
   

UNISON Essex, Church Lane House, Church Lane, Chelmsford CM1 1NH 
01245 608949 

unisoninessex@gmail.com 

BBRRAANNCCHH  HHEELLPP  SSHHEEEETT 

 
 
 
 
What is an investigation meeting? 
 
An investigation meeting is a fact-finding meeting.  It forms part of an investigation where 
your employer is finding out the facts of the case.  It is part of the process of deciding 
whether there is a case to take to disciplinary. 
 
An investigation meeting is not a disciplinary hearing. 
 
You may be sent your employer's disciplinary policy when you are asked to an investigation 
meeting. Don't worry, as this is just your employer making sure you have the information you 
need about investigation meetings, and telling you that an investigation meeting is part of the 
disciplinary procedure.  
 
 
 
Can I be represented by UNISON? 
 
There is no legal right to be accompanied to an investigation meeting, as there may not be a 
need to take action, but some employers will allow you to be accompanied – you should 
check your employer’s disciplinary or grievance procedures. 
 
No one is allowed to speak on your behalf at an investigation meeting.  The meeting is just 
to find out your side of what happened, so you have to speak for yourself. 
 
 
 
What if I’m not allowed a representative, or there is no representative available? 
 
If your employer’s procedures allow it, we recommend that you take a trusted colleague to 
the investigation meeting with you.  They can take notes for you and provide moral support.  
Remember that whoever goes with you will not be allowed to answer questions or speak on 
your behalf. 
 
 
 
What should I do before the meeting? 
 
You are entitled to ask what the allegations are before the meeting so that you have time to 
collect your thoughts before you go in.   
 
If you are allowed to take a work colleague or representative to the meeting with you, give 
the employer their name in advance. 
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How should I behave in an investigation meeting? 
 
Do: 

 Answer the questions as fully and truthfully as you can 

 Behave professionally.  If you are upset ask for a break to compose yourself; your 
employer will understand that this is a stressful situation for you. 

 Where appropriate, accept responsibility for any mistakes/errors of judgement you 
have made.   

 If any of the allegations are true it will help if you admit this early on, apologise and 

explain how you have learned from the experience and that it won’t be repeated. 

Don’t: 

 Refuse to answer questions – this might make you look guilty even if you’re not. 

 Say something that is untrue – this will almost certainly be found out and will count 
heavily against you. 

 Attempt to blame others for your behaviour or decisions unless there is clear 
evidence to back this up. 

 Raise your voice or allow yourself to become angry. 
 
At the end of the meeting, you should: 

 Confirm that you will receive a copy of the employer’s notes from the meeting 

 Confirm the timescale the investigator is working to and when you’ll be likely to hear 
whether or not there will be a disciplinary hearing. 

 
 
 
After the meeting 
 
When you receive your copy of the employer’s notes from the meeting, compare them to any 
notes you or your companion made and point out any differences to your employer straight 
away. 
 
As soon as you hear anything more from your employer you should call the Branch Office on 
01245 608949 or email unisoninessex@gmail.com to update UNISON.  If you are called to a 
disciplinary hearing you must tell the Branch Office the date and time as soon as you can, so 
that they can arrange for someone to represent you. 
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