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Disciplinary Hearing Letter sent to the Respondent
[Insert:  Name of Person]

[Insert:  Address]
[Insert:  Date]
Dear [Insert Name of Person]
Disciplinary Panel Hearing – [Insert Date of Hearing]
The [Club/County/Region] has concluded its investigation and confirms that a Disciplinary Hearing will be held in relation to the complaint received against you.
A Disciplinary Panel has now been convened and the Disciplinary Hearing will be conducted under the Archery GB Disciplinary Policy to consider further this complaint.

The hearing will take place on [insert date, time and venue].

The Disciplinary Panel composition will be in accordance with the Archery GB Disciplinary Policy and will consist of the following persons:

· Insert name of Chairman of the Panel

Insert Position Held
· Insert name of Panel Member


Insert Position Held
· Insert name of Panel Member


Insert Position Held
You will be advised of any changes to the Disciplinary Panel.
If you object to any of the Disciplinary Panel members, for good cause, these objections are to be advised in writing to the Chairman of the [Club/County/Region] within seven days of being advised of the Disciplinary Panel members.  The [Club/County/Region] shall consider these objections and if there are reasonable grounds for the objection, shall appoint an alternative Disciplinary Panel Member.
The Case Presenter will be [insert name].  The Case Presenter will conduct the presentation of the allegations before a Disciplinary Panel.

You may be present at the Disciplinary Hearing and you are entitled to be legally represented or supported by any other representative that you may wish. The [Club/County/Region] will not meet any fees or expenses of, or associated with, the use of a representative or their attendance at any hearing.

Within 14 days after a date has been advised for the Disciplinary Hearing the Case Presenter will send to the Respondent:

· A statement of the facts or alleged facts which the Case Presenter intends to present to the Disciplinary Panel demonstrating the breaches described in the allegation(s);

· Copies of any documents which the Case Presenter intends to present to the Disciplinary Panel which have not been either provided by the Respondent or previously sent to the Respondent.

Within 14 days after delivery of the statement the Respondent shall send to the Case Presenter:

· Details of the name and any legal or other relevant qualifications of any person who will represent the Respondent at the Disciplinary Hearing or of any person who will accompany them to provide support;

· A statement setting out the following:

· Whether the allegation(s) or any of them are admitted by the Respondent;

· Identifying which facts are admitted and which facts are not admitted;

· Details of any defence which the Respondent wishes to raise which may include an argument that there is no case to answer;

· Details of any financial means which the Respondent wishes the Disciplinary Panel to take into account if and when considering sanction.

· Names of any witnesses and any relevant qualifications of any person who the Respondent intends to call as a witness, together with their evidence in the form of a witness statement.  This should include confirmation of whether they wish to give evidence in person or by telephone conference (for which consent of the Chair of the Disciplinary Panel is required);

· A list and copies of all supporting documentation which the Respondent intends to present to the Disciplinary Panel.

Unless the Chair of the Disciplinary Panel permits, the Disciplinary Panel may refuse to permit evidence which is not received within the time limits set out above or which in its opinion is irrelevant to the issues raised.

The evidence of witnesses who have not previously submitted a witness statement may only be heard with the consent of the Chairman of the Disciplinary Panel.

It will be the responsibility of the Respondent to ensure the attendance of their witnesses.

Unless the Respondent has stated that all the allegation(s) are admitted, the Disciplinary Hearing will be held in accordance with Section 65 of the Archery GB Disciplinary Policy.

It would be appreciated if you could inform me as soon as possible whether you are able to attend the hearing or not.

If you are unable to attend the hearing could you provide the reasons for this and consideration may be given to adjourning the hearing to a mutually convenient date, to enable you to attend.  It is extremely important that the Disciplinary Committee has the opportunity to hear all the relevant evidence that the parties wish to place before the panel to enable an informed decision to be made.

If you are attending the Disciplinary Hearing could you report to [Insert venue and time]. 
At the termination of the proceedings the Disciplinary Panel may choose to announce the decision on the day of the hearing or may adjourn to consider the case and give the decision in writing within            21 days of the hearing.

If the Disciplinary Panel finds the allegation(s) not proved, it shall dismiss the case and shall within 21 days produce a final written report, setting out the reasons for the decision.

If the allegation(s) or any of them are found by the Disciplinary Panel to have been proved, the Disciplinary Panel shall determine what sanction(s) (if any) are appropriate.  The Disciplinary Panel shall, before making its determination, consider any representations the Case Presenter may wish to make and any representations or statement in mitigation given by the Respondent or their representative.  Evidence may be given of any previous finding of misconduct.

If the Respondent is not present at the hearing, the Disciplinary Panel shall, and where the Respondent is present may, adjourn the proceedings prior to imposing sanction and produce a written interim report within 21 days, informing the Respondent of the decision and reasons for it and requesting the Respondent submit within 14 days, any (further) written mitigation or representations in respect of sanction.  Once this period has lapsed, the Disciplinary Panel shall impose any sanction(s) it sees fit and shall within 14 days produce a written final report giving the reasons for the decision and sanction(s) imposed.

A copy of the report will be sent to the Complainant and Respondent and to any other party deemed to have a material interest in the outcome, though in the latter case the report may be censored as deemed appropriate by the Chairman of the Disciplinary Panel.  

[Club/County/Region], the Respondent and Complainant shall be responsible for their own costs and expenses including any legal costs and expenses in respect of the Disciplinary Hearing.  The Disciplinary Panel shall, however, be entitled to order that all or part of the legal costs incurred by a party should be paid by the other party for such amount as the Disciplinary Panel consider to be reasonable and/or appropriate in the circumstances bearing in mind the seriousness of the conduct complained of and the conduct of the parties during the course of the disciplinary process.  Such costs shall be assessed by the Disciplinary Panel at the time of the Disciplinary Hearing.  Such order may also take into account the following:

· Expenses incurred by the members of the Disciplinary Panel;

· The expenses relating to any hearing; including room hire;

· Administrative expenses of [Club/County/Region] limited to £500;

· The amount of such expenses to be in the sole discretion of the Chairman of the Disciplinary Panel

A copy of the Archery GB Disciplinary Policy is available at:
[Insert link]
Yours sincerely

[Signature]
[Insert Name]
[Insert Club/County/Region Position Held]
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