessary, by:

1. Chair.

2. Employee and/or colleague through the Chair.

3. Management through the Chair.

4. HR through the Chair.

g.
Management will summarise the case against the Employee (if required) and/or make additional comments if appropriate.

h.
Employee and/or colleague will summarise his/her case (if required) and/or make additional comments if appropriate.

i.
Management and Employee, and colleague(s), will be asked to leave the Hearing and wait outside.

j.
 Chair will consider the case, advised by HR, and will:
1.
Decide if the allegations are well founded, on the balance of probability.

2.
If well founded, what level of disciplinary action should be taken, if any.



Factors to be considered:

· The gravity of the case – is disciplinary action warranted – if so at what level.

· Any Guidance offered by the University of York Disciplinary Procedure and HR.

· Any Precedents.

· Employee’s disciplinary and service record.

· Any mitigating circumstances.

k.
Chair will reconvene the Hearing, inviting all those present to return, and inform Employee of his decision and reason for decision.

l.
Following decision Chair will advise individual that he/she will receive the decision in writing.

m.
Chair will also advise the individual of the right of appeal. 

CONDUCT:

a.
Name is the Chair of the Hearing and therefore has precedent throughout the Hearing.

b.
At all times courtesy and politeness must be shown to all those present at the Hearing. Any breaches of required behaviour may result in the adjournment of the Hearing and further action being considered.

c.
If at any time, evidence arises which needs further investigation the Hearing will be adjourned and reconvened later follow any investigation required.
d.
If the decision involves the requirement for disciplinary action the actions within the University of York Disciplinary Procedure must occur.

e.
A note taker is present and will be responsible for keeping a record of the Disciplinary Hearing and any disciplinary action taken. However the Chair should also take notes pertaining to the decision he/she makes in order, if necessary, to explain their reasoning at any subsequent appeal.
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