
3.5
Appeals Procedure

[name of company]

1.
The opportunity to appeal against disciplinary or grievance decisions is essential to natural justice. Employees might be concerned about what they feel is an unfair judgment, too severe a penalty, procedural irregularities or because new evidence has come to light.

2.
Appeals regarding disciplinary and grievance decisions should be made in writing to the person with authority to overturn the decisions made. This person’s details must therefore be given to the employee at the time that they are informed of the decision together with a copy of this procedure. A written request for an appeal must be lodged with the person who will hear it within five working days of the employee being given the decision and must include full details of the grounds for appeal.

3.
In the light of the employee’s grounds for appeal the person hearing the appeal will need to decide the extent of any new investigation or rehearing in order to remedy any earlier procedural defects including whether it is necessary for witnesses to be recalled or new witnesses heard. Witnesses will not normally be permitted to attend or speak unless the employee’s grounds for appeal provide a suitable explanation as to why the witness’s evidence was not available at the procedure being appealed against.

4.
With regard to appeals against decisions to dismiss where it is not possible to appeal to a higher level of management thought must given as to what alternative arrangements for appeal can be provided.

5.
Employees must be given written details of when their appeal will be heard and by whom. Appeals should normally be heard within 14 days from when the employee lodged their appeal. If it is to take longer than this the employee should receive a written explanation of the reasons for the delay.

6.
The employee must be told of their right to have a friend or trade union representative at the appeal hearing to assist them or to speak for them. Legal representation will not normally be permitted.

7.
The employee should be given the outcome of the appeal as soon as possible. If it is initially given verbally it must be confirmed in writing as soon as possible.
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