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You should also avoid venturing a personal viewpoint, eg if the
member complains about X, don’t say that you know X and think
s/he is incapable of acting improperly.

In some cases, by the end of the first meeting you may need to con-
sider escalating the member’s case to a more experienced branch
caseworker, and notifying the regional office – this would normally
be appropriate in any case where dismissal is threatened or the
complaint is one of discrimination. 

By the end of the first meeting you should aim to:

l identify and agree the issues so that specific action points can
be also agreed and taken forward by the union

l agree a narrative and suJ1jhonSjSTd1[bnclo]TJ1jhokojsSjSTd1[jSjSk1vjjxTj1iFkSkSTf1kjhoSjgrveavjkx]TJ1jhmSjSTd1[bfc]TJ1jhmSjSTd1[boc]TJ1jhonSjSTd1Td1[btc]SjSonSjSTd1[btc]TJ1jhmlSjSTd1[bsc]TJ1jholSjSTd1[vjkx]TJ1jhmSjSTd1[bcc]TJ1jhnrSjSTd1[bac]TJ1wonSjSTd1[bec]TJ1jhonSjSTd1[brc]TJ1jjhnrSjSTd1[bec]TJ1jhonSjSTd1[vjkxmjj]honSjSTd1[brc]TJ11jhnrSjSTd1[bac]TJ1jhonSjSTd1[bnconj]ThonSjSTd1[b.c]TJ1jhmSjSTd1[vjkxmjj]honSjSTd1[bnc]TJ1jhonSjSTd1[bec]TJ1jxonSjSTd1[vjkx]TJ1honSjSTd1[bnc]TJ1juonSjSTd1[blc]TJ1jhlnSjSTd1[vjkx]TJ1jhmSjSTd1[boc]TJ1jholSjSTd1[bsc]TJ1jholSjSTd1[buc]TJ1jmSTD1[bcc]TJqlnqSjSTd1[bec]TJ1honSjSTd1[bec]TJ1jhonSjSTd1[vjkx]TJ1jhmSjSTd1[bic]TJ1jhlnSjSTd1[bsc]TJ1jholSjSTd1[bsc]TJ1jholSjSTd1[buc]TJ1jhonSjSTd1[bec]TJ1jhonSjSTd1[bsc]TJ1jholSjSTd1[vjkx]TJ1jhmSjSTd1[bsc]TJ1jholSjSTd1[boc]TJ1vjnnSjSTd1[brc]TJ1jhmlSjSTd1[vjkx]TJ1jhmSjSTd1[btc]TJ1jhmlSjSTd1[bhc]TJ1jjhmSjSTd1[bnc]TJ1jhonSjSTd1[bac]TJ1jonSjSTd1[bgc]TJ1jhoSjSTd1[brc]TJ1jhmonSjSTd1Td1[btc]SjSonSjSTd1[btc]TJ1jfnSjSTd1[brc]TJ1jhonSjSTd1[btc]TJ1jhmlSjSTd1[bic]TJ1jonSjSTd1Td1[btc]SjSonSjSTd1[btc]TJ1jhmSjSTd1[boc]TJ1jhonSjSTd1[brc]TJ1jhmlSjSTd1[bwclj]TJ1jhpnjlSjSTd1[bacjhonSjSTd1[bcc]TJ1jhnrSjSTd1[btc]TJ1jhmlSjSTd1[bic]TJ1jhonSjSTd1[brc]TJ1jjhnrSjSTd1[bec]TJ1]TJ1jhppSjSTd1bec]TJ1jhonSjSTd1[vjkx]TJ1honSjSTd1[bgc]TJ1jhoSjSTd1[vjkx]TJ1jhmSjSTd1[btc]TJ1jhmlSjSTd1[bhc]TJ1jhonSjSTd1[bec]TJ1jhonSjSTd1[vjkx]TJ1holSjSTd1[vjkx]TJ1jhmSjSTd1[boc]TJ1jhomphrojmSlnohnspoSTm1jSjhsSjSjSk1vkqTJ1jbyckSTf1kjhoSjSjSkjhoSnrhkrrrSlkjhnsqrSTm1jSjSjSkSk1[bakqTJ1jbyckSTf1[bdc]TJ1jhonSjSTd1[bec]TJ1jhonSjSTd1[bnc]TJ1jhonSjSTd1[btc]TJ1jhmlSjSTd1[bic]TJ1jhlnSjSTd1[bfc]TJ1jhmSjSTd1[byc]TJ1jhnlSjSTd1[vjkx]TJ1jhmSjSTd1[bac]TJ1jhonSjSTd1[bnc]TJ1jhonSjSTd1[bdc]TJ1jhoJ1jhnlSjSTdkvjkx]TJ1jhmSjSTd1[bac]TJ1jhonSjSTd1[bnc]TJ1jhonSjSTd1[bec]TJ1jhonSjSTd1[vjkx]TJ1jhmSjSTd1[boc]TJ1j]TJ1jhppSjSTd1bec]TJ1jhonSjSTd1[vjkx]TJ1honSjSTd1[bdc]TJ1jhonSjSTd1[vjkx]TJ1jhmSjSTd1[bsc]TJ1jholSjSTd1[bpc]TJ1jhmlSjSTd1[boc]TJ1jhonSjSTd1[bpc]TJ1jhonSjSTd1[brc]TJ1jjhonSjSTd1[vjkxmjj]TJ1jhmSjSTd1b–cTjjhonSjSTd1[bnc]TJ1jumlSjSTd1[bec]TJ1jhonSjSTd1[bac]TJ1jhonSjSTd1[btc]TJ1jshmSjSTd1[bcc]TJ1jhnrSjSTd1[bac]TJ1honSjSTd1[bpc]TJ1jhonSjSTd1[brc]TJ1jhmlSjSTd1[boc]TJ1jjhmSjSTd1[boc]TJ1jholSjSTd1[bsc]TJ1jjhonSjSTd1[bnconj]TJ1glphsrSgkhmmmmSTjhonSjSTd1[vjkx]TJ1jhmSjSTd1[boc]TJ1j]TnSjSTd1[btc]TJ1jhpxjSjSjSkSlod1bec]TJ1jhonSjSTd1[bfc]TJ1jhmSjSTd1[vjkx]TJ1jjhonSjSTd1[vjkx]TJ1tonSjSTd1[btc]TJ1jhmlSjSTd1[bic]TJ1jhonSjSTd1[vjkx]TJ1jhmSjSTd1[bac]TJ1jhonSjSTd1[bnclo]TJ1jhokojsSjSTd1[byc]TnSjSTd1[vjkx]TJ1jhmSjSTd1[bsc]TJ1jholSjSTd1[buc]TJ1jronSjSTd1[bac]TJ1jhoJ1jhppSjSTd1bec]TJ1jhonSjSTd1[vjkx]TJ1honSjSTd1[bgc]TJ1jhoJ1jhppSjSTd1bec]TJ1jwcppbee it fi r if eg th rwa grt cosna cain

cTd1jkkvjkx]TJ1jh1jhmlSjSnj[bec]TJ11jhn1jhmlSjSlr[bec]TJ1jwe

cTd1jkkvjkx]TJ1jh1jhmlSjSnj[bec]TJ11jhn1jhmlSjSlr[bec]TJ1jwo1jhmlSjSpn[bec]TJ1jhl1jhmlSjSol[bec]TJ1jio1jhmlSjSll[bec]TJ1jjhl1jhmlSjSnp[bec]TJ1jhl1jhmlSjSol[bec]TJ11jhn1jhmlSjSlr[bec]TJ1jal1jhmlSjSol[bec]TJ1jpoJjhmlSjSol[bec]TJ1jpoJjhmlSjSol[bec]TJ1jlo1jhmlSjSll[bec]TJ1jyë–C a e iso ei tneca r  e is  a.
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Data should not be held for longer than is necessary, and so at the
end of the designated archive period you should have a system
which reminds you to securely delete the case file. 

Paper documents should be shredded and electronic files should 
be securely deleted. If you are not sure what this involves seek
guidance from your IT support team. 

At the conclusion, if you have any
original documents belonging










