Appendix 6
Protocol for Disciplinary Hearing 

The Head of Service/ or delegated officer (Chair) invites both parties into the room and undertakes general introduction and role in hearing. 
 
Explain the reason we are here (disciplinary hearing under CCC Disciplinary Procedure to deal with the allegations against …….. )  Detail the allegations (can be read from the invitation to hearing letter). 
 
Agree the procedure for the hearing and deal with any matters of clarification.  
Usually as outlined below but any changes should be noted along with their reasons. 
 
Investigations 
 
Commissioning Manager then makes the presentation. 
The Commissioning manager and Investigating officer are then questioned by the other party and the officer who is hearing the case. (The HR representative advising the chair may ask questions for clarification) 
 
Any witnesses for the investigation officer will be called. 
 
Witnesses will be questioned by the other party and the officer who is hearing the case. (The HR representative advising the chair may ask questions for clarification) 
 
The person who is facing the charge then makes their presentation (or their union on their behalf). 
 
The Commissioning Manager and the officer hearing the case will ask questions. (The HR representative advising the chair may ask questions for clarification) 
 
Witnesses for the officer facing the charge officer will be called. 
 
Witnesses will be questioned by the other party and the officer who is hearing the case. (The HR representative advising the chair may ask questions for clarification) 
 
Summing up – no new evidence can be introduced at this stage 
The Commissioning Manager sums up first. 
 
The person facing the charge sums up second. 
 
The chair asks both parties to leave in order that the case can be considered. 
 
If possible, the decision will be made on that day and parties are asked to stay in the vicinity of the hearing so any matters of clarification can be heard. 
 
Decision 
 
This is carried out the same day unless it is not reasonable to do so.   
 
The chair calls everyone back into the room and gives his/her decision of the disciplinary outcome/sanction.   
 
Explain that the next stage is to confirm that decision in writing and that an appeal against the decision can be made to The Assistant Chief Executive (People, Digital and Policy) and must be received by him within 14 days of receipt of the letter confirming the disciplinary penalty/dismissal. 
 
If it is not possible to come to a decision that day, other arrangements should be agreed but a letter will be sent to the person facing the allegation(s) as soon as possible.  
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