
Outline script for disciplinary appeal (misconduct)

1 Introduce those present. Confirm who is taking notes and that copies of the meeting notes will be made available to the employee.
2 Confirm the appeal hearing has been arranged to hear the employee's grounds of appeal against the disciplinary sanction that has been imposed.  Confirm you will consider the employee's representations following the appeal hearing and write to confirm the appeal outcome.  Be clear you will not confirm the appeal outcome today.  

3 Explain that you are dealing with the issues in accordance with [the company’s written disciplinary procedure, of which the employee has a copy OR the guidelines set down by Acas].
4 Summarise the background to the matter, including the original incident that prompted the disciplinary investigation, when the hearing took place and what sanction was imposed.  

5 Ask the employee/their companion whether there are any initial points they would like to make before you discuss the detailed issues. Depending on the circumstances you may want to remind the companion that they can do anything to assist the employee except answer questions (because it is up to the employee to answer questions).
6 Talk the employee through their grounds of appeal, asking them to explain each one in turn.  Listen to what the employee has to say.  You do not need to rebut or argue against what the employee is saying.  Ask questions of the employee in relation to each of their grounds of appeal in turn.   

7 Invite the employee and their companion to ask any questions of you.  
8 Close the hearing by confirming you will provide a written appeal outcome within the timescale provided for under the disciplinary procedure.  Confirm the appeal outcome will be the end of the Company's internal process.  
9 Thank the employee and their companion for coming. Confirm they will be sent a copy of the meeting notes. 
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