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1. Introduction 

This document sets out Northern Devon Healthcare NHS Trust’s system for 
managing staff leaving the Trust, including those wishing to retire and return. 
It provides a robust framework to ensure a consistent approach across the 
whole organisation. 

 

2. Purpose 

The purpose of this policy is to provide guidance for managers and 
employees who are leaving the Trust including those wishing to retire and 
return, and to ensure that a standard and consistent approach is adopted. 

This policy applies to all staff employed within the Trust who are leaving 
through resignation, retirement, end of fixed term contract, redundancy and 
dismissals.  It also applies, as appropriate, to volunteers, agency staff, self-
employed consultants and contractors on term contracts. 

Implementation of this policy will ensure that: 

 A consistent approach is adopted 
 The Trust is provided with feedback as to why staff are leaving 
 All Trust property is returned 
 The correct departments are informed of leavers such that security of 

patient records and Trust premises can be maintained. 
 

3. Definitions 

Leaver 

3.1. Someone who is at the end of a formal contract of employment with the Trust. 
It also applies, as appropriate, to volunteers, Trust engaged bank workers, 
agency staff, self-employed consultants and contractors on term contracts. 

Notice Period 

3.2. The formal period of time required to be provided by a member of staff of 
their intention to leave the Trust and the Trust’s employment. 

The formal period of time required to be provided to a member of staff that 
they will be leaving the Trust and/or the Trust’s employment.  
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ID Badge 

3.3. Northern Devon Healthcare NHS Trust identification badge which is issued to 
all members of staff and volunteers. 

Retire and Return  

3.4. A leaver who is retiring and has been successful in their application to return 
to work for the Trust.  

Working Days 

3.5. For the purposes of the timescales within the Appeals Procedure at Appendix 
C of this Policy only the expression ‘working day’ refers to Monday  through 
Friday and does not include Saturdays or Sundays. 

 

4. Responsibilities  

Role & Responsibilities of the Director of People   

4.1. The Director of People is responsible for ensuring that this policy is 
disseminated to all managers to ensure that a consistent approach is applied 
to all leavers. 

Role & Responsibilities of the HR Department 

4.2. The HR Department (ESR Team) is responsible for producing a monthly list of 
leavers to be provided to the Facilities Directorate to prompt cancellation of 
the employee’s access card. 

To receive Exit Questionnaire data; this will enable the Directorate to have a 
central overview of the reasons for leaving. 

Role & Responsibilities of the Payroll Department  

4.3. The Payroll Department is responsible for processing Termination Forms and, 
for returning retirees the Payroll Department will also process the 
Appointment Form. The Payroll Department will notify IT and Facilities where 
staff who are leaving are known to be being re-engaged within a 3 month 
period of leaving e.g. retiring and returning.  

Role & Responsibilities of Facilities Department  

4.4. The Facilities Department is responsible for ensuring that access to secure 
areas within the Trust’s premises is managed so that only appropriate staff 
can gain access to restricted areas. 



 Leavers Policy - Including Retirement & Return  

HR   
  Page 6 of 23 

Role & Responsibilities of IT Department   

4.5. The IM&T Department is responsible for prompt processing of leavers 
information to maintain security of patient records and all electronic systems 
in use by the Trust at the time. 

Role & Responsibilities of Line Managers   

4.6. The Line Manager is responsible for: 

 Completing the checklist for line managers which, once completed must 
be placed in the employee’s personal file (attached at Appendix A).  This 
must be completed for all employees leaving the Trust including those who 
have been successful in their request to retire and return. 

 Ensuring that the Notice of Termination Form is completed and submitted 
to the Payroll Department in a timely manner.  This must be done prior to 
the employee’s last day attending work for the Trust and must include the 
employees personal email address (unless the employee declines to 
provide this), in order for the Exit Questionnaire link to be sent.  

 Ensuring that the employee’s resignation is formally acknowledged 
(template letter at Appendix B).  

 Notifying the IM&T Department as necessary (see 4.5.2). 
 Notifying Finance Department as necessary (see 4.5.3). 
 Notifying Facilities as necessary (see 4.5.4). 
 Notifying Occupational Health as necessary (see 4.5.5).  
 Ensuring that ID badges and, where appropriate Smartcards are returned. 
 Ensuring all Trust equipment and property issued has been returned.  For 

returning pensioners this may include the manager retaining the 
equipment and property during the break in employment and re-issuing 
this on the individual’s return to work under their new contract of 
employment. 

 Applying for any Retirement Award (e.g. for staff TUPE transferred from 
NHS Devon) that the employee may be entitled to on retirement.  Note this 
must be applied for when the employee retires even if they are intending 
to return and cannot be processed for employees who retire and return 
and then leave the Trust at a later date. 
 

4.6.1. Notice of Termination Form 

The Line Manager must complete a termination form and supply this to 
the Payroll Department in a timely manner.  This form should be used 
only when an employee will be terminating their employment in the 
Trust and not for employees undertaking internal transfer or 
redeployment where a Change of Circumstances Form should be 
used.   
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The Termination Form must be completed and submitted to payroll as 
soon as the date of termination is known, in order to avoid the 
possibility of an over-payment. 

All Termination Forms must be submitted prior to the employee’s last 
day attending work (may be different from last day of employment) so 
that access rights to the Electronic Health Record (EHR) and secure 
departments can be terminated promptly where access is managed via 
the Electronic Staff Record (ESR) system. 

If the employee is retiring and is a member of the NHS Pension 
Scheme, it is essential that the termination form is raised as soon as 
the employee notifies the Trust of their resignation, as three months’ 
notice is required to process pension payments by the Pensions 
Agency. Six months’ notice is advised.  

NOTE. Where an individual is retiring and returning, a termination form 
must be completed to action their retirement and an appointment form 
must be completed to action their re-engagement.   

The Trust will consider support for flexible retirement where this is in 
the interests of service provision.  Line Managers should discuss this in 
detail with the employee and refer to the HR Operations Team as 
necessary where employees wish to take their NHS pension and return 
to work. 

4.6.2. Notification to the IM&T Department  

The Line Manager ESR provides a prompt to notify IM&T to cancel the 
employee’s email account and arrange to delete details from the global 
telephone list and departmental web pages.  ESR will also be the 
governing point for access to patient Electronic Health Records and 
therefore employees leaving the Trust must be terminated by payroll 
and IT notified to ensure the security of access of electronic systems 
into the future. 

It is particularly important that IT are notified by Payroll where  retiring 
staff are approved to return to enable them to manage these 
individual’s IT accounts etc. appropriately.  

4.6.3. Notification to the Finance Department  

If the employee is recorded on the Trust Authorised Signatory list, the 
Line Manager must notify Finance of the termination date. 

4.6.4. Notification to the Facilities Department - Security Concerns 

Where the manager has any concerns over the department’s security 
when an employee leaves they should: 
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 Request code changes for digital locks through Facilities 
helpdesk. 

 Review present security processes in place. 

 Contact the Trusts Fire & Security Advisor for advice. 

 Complete a Datix where there are serious concerns. 

Under normal circumstances it is anticipated that the manager retaining 
the employee’s ID Badge on which swipe access to restricted 
departments has been enabled will be sufficient. 

4.6.5. Occupational Health 

The Line Manager must ensure that Occupational Health are advised if 
an employee who is known to be accessing occupational health 
services tenders their resignation.  This is to prevent appointments 
being offered after the last date of employment.  The employee will be 
entitled to continue to attend appointments with Occupational Health, 
for example for counselling, until their last day of employment with the 
Trust.  

4.6.6. ID Badges, Swipe Access cards and Smartcards 

The Line Manager must ensure that the employee returns their ID and 
swipe access cards on their last day, or immediately afterwards, 
together with any Trust equipment/property they may have been issued 
with. 

A monthly list of leavers is produced by the ESR Team within the 
Workforce Development Department, which is sent to Facilities to 
prompt cancellation of the employee’s ID access card.  The ID card 
should be destroyed by the manager or put in the personnel file of the 
ex-employee. 

If the employee is leaving NHS employment the NHS smartcard must 
be retained by the Trust and placed in the personnel file of the ex-
employee. If continuing in NHS employment the employee should 
retain the smartcard.  

The correct management of these cards will become increasingly 
important due to the implementation of the patient Electronic Health 
Record as access to systems and restricted departments will 
increasingly be afforded through ID and Smartcards.  

4.6.7. Trust Issued Items and Equipment 

The Line Manager should ensure the following issued items and 
equipment are returned to the line manager or the relevant department: 
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 Name (ID) badge(s) 

 Swipe Access cards 

 NHS Smartcard (only if moving to a Non-NHS employer). 

 Car parking permit  

For staff based in Northern Devon this should be taken to the 
Sodexo office on level 0 with the parking pass and windscreen 
sticker for refund of the £10 deposit. 

For staff based in Eastern Devon the parking permit should be 
returned to the relevant Hospital Business Manager 

 Keys including desk keys, medicine cabinet and locker keys and 
any other keys issued to or retained by the individual 

 Mobile telephones 

 iPads / Tablets 

 Laptop Computers and any other IT equipment 

 Memory sticks 

 Uniforms 

 Library books 

 Any protective clothing/equipment issued by the Trust 

 All and any other issued Trust property 

4.6.8. Exit Questionnaire/Interview 

A link to the electronic exit questionnaire will be sent by e-mail to all 
staff leaving the Trust.   

The line manager will offer the opportunity of an exit interview to the 
employee to fully understand the employee’s reason(s) for leaving.  
Where the employee would prefer to meet with an alternative person, 
e.g. a senior manager or representative from the HR Department this 
will be facilitated wherever possible; alternatively this contact may be 
made by telephone.  It is the employee’s choice whether or not they 
attend an exit interview and they cannot be compelled to do so. 
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Employees who choose to have an exit interview should also be sent a 
link to the Exit Questionnaire. This will afford the employee the 
opportunity to provide their feedback independently to the HR 
Department.  

The information provided will be used to identify areas where the Trust 
needs to make improvements, take action on feedback to improve 
patient care, take action on feedback to improve the working conditions 
for existing and future staff, highlight areas of good practice and other 
areas which may require attention. This will help to improve recruitment 
and retention rates and promote improved patient care.  Where 
appropriate a member of the HR team may make contact with the 
employee to discuss their Exit Questionnaire. 

 

Role & Responsibilities of Staff  

4.7. The responsibilities of staff who are leaving the Trust are: 

 to ensure that they notify their line manager in writing of their intention to 
leave 

 to provide the appropriate notification period and  
 to ensure that they return all Trust issued items 

Employees leaving the Trust are requested to complete an Exit Questionnaire 
the link for which will be sent to their personal email address. The 
questionnaire data will be only available to the HR department for analysis.  

 

5. Notice Periods 

The period of notice which employees are required to give the Trust is 
outlined in their Statement of Terms and Conditions of Employment (or, for 
NHS Devon TUPE’d staff, as varied by the Notice Period Policy). 

Employees who fail to give the requisite period of notice may forfeit the 
balance of their outstanding annual leave entitlement, unless otherwise 
agreed by the Trust.   

In addition, where the contractual notice period required is greater than the 
annual leave outstanding, the Trust reserves the right to deduct from the 
employee’s final pay, a sum equivalent to the short fall in the notice period. 
This will be outlined to staff in writing upon receipt and acceptance of their 
resignation. 

The Trust reserves the right to pay in lieu of notice. 
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6. Annual Leave 

The Trust’s Annual Leave Policy details annual leave entitlement for staff 
leaving the Trust – this is based on the Agenda for Change national terms & 
conditions. 

 

7. Recovery of Outstanding Overpayments 

Employees who may be repaying any salary overpayments by instalment 
should expect the balance to be deducted wherever possible from their final 
pay. The Trust will require any further outstanding monies to be paid with 
immediate effect. Should this cause significant financial hardship the 
employee should contact Payroll in the first instance to discuss. 

Employees who have entered into any Salary Sacrifice arrangement should 
expect the balance to be deducted where possible from their final pay. The 
Trust will require any further outstanding monies to be paid with immediate 
effect. Should this cause significant financial hardship the employee should 
contact Payroll in the first instance to discuss. 

 

8. Medical and Nursing Staff 

All bleeps and pagers must be returned to switchboard on last working day. 

All Junior Doctors and Locums must hand in their ID cards to the Medical HR 
Department. The ID cards must be put on the personnel file or destroyed. 

Consultant staff must hand their ID cards to their secretaries, who will inform 
the HR department so that the name can be added to the monthly leavers list 
sent to Facilities. The ID cards must be put on the personnel file or destroyed. 

 

9. Retirement 

Notice  

9.1. When an employee has decided to retire they are requested to give the Trust 
as much notice as possible but at the very least in accordance with their 
Contract of Employment.  Any notice must be given in writing to their Line 
Manager. 
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Pension 

9.2. Where an employee wishes to apply for their NHS pension, they should 
contact the Pensions Officer at least 4 months prior to the effective date.  It 
should be noted that the Pensions Agency require at least 3 months’ notice to 
process pension payments (they prefer 6 months’ notice) otherwise payment 
of pension benefits may be delayed. It is therefore important that staff are pro-
active in ensuring their documentation is submitted in a timely manner.  It is 
the responsibility of the employee to ensure they apply for their pension.  

Retirement Awards 

9.3. For any staff entitled to a retirement award (e.g. staff TUPE’d from NHS 
Devon) application must be made for the award at the time of their retirement 
from the role which generates their pension.  Any application made at a later 
date, for example after someone has retired and returned, worked for two 
more years and then resigned again from the Trust, will not be processed as it 
will be out of time. 

 

10. Retirement and Return to Work  

Retiring and Returning to Work  

10.1. There is no automatic right to retire and return to the Trust. 

The procedure relating to retiring and returning is as follows: 

10.1.1. Employee makes a written application to retire and return 

10.1.2. The line manager will give consideration to the request and identify 
whether this can be supported by the Trust 

10.1.3. The line manager will submit the application to the relevant vacancy 
approval process in place at that point in time and as appropriate for the 
type of employee (front line clinical, administrative etc.) 

10.1.4. The vacancy approval panel will provide their decision on whether or 
not the request to retire and return was approved.  

10.1.5. The decision to approve or decline the application will be 
communicated to the employee via their Manager. 
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Consideration must also be given by the line manager and senior 
management to whether an employee wishing to retire and return who cannot 
be accommodated within their original department for business reasons could 
be suitable for posts in other areas of the Trust.  If it is considered that this 
may be feasible then the line manager should support the employee to apply 
for alternative posts within the Trust.    

Any employee wishing to do so may apply to return to the Trust through 
joining any Trust run Bank following the mandatory two week break in 
employment. 

Approved Requests 

10.2. Where approval for an employee to retire and return to work has been 
authorised a mandatory break of at least two weeks between termination of 
previous role and start of new role must be taken.  

All annual leave must be taken prior to retirement, or if the service cannot 
enable this then the leaving date calculated for pension purposes must be 
followed by the mandatory two week break. No annual leave can be carried 
forward into the new employment contract.  Actual dates will be determined by 
payroll assignment records.   

If the employee is a member of the NHS pension scheme, upon return to work 
they cannot exceed 16 hours per week of NHS work for one full calendar 
month from date of retirement.  Please note that 4 weeks is not sufficient. 

If agreed, where weekly contracted hours following the calendar month from 
date of retirement are to exceed 16 hours per week, a change of 
circumstance form will be required to increase the hours from the agreed 
date. 

Employees and/or line managers must contact the Trust’s Pensions Officer if 
there is any lack of clarity as to the procedure. 

Line managers must complete a termination form and provide this to payroll 
promptly.  Line managers must also send a copy of the termination form 
together with the offer of employment form and any change of circumstances 
form for the longer term to the HR Recruitment team when a request to retire 
and return has been granted.  

Rejection of Request 

10.3. While all requests to retire and return to work will be duly considered, 
approval should not be assumed as there is no automatic right to retire and 
return.  
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Where a request is rejected either by the line manager or at the vacancy 
approval panel stage clear objective reasons for the rejection must be 
provided.   

Reasons for rejecting an employee’s application will be service reasons, such 
as: 

 The burden of additional costs 
 Detrimental effect on the ability to meet service demands. 
 Inability to re-organise work amongst existing staff 
 Inability to recruit extra staff 
 Detrimental impact on quality 
 Detrimental impact on performance 
 Planned organisational changes 

Where it has not been possible for an employee wishing to do so to return to 
their original department consideration must be given by line and senior 
management to other options (see 10.1 above).  

Right of Appeal 

10.4. If the request is rejected the employee has a right to appeal.  All appeals will 
be dealt with in accordance with the procedure set out in Appendix C.  

Repeated Applications 

10.5. The employee will not be able to make another formal request to retire and 
return until 12 months after the date of their original / last application. 

 

11. Monitoring Compliance with and the Effectiveness of 
the Policy 

Process for Implementation and Monitoring Compliance and 
Effectiveness 

11.1. Monitoring compliance with this procedure will be the responsibility of the HR 
department. This will be undertaken by reviewing the returns versus the list of 
leavers to ensure that all staff are provided with the opportunity to complete 
an exit questionnaire. 

Where non – compliance is identified support and advice will be provided by 
the HR Team to improve practice.  

Standards/ Key Performance Indicators 

11.2. Key performance indicators comprise: 
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 Supervision and leadership  
 Employees use of resources  
 Equality and Diversity 
 Whistleblowing 

 

12. Equality Impact Assessment  

The author must include the Equality Impact Assessment Table and identify 
whether the policy has a positive or negative impact on any of the groups 
listed.  The Author must make comment on how the policy makes this impact.  

Table 1: Equality impact Assessment 

Group 
Positive 
Impact 

Negative 
Impact 

No 
Impact 

Comment 

Age X   

The Policy sets out 
a clear process for 
staff wishing to 
retire and return to 
work 

Disability X    

Gender   X  

Gender Reassignment   X  

Human Rights (rights 
to privacy, dignity, 
liberty and non-
degrading treatment), 
marriage and civil 
partnership 

X   

 

Pregnancy X    

Maternity and 
Breastfeeding 

X   
 

Race (ethnic origin)   X  

Religion (or belief)   X  

Sexual Orientation   X  

 

13. Associated Documentation 

 Acting Up and Secondment Policy  
 Annual Leave Policy (Agenda for Change) 
 Annual Leave Policy (for Medical & Dental staff)  
 Whistle blowing 
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Appendix A – Leavers Checklist 

(To be completed by Line Manager and placed in personal file) 

Action Required on receipt of resignation 
Date 

Actioned 
Date 

Completed Initialled 

Resignation received in writing, including reason for 
leaving 

   

 
Notice period discussed and agreed 

   

 
Annual leave outstanding/shortfall discussed and 
agreed 

   

Repayment of any Arrears/Overpayment still owing to 
the Trust (where appropriate) discussed and agreed 

   

Repayment of any Salary Sacrifice balance still owing 
to the Trust (where appropriate) discussed and 
agreed 

 
 

 

Forwarding address for P45 checked for inclusion on 
the Termination Form 

   

New employer details confirmed for inclusion on the 
Termination Form 

   

Termination form completed and submitted to Payroll 
Department, ensuring contains employees personal 
email address (unless the employee declines to 
provide this) 

   

 
If retiring, termination form completed as soon as 
possible - ideally 4 months prior to retirement date 

   

 
If retiring and returning following vacancy approval 
process, send original termination form and offer of 
employment form and any change of circumstances 
form to uplift hours after first calendar month to 
Payroll.  Copy to Recruitment Team 

   

Letter acknowledging resignation completed  
   

 
Exit interview offered by line manager 

   

Facilities/ Accommodation office informed (if 
applicable) 

   

Occupational health informed (if applicable) 
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Work permit cancelled (if applicable) 
   

IT department informed.  Particularly important if 
employee is to retire and return. 
 

   

If an Approved Signatory, Finance Department to be 
informed  
 

   

Application for any retirement award payable 
completed (for TUPE’d NHS Devon staff only) 

   

Employee reminded to print off payslips if required, as 
ESR will not be accessible once they have left 

   

Action Required on last working day 
Date 
Actioned 

Date 
Completed Initialled 

 
Bleeps / phones / pagers etc returned to issuing 
department as required 

   

 
ID badges/ access swipe badges and Smartcard 
collected from the employee  

   

Uniforms and any protective clothing / equipment 
returned 

   

 
Car parking permit returned (to Sodexo or Hospital 
Business Manager) 

   

 
All Trust keys returned 

   

 
All Trust issued IT equipment including iPads, 
Tablets, Laptops, Memory Sticks etc returned 

   

 
Any and all Trust property returned 

   

Any other actions taken: (identify below) 
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Appendix B – Acknowledgement of Resignation/Exit Interview Letter to 
Employee 

PERSONAL 

To employee at home address 

Northern Devon Healthcare NHS Trust 
 

Date: 

Dear  

I am writing to formally acknowledge your resignation from Northern Devon Healthcare NHS 
Trust’s employment.  In accordance with the notice period required under your terms and 
conditions of employment, your last working day will be [date]. 

The Trust is keen to understand why employees leave the organisation.  If you would like to 
meet with me to discuss the reason(s) for your leaving the Trust, please let me know.  If you 
would prefer to meet with a senior manager or a member of the HR Department then I can 
facilitate that for you; it may be that conversation will take place over the telephone. 

In addition, the Trust asks that you complete an Exit Questionnaire.  There are a number of 
key reasons why the Trust wants you to do this and these include: 

 Taking action on the feedback we receive to improve patient care. 

 Giving staff an opportunity to provide feedback on what they liked and did not like 
about their employment, identifying the areas where the Trust needs to make 
improvements. 

 Taking action on the feedback we receive to improve the working conditions for 
existing and future staff. 

 Highlighting areas of good practice and other areas which may require attention. 

 Improving recruitment and retention rates. 
A link to the exit questionnaire will be sent to your personal email address.  

The HR Department ask that you fully complete the questionnaire..  If you have raised any 
concerns then a member of the HR Operations Department may use the information to 
address any issues and may contact you to discuss them. Thank you very much for taking 
the time to complete the questionnaire. 

I would like to thank you for your hard work and commitment to the Trust during the time that 
you have worked with us and to wish you well for the future. 

Yours sincerely 

 

Line Manager’s signature block 
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Appendix C – Appeal Procedure for Retire & Return applications which are 
refused 

1 Lodging an Appeal 

1.1 All appeals must be lodged in writing to the Director of People and be received within 
10 working days of the date of the meeting where the decision under appeal was 
notified, unless a longer timeframe is agreed at the original meeting.   

All appeals must also be copied to the manager who made the initial decision.  

In the exceptional circumstances where the outcome of a retire and return request 
was not given at the meeting and was only notified in writing then the deadline shall 
be 10 working days from the date of the letter/communication containing the outcome 
of the meeting at which the request to retire and return was considered.   

The date by which the written notice of appeal must be lodged with the Director of 
People should be stated in the letter confirming the outcome of the meeting at which 
the request to retire and return was considered. 

1.2 The written appeal must include a clear and detailed statement of the issues such 
as:-  

 Whether the procedure was followed correctly 

 Whether the action taken or outcome reached was fair and reasonable 

 Whether the action taken or outcome reached was within the band of 
reasonable responses 

The written appeal should include the employee’s desired outcome.  

  

2 Responding to an Appeal 

2.1 The Director of People will acknowledge receipt of the appeal and will put in place 
arrangements for the appeal hearing to be held.  

2.2 All appeals lodged will be heard as soon as possible, ideally within 28 working days 
 from the date that the appeal notification is received, unless an extension to this 
 period is agreed by both parties.  

 

3 Right to be accompanied  

3.1 The employee has the right to be accompanied by either a Trade Union 
representative or a workplace colleague at the appeal hearing.  

3.2 The manager who made the initial decision (the Trust’s representative at the appeal) 
may be accompanied by an HR Representative.  

 

4 Constitution of the Appeal Panel 

4.1 An Appeal Panel will be selected specifically for the appeal; membership will 
normally be a Senior Manager (not previously involved in the decision making) and a 
Human Resources representative. 

4.2 The senior manager will act as Chair.  
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5 Appeal Hearing Procedure 

All Appeal Hearings will be undertaken in accordance with the following process:- 

5.1 General provisions: 

Any evidence from the employee in support of their appeal must be provided at least 
7 working days before the appeal hearing. If the management side wish to make a 
written response to the information provided by the employee this must be submitted 
no later than 2 working days prior to the hearing. 

Consideration should be given to the provision of an interpreter or facilitator if there 
are understanding or language difficulties on the part of the employee.  This person 
may need to attend in addition to the trade union representative or workplace 
colleague though ideally one person should carry out both roles. 

Provision should be made for any reasonable adjustments to accommodate the 
needs of a person with disabilities.  

The Trust may at its discretion choose to make a digital audio recording of the 
proceedings at the Hearing. Alternatively notes will be taken and this may include a 
note-taker being present at the Hearing.   

5.2 Introductions: 

 The Chair of the Panel will:  

 introduce the panel and then ask the employee and management sides to 
introduce themselves  

 confirm the Hearing is being held in accordance with the Trust’s Leavers 
Policy 

 summarise the steps below 

 explain any housekeeping issues 

 check that both sides are in possession of all paperwork pertinent to the case 

 summarise the grounds of appeal to set the scene. 
 

5.3 The Case in support of the Employee: 

The employee or their representative shall put their appeal case to the Hearing 
Panel, in the presence of the Trust’s representative ie management side. The 
employee may call witnesses in support of their case. 

The Trust’s representative shall have the opportunity to ask questions of the 
employee, their representative and any witnesses.   

In circumstances where the Trust’s representative wishes to ask questions of any 
witnesses, these should be directed through the Chair of the Panel. This is to avoid 
the witness feeling harassed or intimidated by cross questioning. It is for the Chair of 
the Panel to decide whether questions can be allowed. 

The Hearing Panel shall have the opportunity to ask questions of the employee, their 
representative and any witnesses. 

The employee will have the opportunity to ask their witnesses further questions on 
any matter that has been raised in this stage of the hearing. 

Witnesses for the case in support of the employee will be present only when required 
to be and shall withdraw immediately afterwards. However, if necessary, they must 
be readily available for recall until the Hearing is concluded. 

5.4 The Case in support of the Trust 
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The Trust’s representative will present the Trust’s management case to the Hearing 
Panel, in the presence of the employee and their representative, and may call 
witnesses. 

The employee or their representative will have the opportunity to ask questions of the 
Trust’s representative and any witnesses they have called.  

In circumstances where the employee and/or their representative wish to ask 
questions of any witnesses, these should be directed through the Chair of the Panel. 
This is to avoid the witness feeling harassed or intimidated by cross questioning. It is 
for the Chair of the Panel to decide whether questions can be allowed. 

The Hearing Panel will have the opportunity to ask questions of the Trust’s 
representative and any witnesses. 

The Trust’s representative will have the opportunity to ask their witness further 
questions on any matter that has been raised in this stage and the stage above. 

Witnesses for the case in support of the Trust will be present only when required to 
be and shall withdraw immediately afterwards. However, if necessary, they must be 
readily available for recall until the Hearing is concluded. 

5.6 Summing Up 

The Trust’s representative will have the opportunity to sum up their case if they so 
wish. 

The employee or their representative will have the opportunity to summarise their 
case or speak last. 

Neither party may introduce any new evidence/information at this stage. 

5.7  Adjournments 

Either side may request an adjournment during the appeal hearing and should do so 
if time is needed to gather thoughts or if things take an unexpected turn. Permission 
should be sought through the Chair who will give timescales for adjourning and 
reconvening. 

The Hearing Panel may at their discretion adjourn the Hearing in order that further 
evidence may be produced by either party, or adjourn for any other reason. 

During an adjournment, the employee, their representative, the Trust’s representative 
and all witness shall withdraw. 

5.8 Reaching a decision: 

Nothing stated above will prevent the Hearing Panel from seeking amplification on 
any statement made or from asking questions to ascertain whether statements will be 
supported by evidence. 

Where it is identified that insufficient evidence has been submitted to support the 
case, or that a decision cannot be made due to lack of material evidence, then the 
Hearing Panel have the right to suspend a decision until appropriate evidence is 
provided. In such circumstances, the hearing will be reconvened at the earliest 
opportunity or the final decision will be communicated in writing. 

The Hearing Panel will deliberate in private only recalling both parties to clear points 
of uncertainty on evidence already given. If recall is necessary both parties shall 
return notwithstanding only one is concerned with the point giving rise to doubt. 
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Where possible decisions will be made on the day of the Hearing and will be 
communicated to both parties by recall. Where this is impractical the Hearing Panel 
has discretion to make alternative arrangements (e.g. re-convene at a later date or 
inform outcome by telephone, email or letter).  

Written confirmation of a decision will normally be provided within 5 working days and 
no longer than 7 working days from the appeal hearing unless an alternative agreed 
date is provided during the Hearing. 

The employee will be advised that the outcome of the appeal marks the end of the 
internal consideration of the case. 

 

6 Possible Outcomes of appeal hearings: 

6.1 The potential outcomes of an Appeal Panel are: 

 To fully overturn the initial management decision 

 To fully uphold the initial management decision 

 To uphold aspects of the management decision and overturn others 

 To recommend an alternative solution or outcome where all or part of a 
decision is overturned 

 To recommend further investigation and reconsideration of the initial decision 
If the appeal is upheld, the process for approved requests (see relevant section 
above) will be followed.  

If the appeal is rejected, the written decision will give the business reason(s) for the 
decision and explain why the reason(s) apply.   

6.2 The decision of the Appeal Panel will be final.  

6.3 The Appeal Panel will normally confirm the outcome of the Hearing within 5 working 
days and no longer than 7 working days of the hearing unless an alternative agreed 
date is provided at the hearing. In exceptional circumstances the outcome may be 
provided in writing only; should this be necessary it will be agreed at the hearing.  A 
copy of the outcome will be recorded on the employee’s personal file. 

 

 

 


