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Appendix 2 

 

 

Disciplinary procedure  

The content of the disciplinary procedure is largely unchanged, although it has been re-
arranged with new paragraph headings and some further detail in order to improve 
clarity.  

Reference to matters of performance have been removed, and the revised policy makes 
clear that these matters are now dealt with under the Capability Procedure. 

 

1 Introduction and purpose  
 
1.1 The purpose of this procedure is to help employees achieve and maintain 

satisfactory standards of conduct and to comply with the GLA’s rules.  The 
procedure also provides a fair and consistent way of dealing with allegations that 
the required standards have not been met. 

 
1.2  Managers are responsible for specifying standards of conduct and behaviour and 

 ensuring that breaches of these are dealt with promptly and consistently.  
 

1.3  No disciplinary action should be taken until the facts of the case have been 
 established and any action taken must be reasonable in the circumstances. 

 
1.4  No employee will be dismissed for a first breach of standards except in the case 

 of gross misconduct, when the outcome will normally be dismissal  
 
 

New section clarifying who the policy applies to and indicating where modifications apply 
in respect of certain designated staff 

 
2 Scope 

2.1 This policy applies to all employees, including those with fixed term contracts of 
 more than six months, except: 

 employees during their probationary period, where any conduct issues will be 
dealt with under the probationary assessment process. 

 Staff seconded to work in London’s European Office – where a modified 
procedure applies (see intranet for details).  

 
2.2 This policy applies to the following employees, with modifications as indicated: 

 The Head of Paid Service (Chief Executive), the Monitoring Officer and the 
Chief Finance Officer (“the Statutory Officers”) – where this policy will be 
modified by the terms of the Statutory Officers Protocol 

 Staff appointed by the Mayor under s 67(1) of the GLA Act 1999 (as 
amended) - where this policy will be modified by the terms of the Protocol 
on Mayoral appointments. 



 Directors appointed by the Head of Paid Service – where this policy will be 
modified as set out in section 17 

 Staff appointed by the Head of Paid Service but managed by staff appointed 
by the Mayor under 67(1) – where this policy will be modified by the terms of 
the HOPS scheme of delegations (see section 18) 

2.2 This procedure does not cover unsatisfactory performance or capability, except 
for cases of gross incompetence  – unsatisfactory performance or capability  
should be dealt with under the Capability Procedure. 

 
2.3 This procedure does not cover unsatisfactory attendance or ill-health capability – 

these should be dealt with under the Sickness Absence Policy. 
 

3 Disciplinary rules 

Broadly the same as existing, with some additional examples of misconduct. 

3.1   All employees need to know and understand the standards expected of them and 
the possible consequences of breaking disciplinary rules or failing to meet 
conduct standards. 

 
3.2 Disciplinary action may be taken for conduct that falls below expected standards.  

This may be because of carelessness, wilfulness, negligence.  Misconduct, if 
found and depending on the seriousness, may lead to a written or final written 
warning being issued.  Cumulative or repeated acts of misconduct may lead to 
dismissal if a further breach of the GLA’s standards or disciplinary rules occurs 
where there is a current earlier warning on file. 

3.3 Examples of misconduct, which are illustrative but not exhaustive, include: 

a) a breach of the code of ethics and standards 

b) a breach of the dignity at work policy 

c) bad timekeeping 

d) unauthorised absence 

e) incapacity caused by misuse of alcohol or drugs 

f) abuse or misuse of the GLA’s information and computer technology, 
including inappropriate use of email or the internet, as set out in the code of 
ethics and standards 

g) inappropriate behaviour towards a colleague or member of the public 

h) failure to follow a legitimate management instruction 

i) failure to follow the GLA’s procedures (for example, financial regulations or 
safety standards). 

This list is neither exclusive nor exhaustive and will have regard to accepted 
standards of conduct and performance. 

3.4 Gross misconduct/gross incompetence is a very serious breach of the GLA’s 
disciplinary rules or failure to meet performance standards.  An allegation of 
gross misconduct/gross incompetence will normally lead to immediate 
suspension from work pending an investigation and, if proven at a disciplinary 
hearing, will normally lead to summary dismissal.  Summary dismissal is dismissal 
without any notice or pay in lieu of notice, and without a prior warning. 



3.5 Examples of gross misconduct/gross incompetence include: 

a) serious acts of discrimination, victimisation, bullying or harassment or verbal 
abuse amongst work colleagues, contractors or members of the public on 
grounds of race, gender, disability, age, sexual orientation or religious beliefs 
or for any other reasons 

b) deliberate falsification of records 

c) fraud or theft of GLA property, or theft from an employee of the GLA 

d) wilful damage to GLA property 

e) physical assault upon a work colleague, contractor or member of the public in 
the course of employment 

f) criminal acts in the course of employment 

g) bringing into disrepute public confidence in the GLA 

h) breach of the GLA’s standing orders or financial regulations 

i) serious breach of the standards of conduct and performance expected of 
staff of the GLA within the Code of Ethics and Standards 

j) actions, behaviour or conduct which gives rise to loss of trust and confidence 
in the employee 

k) actions which have seriously endangered (or could potentially seriously 
endanger) life or the health and safety of staff and / or the public 

 
l) serious professional misjudgement which has seriously damaged (or could 

potentially seriously damage) the GLA’s property, operations or reputation; 
 

m) significant failure to adhere to statutory requirements or professional 
standards 

 

4 Criminal acts 

As existing 

 
4.1 Criminal acts committed other than in the course of employment may warrant 
 disciplinary action where the offence affects the interest of the GLA and/or the 
 continued performance of the employee’s contract of employment. This may be 
 the case even if the employee is tried and acquitted of any criminal offence, 
 particularly where the GLA’s reputation is brought into disrepute or where there 
 is a serious loss of trust and confidence in the employee. 
 
4.2 Where the employee is under investigation by the police (or a charge is pending) 
 on work related issues this is not necessarily grounds to delay or prevent a 
 disciplinary hearing taking place. 
 
4.3 Where the employee is under investigation by the police (or a charge is pending) 

managers should not rely on obtaining evidence from the police, but should 
conduct their own investigation prior to the hearing, provided this does not 
impede police enquiries. 

 
4.4 If an employee has been convicted of a criminal offence, the court’s findings in 

relation to that offence cannot be questioned at any stage of this procedure. 



 
4.5 Advice should be sought from the Human Resources and Organisational 

Development  Unit when dealing with all cases involving criminal acts. 
 

 
 
6 Informal action and standard setting 
 

New section setting out informal action  

 
6.1 Managers should raise minor matters of misconduct with the employee as quickly 
 as possible in the course of normal supervision and day-to-day management.   
 
6.2 The manager will arrange to meet informally with the employee to: 

a) confirm the standard of conduct required and identify where the employee is 
falling below this standard.   

b) enable the employee to give any explanation as to the causes 
c) assess with the employee actions that will help them to reach the required 

standard, which may include training. 
d) explain to the employee the consequences of failing to achieve the required 

conduct standards 
e) identify how and over what period improved conduct will be assessed 
f) produce an action plan for improving conduct 

6.3 The manager should set a date to review the employee's progress and keep a 
 record of the meeting.  

6.4 Discussing conduct at work is a part of a manager’s responsibilities and 
 employees will not be accompanied or represented at normal supervision or 
 informal standard setting meetings.   
 
6.6 Where this initial action leads to the employee’s conduct improving to the 

standard required, the manager will confirm this to the employee.  The manager 
will continue to monitor the employee’s conduct as part of their normal day-to-
day supervisory/management responsibilities. 
 

6.7  Where the employee’s conduct does not improve or where the problem is more 
 serious, the manager will consider more formal action. 
 

7 Investigation 

Broadly the same as existing, but now makes clear the expectation that the line manager 
will investigate alleged misconduct, with the option for another manager to be appointed 
in this role if considered appropriate.  This underlines the manager’s responsibility for 
managing performance and is in line with ACAS recommendations and best practice. 

 
7.1 Where a manager becomes aware of the alleged or suspected misconduct of an 

employee, which cannot be deemed a minor matter, this should be reported to 
the Head of Unit, Assistant Director or Director, who will appoint someone to  
carry out an investigation of all the facts and circumstances.  In most cases, this 
will be the line manager, but where appropriate, the Head of Unit, Assistant 



Director or Director may appoint another person to carry out the investigation.  
The person carrying out the investigation is referred to as the investigating 
officer.    

 
7.2 Before starting the investigation, the investigating officer should contact the 

Human Resources and Organisational Development  Unit and a representative 
will be nominated to advise and assist in the investigation.  

 
7.3 The employee concerned should be informed in writing of the allegations and 

that an investigation is taking place as soon it is appropriate to do so.  
 
7.4 All employees are expected to co-operate with any investigations. Any employee 

called to an investigation meeting may be accompanied by a trade union 
representative or work colleague employed by the GLA.  

 
7.5 If, following the investigation, the investigating officer considers that formal 

disciplinary action is necessary, she/he will inform the Director, Assistant Director 
or Head of Unit who will either appoint a manager who is not less senior than the 
investigating officer to conduct a disciplinary hearing, or, where appropriate, 
conduct the hearing themselves.  

 
7.6 If the investigating officer considers that the complaint is very serious (i.e. gross 

misconduct) and may lead to dismissal s/he will inform the Director, Assistant 
Director or Head of Unit who will conduct the disciplinary hearing 
herself/himself.  

 
7.7 Where the investigating officer concludes that formal disciplinary action is not 

appropriate, they will inform the Director, Assistant Director or Head of Unit who 
will inform the employee accordingly in writing. All records of the investigation 
will be kept securely by the Human Resources and Organisational Development  
Unit and will not be put on the employee’s personal file at this stage.  However, 
informal action could still be taken under section 6 of this procedure.  In this 
event, correspondence will be placed on the employee’s personal file. 

7.8 Where it is decided that formal disciplinary action should be taken against a 
representative of a recognised trade union, no such action will be taken until the 
circumstances of the case have first been notified to the Branch Secretary.  The 
Assistant Director, Human Resources and Organisational Development should be 
advised of the circumstances before the relevant trade union is contacted.  

 
 
8 Suspension 

As existing 

 
8.1 An employee may be suspended from duty, or transferred, during the 

investigation of allegations of gross misconduct.  Suspension may also be 
appropriate if it is considered that the employee has the opportunity to tamper 
with evidence or impede an investigation or if the allegation is such that it would 
not be in the interests of the service for the employee to remain at work. The 
following principles shall apply to any such suspension: 



a) suspension will be with full pay (i.e. in accordance with the employee’s 
entitlement to pay under their terms and conditions of employment at the time 
of the suspension); 

b) the employee will normally be informed of the suspension in person and may be 
accompanied to any such suspension meeting by a trade union representative or 
a work colleague employed by the GLA; 

c) suspension will take immediate effect following the suspension meeting (or if 
that is impracticable, following communication of the suspension); 

d) suspension shall only be authorised by a Director, Assistant Director or Head of 
Unit in consultation with the Assistant Director, Human Resources and 
Organisational Development; 

e) the reasons for suspension shall be confirmed in writing to the employee as soon 
as is practicable; 

f) employees who are suspended from duty are not allowed to enter any GLA 
premises or to contact any GLA employees without the prior agreement of the 
Assistant Director, Human Resources and Organisational Development; 

g) suspensions should be reviewed at regular intervals to ensure that they are still 
appropriate. 

8.2  Immediate precautionary action to suspend or transfer may also be authorised by 
a Director, Assistant Director or Head of Unit when employees make themselves 
unavailable for, or are incapable of attending to, their work.  This is separate 
from action taken in accordance with the disciplinary procedure, although such 
behaviour by an employee may require disciplinary action as well as precautionary 
measures. 

8.3 Suspension is not a disciplinary sanction and should not be used as such. 

 

Paragraphs 9 to 16 are broadly the same as existing, but with new paragraph headings 
to improve clarity and minor amendments to the arrangements for exchange of 
documentary evidence.. 

 

9 Disciplinary hearings: preliminary arrangements 

9.1 A disciplinary hearing should take place when the investigation or facts available 
warrant it.  The employee will be given reasonable time to prepare her/his case 
prior to the hearing.  The person hearing the case is referred to as the hearing 
officer. 

9.2 Where a disciplinary hearing is to be conducted, the hearing officer concerned 
must inform the employee in writing, at least five working days before the 
meeting as to: 

a) the status of the hearing and its possible consequences 

b) the nature and details of the complaint 

c) the date, time and venue of the disciplinary hearing 

d) the identity of the officer hearing the case 

e) the identity of the officer presenting the case against the employee 



f) the right to be accompanied by a trade union representative or work 
colleague employed by the GLA .  

g) the right to call witnesses and present relevant information. 
 

9.3 At least five working days before the hearing, the employee will be provided 
with: 

a) a copy of the disciplinary procedure; 

b) a copy of any other relevant documents to be referred to at the hearing, 
including witness statements where appropriate; 

c) the names of any witnesses to be called. 

9.4 If the employee wishes to present any documentary evidence to the hearing, 
 these must be made available to the Human Resources and Organisational 
 Development Unit for the information of the investigating officer, together with 
 witness statements where appropriate or the  names of any witnesses she/he 
 wishes to call, at least two working days before the hearing is due to take place.  
 The employee should also indicate whether she/he accepts as fact witness 
 statements provided by the investigating officer.  If witness statements are 
 disputed, arrangements must be made for the witnesses to attend the disciplinary 
 hearing to answer questions on their statement. If the evidence is not in dispute, 
 it may not be necessary for the witnesses to attend the hearing.  
 

10 Disciplinary hearings: scheduling meetings 

10.1 Where possible, the timing of all meetings covered by this procedure will be 
agreed with the employee.  An employee who cannot attend a meeting should 
inform the manager in advance wherever possible.  If the employee’s companion 
cannot attend on a proposed date, the employee can suggest another date so 
long as it is reasonable and is not more than five working days after the date 
originally proposed by the manager.  This five day time limit may be extended by 
mutual agreement.  If the employee fails to attend through circumstances 
outside their control and unforeseeable at the time the meeting was arranged 
(for example, because of illness), the manager should arrange another meeting.  
A decision may be taken in the employee’s absence if they fail to attend the re-
arranged meeting without good reason.  

 

11 Disciplinary hearings: conducting the hearing  

11.1 The general format of the disciplinary hearing is set out in Appendix A. 

11.2 The disciplinary hearing will be conducted by the Director, Assistant Director or 
Head of Unit or an appropriate authorised officer.  A representative from   will 
attend as an adviser to the hearing officer on procedure, employment law and 
appropriate disciplinary action.  The hearing officer will arrange for a note taker 
to attend the meeting to take notes.  The investigating officer will present the 
case for disciplinary action to the hearing officer and may be accompanied by the 
representative from Human Resources and Organisational Development who has 
assisted in the fact-finding investigation.  For the purposes of the disciplinary 
hearing, the investigating officer will be referred to as the presenting officer. 

 

12 Disciplinary hearings: reaching a decision 



12.1 Available sanctions, and the factors to be taken into account in reaching a 
decision on the appropriate sanction, are set out below.  

 
12.2 If it is decided to take formal disciplinary action, the hearing officer will inform 

the employee in writing of the following: 
 

a) the nature of the misconduct  
a) the sanction and how long it will last 

b) if the sanction is dismissal, the effective date of the dismissal and whether 
the dismissal is summary (without pay) or whether pay in lieu of notice will be 
given 

c) the likely consequences of any future misconduct  

d) the reasons for the action taken 

e) (where appropriate) the standards required of the employee to achieve 
satisfactory conduct and a statement indicating the extent to which the 
employee has failed to meet those standards 

f) the right of appeal and the procedure to be followed. 

 

12.3 The hearing officer should confirm her/his decision in writing to the employee 
 within 10 working days of the disciplinary hearing. 
 
5 Disciplinary sanctions 

As existing with the deletion of a verbal warning as a formal sanction.  Oral warnings can 
be given as an informal measure to address issues of minor misconduct.  Including this as 
a sanction in the formal process creates confusion for managers and staff, and is 
considered unnecessary as a sanction once the formal stage has been reached. 
 

    
5.1 The disciplinary sanctions available under this procedure include: 
 
(a) Written warning 

An improvement in conduct is required and the employee warned that any future 
breach of standards during the life of the warning could lead to further formal 
action, including dismissal. 

A written warning will remain on the employee’s personal file for one year, after 
which it will be removed.  

(b) Final written warning 

 The employee is warned of the intention to dismiss if there is no improvement in 
conduct or performance or if there is any further breach of standards during the 
life of the warning. 

 A final written warning will remain on the employee’s personal file for two years 
and, in exceptional circumstances, may remain on file indefinitely subject to 
review by the Assistant Director, Human Resources and Organisational 
Development.  Exceptional circumstances in this context may include where gross 
misconduct is established but the employee is not dismissed.  

(c) Transfer to lower graded post (with resultant reduction in salary) 



 This action is applicable where an employee’s conduct is no longer consistent 
with the accountabilities and behaviours expected of their current position. An 
employee transferred to a lower graded post will be appointed at the top of the 
relevant grade. 

(e) Loss of pay increments(s)  

 Payment of the next available increment will be withdrawn and payment of any 
 subsequent increments will be dependent upon achievement of a satisfactory 
 standard of conduct.  If further action for the same or a different breach has 
 been taken or is pending, this could result in any subsequent increment being 
 withheld. 

(f) Dismissal with notice 

A dismissal with contractual notice given. 

(g) Summary dismissal without notice or pay in lieu of notice 

A dismissal with immediate effect (normally for gross misconduct). 

(h) Other action agreed with employee  

For example, recovery from the employee of a contribution towards the cost of 
damage to property of and / or loss sustained by the GLA. 

 

Paragraphs 13 – 16 as existing, with minor amendments to the arrangements for 
exchange of documentary evidence 

 
13 Appeals against disciplinary action 
 
13.1 Employees have the right of appeal against any formal disciplinary action taken 

against them. 

13.2 The general format of the appeal hearing is set out in Appendix B. 
 

14 Appeals against written warnings and final written warnings 
 
14.1 Employees wishing to appeal against a written warning or final written warning 

must notify the Assistant Director, Human Resources and Organisational 
Development in writing (either individually or through their trade union 
representative) within ten working days of the date of the written notification 
confirming the disciplinary action.  The basis upon which the appeal is made 
must also be specified in writing.   

 
14.2 Appeals against a written warning or final written warning will be heard by a 

Director, Assistant Director or Head of Unit who was not involved in the original 
hearing.  A representative from the Human Resources and Organisational 
Development Unit will also be present to advise on procedure, employment law 
and appropriate disciplinary action.  

 
14.3 The decision of the Director, Assistant Director or Head of Unit hearing the 

appeal will be final and will be confirmed to the appellant in writing within five 
working days of the appeal hearing. 

 
15. Appeals against dismissal 



 
15.1 Employees wishing to appeal against dismissal must notify the Assistant Director, 

Human Resources and Organisational Development in writing within ten working 
days of the date of the written notification confirming the dismissal, setting out 
the grounds of the appeal.  

 
15.2 Appeals against dismissal will be heard by a director who was not involved in the 

original hearing.  The Head of Human Resources and Organisational 
Development  (or her/his representative) will also be present to advise on 
procedure, employment law and appropriate disciplinary action. 

 
15.3 The decision of the director hearing the appeal will be final and will be confirmed 

to the appellant in writing within 10 working days of the appeal hearing.   
 
16 Grounds of appeal and process 
  
16.1 Appeal hearings will deal only with the specified grounds of the appeal and will 

not provide an opportunity for a rehearing of the original evidence or material.  
Appeals against disciplinary action must be based on one or more of the 
following criteria: 

 
a) the decision of the original disciplinary hearing 
b) the appropriateness and/or severity of the disciplinary penalty imposed 
c) information which was not available at the time of the disciplinary hearing 

and which could significantly affect the original decision 
d) a significant failure in the way in which the disciplinary procedure was 

applied. 
 

16.2 Any appeal will be heard as soon as possible after receipt of the written 
notification of appeal. The documentation considered at the original hearing 
should be available to the person hearing the appeal. The original hearing officer 
will attend the appeal to present the reasons for his/her decision. 

 
16.3 Appellants will be entitled: 
 

a) to appear before any appeal hearing; 
b) to be accompanied by an accredited trade union representative or work 

colleague employed by the GLA; 
c) to call relevant witnesses and produce relevant information.   

 
16.4 Appellants will be given notice in writing at least 10 working days in advance of 

the time and place of hearing. Any additional documentary evidence the 
employee wishes to present in relation to the grounds of appeal must be made 
available to the Human Resources and Organisational Development  Unit for the 
information of the original hearing officer at least 10 working days before the 
hearing. 

 Any documents the original hearing officer wishes to present at the hearing 
should be made available to the Human Resources and Organisational 
Development  Unit for the information of the employee at least five working days 
before the hearing. 

 
16.6 Should any disciplinary action be withdrawn, any written reference to the 

proceedings will be removed from the employee’s disciplinary record, or the 



record amended appropriately if the sanction is changed, and the employee 
notified accordingly in writing as soon as possible. 

 
 
17. Application of the Disciplinary Procedure to Directors appointed by the 

Head of Paid Service 
 

New section to clarify specific modifications that apply. 

 
17.1 In relation to such Directors, only the Head of Paid Service may take the 

following actions (as defined, and in accordance with, the procedure): 

 -  precautionary action; 
 -  suspension; 
 -  initiate a disciplinary investigation and appoint an investigating officer; 

 - take informal action where an investigating officer considers that formal     
disciplinary action is not justified 

 
17.2 Where the Head of Paid Service decides to initiate a disciplinary investigation, 

the Head of Paid Service will appoint either the Monitoring Officer or Chief 
Finance Officer to carry out the investigation.  The Hearing Officer will be 
whichever of these two Statutory Officers has not conducted the investigation.  

 
17.3 Any appeal will be heard by the Head of Paid Service. 
 
 

 New section to clarify specific modifications that apply. 

 

18. Application of the Disciplinary Procedure to Head of Paid Service  
appointees managed by Mayoral appointees 

 

New section to clarify provisions that apply to specific staff 

 
 
18.1 Mayoral appointees may undertake investigations and conduct disciplinary 

hearings relating to Head of Paid Service appointees in accordance with this 
procedure, except where the potential outcome is one of dismissal. 

 
18.2 When it becomes apparent that dismissal may be an appropriate outcome, the 

manager will refer the matter to the Executive Director of Resources, who will 
make arrangements for the disciplinary hearing to be dealt with by a Head of 
Paid Service appointee or other appropriate individual instead.   In the event of 
an appeal against dismissal, the hearing officer will also be a Head of Paid Service 
appointee. 

 
18.3 Mayoral appointees may give evidence in disciplinary investigations and hearings                                            
 regardless of the potential outcome, in compliance with this procedure. 
 

 
 
 



 
19. Records 
 

As existing 

 
19.1 Records will be kept, detailing the nature of any breach of disciplinary rules, the 

action taken and the reasons for it, whether an appeal was lodged, its outcome 
and any subsequent developments.  Disciplinary records will be kept securely by 
the HR Unit. These personal records will be carefully safeguarded and kept 
confidential except to the extent that this would conflict with the right of 
individual employees to have access to their own personal records under the Data 
Protection Act, the Freedom of Information Act or any subsequent or amending 
legislation. 

 
19.2 All disciplinary action will be recorded in the employee’s personal file.  Should 

any such action be withdrawn, the employee and, where appropriate, the trade 
union representative concerned will be notified accordingly in writing and any 
written reference removed from the employee’s staff record. 
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Appendix A 

As existing 

 
Disciplinary hearing procedure 

1. The officer conducting the appeal (referred to as the Hearing Officer) should 
introduce all parties present, explain the purpose of the hearing and state the 
complaint against the employee.  The Hearing Officer should ensure that everyone 
has the documentation that will be referred to at the hearing and that no 
additional documents are to be presented.  Both parties should be asked if they 
intend to call witnesses.  If the employee is unaccompanied, the Hearing Officer 
will confirm that the employee has the right to be accompanied by an accredited 
trade union representative or work colleague employed by the GLA and ask the 
employee to confirm that they are happy to proceed with the hearing 
unaccompanied. 

 
2. The employee should be asked whether she/he admits or denies the allegations.  If 

the employee admits the allegations, she/he may present any mitigating 
circumstances to the Hearing Officer.  The Presenting Officer (who will usually be 
the person who carried out the investigation), and then the Hearing Officer may 
question the employee about the mitigating circumstances.  The procedure set out 
from paragraph 4 below will then apply. 
 

3.  If the employee denies the allegations, the following procedure will operate: 
 

3.1 The Presenting Officer will present the case. 
 
3.2 The other parties may question the Presenting Officer on the presentation in the 

following order: 

 the employee or her/his trade union representative or work colleague 

 the Hearing Officer 
 

3.1 The Presenting Officer may then call witnesses who will be questioned in the same 
order. 

 
3.4 The employee or her/his trade union representative or work colleague will then 

present their case and call witnesses.  
 
3.5 The other parties may then question the employee on the presentation, and any 

witnesses in the following order: 

 the Presenting Officer 

 the Hearing Officer 
 

4. The employee or their trade union representative or work colleague will sum up 
their presentation (without introducing any new evidence) and the Presenting 
Officer will then sum up their presentation.  

 
5. The Hearing Officer will then ask both sides to withdraw and will reach a decision 

on the basis of the evidence presented in the course of the hearing.  The Hearing 
Officer may call an adjournment to enable him/her to consider the decision more 
fully. 

 



6. Once a decision has been reached, the Hearing Officer will inform both parties of 
the decision.  The decision should be confirmed in writing to the employee within 
five working days and copied to the employee’s representative and to the 
Presenting Officer. 

 
7.  The Hearing Officer retains the right to recall witnesses at any stage if clarification 

is required.  In addition, the Hearing Officer may require that other witnesses or 
evidence should be produced in order to ensure that all the necessary facts can be 
considered before making a decision on the case.  The Hearing Officer may decide 
to adjourn the hearing to allow for this if necessary.  



Appendix B 

As existing  

Disciplinary appeal hearing procedure 

1.The officer hearing the appeal (referred to as the Appeal Hearing Officer) should 
introduce all parties present and explain the purpose of the hearing. The Appeal Hearing 
Officer  should ensure that everyone has the documentation that will be referred to at 
the hearing and that no additional documents are to be presented.  Both parties should 
be asked if they intend to bring witnesses.  If the employee is unaccompanied, the 
Appeal Hearing Officer will confirm that the employee has the right to be accompanied 
by an accredited trade union representative or work colleague employed by the GLA and 
ask the employee to confirm that they are happy to proceed with the hearing 
unaccompanied. 
 

2.  The appellant or their trade union representative or work colleague should present 
the grounds for the appeal. 

3  The other parties may then question the appellant on the grounds of appeal in the 
 following order: 

 the original Hearing Officer 

 the Appeal Hearing Officer 

4. The appellant may then call any witnesses who will be questioned in the order 
 outlined above. 

5. The Hearing Officer will then respond to the appeal, setting out the justification 
for his/her original decision. 

6. The other parties may then question the Hearing Officer in the following order: 

 the appellant or their trade union representative or work colleague 

 the Appeal Hearing Officer  

7. The Hearing Officer may then call any witnesses who will be questioned in the 
order outlined above. 

8. The Hearing Officer, followed by the appellant will then sum up their respective 
 cases without introducing any new evidence. 

9.  The Appeal Hearing Officer will then ask both sides to withdraw in order that s/he 
can consider her / his decision. 

10. Once a decision has been reached, the Appeal Hearing Officer will inform both 
parties of the decision.  The decision should be confirmed in writing to the 
employee within five working days and copied to the appellant’s representative and 
to the original Hearing Officer. 
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