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DISCIPLINARY POLICY AND PROCEDURE
Guidance for Appellants on submitting a 

Statement of Case for an appeal against a Disciplinary Sanction
1. Appeals will be held in accordance with the Board’s Disciplinary Policy and Procedure. A copy of the policy can be obtained via HR Connect  http://www.nhsggc.org.uk/working-with-us/hr-connect/policies-and-staff-governance/
Alternatively, you can contact the HR Support & Advice Unit on 0141 278 2700 or hr.connect@ggc.scot.nhs.uk
2. Appeals against a sanction will be to a panel consisting of a manager senior to the manager who originally issued the sanction and an HR representative. 
3. The attached Model Appellant Statement of Case has been produced to assist appellants in putting together their statement of case in a standard format which will assist the panel clarify the basis of the appeal and guide them to the relevant supporting documentation.

4. It is important to ensure that the layout of your statement of the case is logical and easy for the panel to follow in order that they may fully consider all of the factors pertinent to your appeal.  
5. Your statement of case will be shared with the appeal panel and the manager who issued the sanction least one working week before the appeal hearing.  You will also receive a copy of the management statement of case at least one working week before the appeal hearing.  Therefore, it is important that all documentation which you intend to rely on at the hearing is included with your statement of case to afford the panel and the dismissing manager adequate time to fully consider this.   
6. Further advice and guidance may be sought from your Trade Union/Professional Organisation representative or by contacting the HR Support & Advice Unit on 0141 278 2700 or hr.connect@ggc.scot.nhs.uk
MODEL APPELLANT STATEMENT OF CASE

CONFIDENTIAL                                                                                                  

(NAME OF APPELLANT) STATEMENT OF CASE 
APPEAL AGAINST SANCTION
ON (DATE)
DATE OF APPEAL HEARING

REPRESENTED BY: 
It would be helpful to the Panel if your statement of case included the following sections:
1. Cover Page:

· The front page of this document provides a draft layout for your Statement of Case covering page.
2. Contents Page:
· Detail the statement of case contents and provide an index to guide the panel to the supporting appendices (all of which must be referenced from the statement of case)
3. Statement of Case:

· Give the statement of case a structure with headings to separate out the key elements of the case eg. 
1. Introduction
It may be helpful to the panel to have some employment information such as your date of commencement with the Board, start date in your current job, job title, department etc.   
2. Background

Provide a brief chronological summary of events which led to your dismissal against which you are now appealing eg. outline how the allegations were brought to your attention and the processes that were followed leading up to disciplinary hearing.  You may also wish to include details of any witnesses involved. 
3. Grounds for Appeal
    

Outline clearly the reasons for your appeal.  If there are a number of grounds then it will be easier for the panel to follow if these are separated out into individual points (either bullet points or numbered)
4. Conclusion

Outline your conclusions and the outcome you are seeking from the panel in relation to the appeal.   

5. Witnesses


List the witnesses that you intend to call on your behalf to the appeal hearing. You should ensure that you call only those witnesses that have a direct relevance to the disciplinary process/decision against which you are appealing and who are able to provide factual information and/or professional rather than personal opinions.   

6. Representation

If you intend to be represented give details of your representative (name, Trade Union/Professional Organisation). If you intend to be accompanied by someone other than a Trade Union/Professional Organisation representative give details of your companion e.g colleague, friend or relative (not acting in a legal capacity). 

7. Appendices
List all documents referred to in your Statement of case eg.

· Letter confirming outcome of disciplinary hearing - Appendix 1 
· Previous Correspondence eg. letter from Manager A dated -  Appendix 2 
· Witness A Statement -  Appendix 3

· Witness B Statement - Appendix 4

· Witness C Statement - Appendix 5 

Additional/alternative appendices may be included as required.
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