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GUIDE FOR REGIONAL SECRETARIES, OFFICERS AND STAFF 
FOR THE CONVENING AND CONDUCT OF  

REGIONAL INDUSTRIAL SECTOR CONFERENCES 

In accordance with the constitutional timetable for 2022 - 2025 Regional Industrial Sector 
Conferences are to be held in May 2022 in every region.   

The Regional Secretary must designate an officer to be responsible for the convening of each 
conference and its proper conduct (in liaison with the lay chair of each conference).  The 
selection of such officers is the responsibility of the Regional Secretary.  The name of the officer 
with responsibility for convening each conference should be provided the Constitutional 
Administration Department at central office in order that a list can be published on the website 
of conference, date, venue and contact details for further information. A template for this 
purpose is attached and should be completed by the Regional Secretary detailing all RIS and 
Equality Conferences in their Region.  

1. Attendance and Eligibility 

The Executive Council has agreed that these conferences will be open to all accountable 
representatives of workers within the terms of Rule 6, as elaborated on by EC guidance – 
the latest version of this is available on the Rule Book page on Unite Connected. (copy 
provided along with this guidance) Point 6.3.1 of this Guidance makes it clear who falls 
within the definition of accountable representative of workers. All such representatives 
attending a RISC will be eligible to vote in elections for the committee and on any other 
business conducted. 

In accordance with the Rules 17.8 and 18.1 the elections for these positions should be 
conducted between 1st January and 31st March 2022.  The list of accountable 
representatives held in each region for each sector should be as up-to-date as possible and 
verified through the central membership system.  Officers should be asked to ensure that 
the list is updated for all workplaces in their area of responsibility. 

There may be cases where accountable representatives are not recorded as such on the 
membership system and they are seeking to attend a RISC. In the event of such cases 
arising, every effort should be made to verify their status in advance with a view to enabling 
their attendance at the RISC. In all such cases the provisions of Rule 6 and the EC guidance 
will apply.  

2. Organisation of the Conference 

Regional Equalities Conferences/Representatives 
Regional Equalities Conferences (Women’s, BAEM, Disabled and LGBT+ members) should be 
held first in timetable of conferences.   This is to ensure that any equalities delegates elected 
onto Regional Industrial Sector Committees have the opportunity to stand for office on the 
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Sector Committee.   A person elected to represent a sector on an equalities committee is at 
the same time eligible to stand as a delegate to the RISC.  You should note that it is possible 
for more than 1 person from a sector to be elected to these groups, in such cases they 
should decide among themselves which of them will be the representatives on the RISC.  
Please also note that there is currently no provision in rule or EC guidance for job shares.   
 
Venue and other conference arrangements 
The venue for the conference must be fully accessible for disabled members and should be 
held in a central area which is accessible by public transport.   The venue for the conference 
should be organised in union premises where possible. 

Regions have been asked to provide a timetable indicating the date, time, and location of 
each conference in order that these can be posted on the Unite website. 

3. Expenses 

Regional Industrial Sector Conference may be held at any time during the week, but it 
should be noted that in accordance with previous practice loss-of-earnings expenses will not 
be paid for these meetings. 

4. Communication of conference arrangements 

A letter must be sent to all accountable representatives inviting them to attend the RIS 
Conference.  A model letter of invitation has been prepared centrally for use in this respect, 
outlining the broad purposes and procedures for the conferences. It is attached here for 
your use. The region will have to customise these letters for each sector conference, in 
order to provide details to reps of the venue, date and time of the conference.   

This letter by attaching the agreed schedule of constituencies should also identify the 
constituencies for elections to the Regional Industrial Sector Committee which each 
representative would be voting in – e.g., the name of the company/workplace, or of the 
grouping in which their workplace has been placed.  This letter will also include a 
nomination form for the RISC, and a request for the submission of motions, with a deadline 
for their return. 

Conference documentation must be made available in accessible formats, i.e. in large print, 
Braille or tape for reps if requested. 

5. Motions 

Motions for a regional industrial sector conference must also be received in advance, by the 
same deadline.  They must be submitted from branches/workplaces, and no 
branch/workplace may submit more than one.  Motions must be on competent industrial 
and organising business, and not on general policy questions. 
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6. Nominations for the RISC 

Our aim is to make it as easy as possible within rule and guidance to elect full committees, 
without gaps or unnecessary vacancies.  Most nominations for the Regional Industrial Sector 
Committee must be received at the regional office in advance.  The region should set an 
appropriate deadline in advance of the conference for their return (e.g. one week), and this 
information should be included in the letter mentioned above. Please also ensure that this 
information is entered into the template document for your schedule of conferences for us 
to also list on the website. 

However, nominations of appropriate workplace reps to serve on the RISC may be made at 
the conference itself under certain circumstances - i.e. when there have been insufficient 
valid nominations received from branches and workplaces to fill the allotted number of 
seats in a particular constituency on the RISC. 

Candidates for the RISC must be proposed by an accountable representative of workers, or 
be nominated by the appropriate branch or workplace.  There can be no self-nomination by 
reps. 

It is most important that the officer responsible for each sector conference is thoroughly 
acquainted with the structure for the particular RISC approved by the Executive Council.  On 
receipt of the nominations and after the deadline has passed, the officer will therefore be 
able to identify in which constituencies on a particular RISC an election will be required – i.e. 
those for which there are more valid nominations than places available in the agreed 
structure of the committee. 

Where an election is necessary, the officer will therefore make arrangements for its 
conduct.   

7. Elections of Regional Industrial Sector Committees – industrial seats 

On arrival at the conference, representatives should be told in which constituency they 
should vote, if an election is necessary, and be supplied with a ballot paper if appropriate. 

It is most important that it is clearly understood that only representatives from the 
workplaces/companies in a given constituency may vote for the Committee members from 
that constituency. 

The following procedure should be followed for elections in those constituencies which 
group together more than one workplace or company, generally smaller workplaces.   

a) Where the number of nominations exceeds the number of available seats in such 
constituencies, then no one workplace/company will be able to have more than one 
representative elected.  This is to ensure that a company/workplace which has a larger 



 
 

MARCH 2022 4 

number of reps attending the conference is not able to secure a disproportionate 
number of places on the Regional Industrial Sector Committees. 

b) Where the number of valid branch and workplace nominations of workplace reps to 
serve in a given RISC constituency is the same as the number of seats available under 
the structure of the RISC approved by the EC, then no further nominations should be 
sought at the conference and those nominated in advance should be declared elected. 

c) Where there are more valid branch and workplace nominations for reps to serve in a 
given RISC constituency than there are seats available, no further nominations should be 
sought at the conference and an election should be held, with only the reps attending 
the conference from that particular constituency voting. 

d) Where fewer nominations from branches and workplaces for reps to serve in a given 
constituency have been received than there are seats available, then those so 
nominated should be declared elected and the Chair of the conference may call for 
additional nominations to fill the vacancy or vacancies.  Nominations may only be made 
by reps attending from the constituency concerned, and there should be no self-
nomination.  If there are more additional nominations than there are vacant seats 
available (after those previously nominated by branches/workplaces have been declared 
elected) then there shall be an election to fill the remaining vacancies only, again with 
only the reps from that constituency voting. 

Votes for all elections for the committees will be cast on a first past the post basis.  

None of this affects the requirements to ensure gender and ethnic minimum proportionality 
on each RISC, which should be met as per existing procedure, see below. 

8. Proportionality 

Unite has a rule-book commitment to minimum proportionality for women and BAEM 
members on all constitutional committees - that is, the proportion of women and BAEM 
members on each RISC (in this case) must be no less than the same as the proportion of 
members in these categories in the regional industrial sector as a whole. 

In this case, the procedure to be followed to secure this is the “additional seats” system.  
Officers and Chairs of conferences must be acquainted with the guidance issued by the EC on 
how this procedure is to work.   

Regions have already been supplied separately with a chart indicating the minimum number 
of women and BAEM members who must be elected to each committee.  The “additional 
seats” procedure becomes operative if that number are not declared elected at the 
conclusion of the regular elections on the basis of the constituencies agreed. Such seats will 
be in addition to the total number agreed for the committee by the EC. A copy of this 
guidance is attached for your information. 
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The Secretary to the relevant committee or conference will be required to contribute to a 
report, collated by the Regional Secretary to the Executive Council for monitoring purposes 
confirming the election results in relation to the minimum proportionality requirement. A 
template for this report is attached for your use. 

The Chair of each conference or committee will be responsible for circulating the Executive 
Council guidance and policy explaining why achieving minimum proportionality for Women 
and Black Asian and Ethnic Minority members is an essential requirement of the union’s rule 
book. 

9. Standing Orders  

Standing Orders for the conferences will be sent to you in due course, along with the agenda 
template for the first meeting of the newly elected RISCs.  The officer responsible for the 
conference and the Chair should be familiar with these Standing Orders.  Copies should be 
available for delegates at the conference. 

10. Updating the membership database 

The officer with responsibility for the conference must ensure that the membership 
database is updated to record the committee post(s) of each member elected to a 
committee and their up to date postal and e-mail addresses, mobile and other phone 
numbers. 

NOTE: Any questions and queries relating to the organisation of these conferences and meetings 
should be addressed to the Constitutional Administration Department in the first instance, using 
the e-mail: elections@unitetheunion.org   

The Unite Harassment Policy should also be presented to attendees at each conference. 

February 2022 
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