Hearing Template
Disciplinary Hearing:
Suggested plan (make your own set of notes using this guidance template)

Date:___________
Present:___________+

Introduce everyone and explain why he or she is present.

1. 
Ensure he is aware that he has the right to have a fellow employee or trade union rep present

2. 
Explain the reason for the hearing and how it will be conducted

3. 
Describe the exact nature of the decision and then the allegation and go through the evidence

4. 
Allow the employee to see any documents they haven't already seen but I cannot see any here.

5. 
Give the employee a chance to state their case and to respond to the decision and why he/she thinks it was unfair. Go through each point and ask him/her what he/she wants to say and if there is any evidence he wants to submit

6. 
Ensure that you get all the facts and take note of any special circumstances

7. 
Summarise what's been discussed and highlight any issues that need to be investigated further if there are any

8. 
Inform employee of decision/Adjourn hearing to make decision and inform in writing later. 

