WHEN DO I REQUIRE & WHEN SHOULD I REQUEST UNION REPRESENTATION AT A MEETING
If you are invited to a formal meeting under a capability, sickness absence, disciplinary, grievance or redundancy process, you should ask for a copy of the relevant policy and check what the invite says about representation. Under ACAS guidance, there is a legal right to be accompanied at disciplinary hearings, grievance meetings, and disciplinary or grievance appeal hearings where a formal action, dismissal or decision will be made. For other meetings, for example investigation meetings, there may not be a legal right to be accompanied, although the employer’s policy or good practice may still allow it. If the meeting could result in dismissal, a formal warning or other disciplinary action, you should request trade union representation as soon as possible and ask for the date to take account of the representative’s availability.
If you are uncertain, you should ask the employer the following 2 questions in writing:
1) What is the purpose of the meeting
2) Do you require TU representation for the meeting

· If the meeting is informal and the answer is you do not require TU representation then you should attend on your own initially. (see guidance later for how to capture what was discussed)
· If the purpose is more formal and you do require representation ask for a copy of the policy relevant to the meeting and say that you will be in touch after speaking to your union and get in touch with the branch. 
It is not sustainable for the union or healthy for employer/employee relations for someone from the union to attend every single meeting. Line managers may ask employees for a quick chat or meeting during day to day operations and members should attend these without union representation. If one of these type of meetings starts to turn formal or feel more formal then the member should request the meeting to stop and ask can this reconvene with a trade union rep present. 
Remember you never need to give an answer to a question at a meeting if a question has caught you by surprise it is ok to say “can I make a note of that and get back to you in the coming days”. 
Sometimes you will feel that you want a union rep at a meeting to act as a witness. This is not required for meetings that are informal and not part of a formal policy or procedure. If you wish to create a log after the meeting you can make your own notes of agreed action points and email these through to the other party clarifying what was agreed and discussed. It is then for the other party to respond with any corrections. This creates a log of the meeting. 
Without Prejudice Meeting
Sometimes an employer will ask for a without prejudice meeting with you. If this happens it is a good chance you are aware what it is regarding and is linked to a formal process. If this is the case ask can you bring the caseworker who as been representing you to the meeting or even better ask the employer to put any without prejudice proposals in an email to you (it is good practice to back it up in writing anyway especially if there could be an agreement). The same principles already explained in this guidance apply, you can create a log of what was offered after the meeting in an email (marked without prejudice) and you don’t have to make a decision right there and then. 
Occupational Health Appointment
This is not an employee/employer meeting but a medical meeting with the relevant medical advisor. A trade union rep would not be entitled to attend an Occ Health meeting or required to attend. A report should be completed after the meeting for the member to check. 
