DISCIPLINARY HEARINGS - MANAGEMENT GUIDANCE NOTE



1      INTRODUCTIONS

2	CONFIRM REASON FOR MEETING

to discuss allegation that

3	DESCRIBE PROCESS



I'll ask                   (management representative) to present the evidence and call any witnesses.  Both the panel and staff side will have the opportunity to ask questions.



Then I'll ask staff side to put their case and call any witnesses.  Again there will be the opportunity for questions.



Finally, staff side may sum up before we adjourn to consider the case.



4	HAND OVER TO MANAGEMENT REPRESENTATIVE



Management representative makes introductory remarks. (Questions may be put after  this, but are usually saved until more evidence is heard.)



Management witnesses called.  Questioned by management, questioned by panel, questioned by staff side, re-examined by management.



Management representative concludes evidence.  Further  opportunity for questions by panel or staff side.



5	HAND OVER TO STAFF SIDE



Staff representative makes introductory remarks. (Questions may be put after this, but are usually saved until more evidence is heard.)



Staff witnesses called.  Questioned by staff side, questioned by panel, questioned by management side, re-examined by staff side.



Staff representative concludes evidence.  Further opportunity for questions by panel  or management side.



6	  OFFER STAFF SIDE OPPORTUNITY FOR FINAL SUMMARY



7	  ADJOURN



8       RECONVENE AND DELIVER DECISION



The procedure described above is for general guidance and should be applied with some flexibility where that will help to ensure a full investigation of the facts.


