Restricted once complete

Template
Management Statement of Case

Disciplinary Hearing

(Name)

(Location)

(Date and time)

1 Employee and Officer details

	Name of employee


	

	Employee payroll number


	

	Position


	

	Status


	Established, temporary or relief

	Hours per week


	

	Workbase location


	

	Date of appointment to role


	

	DCC start date


	

	Work history summary


	

	Relevant considerations


	e.g. written warning previously issued on (date) or currently suspended from duty since (date) 

or resigned on (date) etc or X is a trade union representative, any police involvement

	Trade Union representative


	

	Investigating and presenting officer


	

	Disciplinary hearing officer


	

	Disciplinary hearing HR Advisor


	

	Witnesses to be called


	


2 Background Information

Any background information about the case or the person involved to set the context.

3 Summary of Allegation(s)

A summary of the allegation(s) so that the issues to be dealt with are clear.  

4 Investigation/Findings

A description of how the allegation came to light and what you have done to investigate the issues, whom you have seen and what you have discovered.  Summarise the evidence collected e.g. from the employees’ investigatory interview, witness statements, documentary evidence.  Outline the employee’s response /explanation to the allegation(s).   Emphasise why the breach of conduct is important and the impact on the council and service users.  Explain whether you feel that the employee should be fully aware of the requirements of good practice, DCC procedures, codes of practice etc.  Include any mitigation offered by the employee during the investigation.

It is often best to tackle this in chronological order but if you have several allegations, you may wish to deal with each one separately.  This section is likely to be the longest.

5 Summary and Conclusions

Having completed the investigation this is where you sum up and put what conclusions you have reached about whether or not the allegations were proven 
6 Recommendations

What you think should happen next – no case to answer if the allegations are unfounded, or proceed to hearing if you think allegation(s) have been proven.  If you think there is some validity to the allegations but there are also sufficient mitigating circumstances, you may wish to recommend that the matter is dealt with via a formal or informal performance improvement process.  State if you think the allegation(s) amount to gross misconduct, which could lead to dismissal.  (The final decision is with the hearing officer)
7 List of appendices

	Appendix 1
	e.g. Extract from supervision notes dated X

	Appendix 2
	e.g. Letter from service user dated X

	Appendix 3
	e.g. Witness statement from X 

	Appendix 4
	e.g. Notes from investigatory meeting

	Appendix 5
	etc.


8 Appendices

Include all the detailed evidence in the appendices and refer to it at the appropriate point in paragraph 4.  If the evidence is very detailed, highlight the salient point – e.g. if you have provided a copy of someone’s flexi time highlight the entries which are pertinent to your case.

9 General Points
Consider the use of a glossary as an appendix if the statement of case refers to acronyms or requires technical explanation – do not assume that the hearing officer will necessarily be familiar with all the technicalities of the case.

If the case documentation involves service users use initials to refer to them to protect confidentiality as far as possible.

All the evidence you are relying on to make your case needs to be included in the statement.   

