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SCHEDULE 1

RULES OF PROCEDURE: COMPLAINTS

Action upon receipt of originating application

2.—(1)  Upon receiving an originating application the Secretary shall –
(a) send a copy of it to the respondent;
(b) give every party notice in writing of the case number of the application (which shall

constitute the title of the proceedings) and of the address to which notices and other
communications to the Secretary shall be sent; and

(c) send to the respondent a notice in writing which includes information, as appropriate to
the case, about the means and time for entering an appearance, the consequences of failure
to do so, and the right to receive a copy of the decision.

(2)  The Secretary shall enter such of the details of an originating application as are referred to
in paragraph (4) in the Register either within 28 days of receiving it or, if that is not practicable, as
soon as reasonably practicable thereafter.

(3)  The Secretary shall notify the parties that the services of a conciliation officer of the Labour
Relations Agency are available to them.

(4)  The details of an originating application to be entered in the Register are –
(a) the case number;
(b) the date the Secretary received the application;
(c) the name and address of the applicant;
(d) the name and address of the respondent;
(e) the place where the application was presented; and
(f) the type of claim brought in general terms without reference to its particulars.
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