[image: ]
Appendix 13

PROCEDURE FOR ATTENDANCE HEARING/OR LONG-TERM ABSENCE HEARING 
					 
At the Hearing, the following procedure will be observed:

· The Chairperson of the Panel carries out introductions, identifying the role of each person, and explains the format of the meeting

· The manager or his/her representative shall state the management case and call any witnesses (if appropriate)

· The employee or his/her representative and members of the Panel shall be entitled to question any witnesses called

· The manager or his/her representative may re-examine the witnesses on any matters referred to in their examination by members of the Panel or by the employee or his/her representative

· The employee or his/her representative and members of the Panel shall be entitled to question the manager or his/her representative.

· The employee or his/her representative shall state his/her case and call any witnesses (if appropriate)

· The manager or his/her representative and members of the Panel shall be entitled to question any witnesses called

· The employee or his/her representative may re-examine the witnesses on any matters referred to in their examination by members of the Panel or by the manager or his/her representative

· The manager or his/her representative and members of the Panel shall be entitled to question the employee or his/her representative.

· The manager or his/her representative shall sum up

· The employee or his/her representative shall sum up last

· The Panel may at their discretion adjourn the meeting in order that either party may produce further evidence

· The manager/employee and their representative shall withdraw

· The Panel will re-call the manager/employee and their representative to give the outcome of the meeting
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