Offering a support person to an employee
Checklist for Employers

Pre-Meeting
Preparation

Inform the employee of their right to bring a support person, especially if
the meeting may lead to disciplinary action or dismissal.

Provide reasonable notice (typically 24—-48 hours) to allow the employee to
arrange a support person.

Clarify the role of the support person in advance:
- Emotional support
- Note-taking
- Requesting breaks

- Not an advocate or spokesperson

Check for conflicts of interest:
- Avoid support persons who are witnesses in the matter

- Avoid managers or supervisors with conflicting duties

During the
Meeting

Introduce all attendees and outline their roles.

Reiterate expectations for the support person:
- No speaking on behalf of the employee
- No answering questions directed at the employee

- May ask clarifying questions or request breaks if needed

Maintain confidentiality and remind all parties of their obligations.

Monitor behavior:
- If the support person becomes disruptive, issue a polite warning.

- If disruption continues, you may ask the support person to leave

Refusing a
Support Person

You may refuse a specific support person if:
- They have a conflict of interest
- They are unavailable within a reasonable timeframe

- They have previously been disruptive

Always document the reason for refusal and communicate it clearly to the
employee.

Documentation

Record:
- Whether the employee was offered a support person
- Who attended the meeting
- Any issues or disruptions

- Any refusals and reasons
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