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ABOUT THE ADVICE CENTRE

The University of Greenwich Legal Advice Centre has been established to enable students studying law
at the University to obtain practical legal experience. Our students are not professionally qualified and
will be working under the supervision of fully qualified lawyers. Our lawyers are either University of
Greenwich staff, or volunteers. All volunteers are covered by our insurance and provide advice on
behalf of the University of Greenwich, Legal Advice Centre. The Centre’s aim is to provide a high
standard of service like that offered by any Solicitors” practice. Amongst other things we will:

e Put your interest first when advising you

¢ Be polite and considerate in our dealings with you

e Make every effort to provide relevant and realistic advice in plain language

e Treat all clients fairly, and not discriminate against anyone. You can contact us for a copy of the
University’s diversity policy

e Obtain your consent to take your data and comply with data protection law in relation to its
retention

e Keep your information confidential; we cannot disclose any of your personal information or details
about your case to anyone without your written permission

e Take all steps to ensure that your personal information is not passed to any unauthorised persons

¢ Refuse to advise anyone else if doing so could compromise your confidentiality

¢ Not normally advise client who have already instructed a solicitor on the same matter

Please note that other legal and professional duties may occasionally affect our ability to meet all these
standards. For example, the solicitor’s duty to the Court or Tribunal can override our duty to keep your
information confidential or the duty to put your interests first. We have a legal duty to disclose money
laundering or illegal acts.

ENDING OUR AGREEMENT

You can ask us to stop working for you at any time by contacting us in writing normally by email.

We can only decide to stop working for you for a good reason, for example; there is a conflict of
interest, your case becomes too complex for students, it is clear that you have lost confidence in how
we are carrying out your work or there is no educational benefit to the students in continuing to work
on the case. If this situation occurs, we will give you reasonable notice in writing that we will stop
working for you.

WHAT YOU CAN EXPECT FROM THE UNIVERSITY OF GREENWICH LEGAL ADVICE CENTRE?

Volunteer lawyers advise verbally at interview and a short summary of your advice is confirmed in
writing usually within 10 days of your interview. If we cannot advise you on your case for whatever
reason we will let you know and provide you with relevant referral sources.
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WHAT SERVICE CAN THE CENTRE OFFER?

We provide an advice only service. This means that we cannot represent you or undertake casework
on your behalf. We can however, offer you a further appointment at our discretion; this will depend
on the circumstances of your case. We cannot guarantee that you are seen by the same group who
initially advised you.

WHAT WILL IT COST?

The service we provide is free. However, you should be aware of the following points:-

e You may be eligible for legal aid, and if you are the Centre may refer you to other solicitors who
offer this service. We do not provide recommendations to firms. If you are eligible for legal aid you
may be liable to pay a contribution. You may also be liable to repay your costs from any money or
property recovered.

e If you decide to pursue legal proceedings, you may be ordered to pay the costs of your opponent
if you lose your case.

e The Centre cannot brief barristers on your behalf.

INSURANCE

The Centre has insurance cover provided by the University’s Insurers. If the Centre is negligent in the
handling of your case, you will be covered by this insurance and we will be under a duty to advise you
of the possibility of a claim should such circumstances arise.

WHAT IF | WISH TO MAKE A COMPLAINT?

We hope you will be satisfied with the service provided by the Centre. If you have a concern about
your case, in the first instance, you should write to the Director of the Centre, Sally Gill who will deal
your complaint. If you are dissatisfied with her response, or your complaint concerns the service
delivered by the Director, you can request that the matter be investigated by the Head of the
Department of Law at the University of Greenwich. Once your complaint has been investigated you
can contact the Legal Ombudsman if you remain dissatisfied. Further details will be given on request.

CONTACTING US

You can contact us by telephone or email or in writing. We will get back to you as soon as possible
usually within 48 hours.
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WHO IS RESPONSIBLE FOR YOUR CASE?

Your Student Advisors are:

The lawyer who is supervising your
caseis:- SALLY GILL / BEVERLEY WITTER
*delete where applicable

PRIVACY NOTICE
The Legal Advice Centre is part of the University of Greenwich.
We process the following personal data about you:

e Your name, age and contact information;

e Information you provide us about your case, which may include special category information
such as your gender, race, religion, sexual orientation, and marriage, pregnancy and/or
maternity status;

e Your feedback on your experience of the Legal Advice Centre.

We obtain data from you directly, when you initially approach our service, by phone, email or other
written correspondence. If we accept your case, we obtain further data from you at the appointment
between you and the Legal Advice Centre team, including the volunteer lawyer or caseworker, and
the student adviser.

We hold the information about you securely on our systems, using password protection and
encryption, and any other appropriate practical and technical measures in accordance with our data
protection policy: https://docs.gre.ac.uk/rep/vco/data-protection-policy.

We keep your data while we are working on your case, and archive it for six years afterwards.

We process personal data about you for the following reasons:
e Torespond to your initial enquiry and tell you whether we can help you;
e To provide our services to you, including providing free legal advice.

We are required to identify our legal basis for processing your personal data, as follows:
e Contract with the individual;
e Legitimate interests; and
e Inrelation to special category data, your express consent.

You can find out more about this by looking at our Data Processing Activities Register.

You have rights as a Data Subject. You can see more information about those rights on our website.



https://docs.gre.ac.uk/rep/vco/data-protection-policy
https://docs.gre.ac.uk/rep/vco/data-processing-activities-register
https://www.gre.ac.uk/about-us/governance/information-compliance/privacy/data-subject-rights
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To contact Peter Garrod, the University of Greenwich Data Protection Officer and University Secretary,
email: compliance@gre.ac.uk

WHAT WE WOULD LIKE YOU TO DO?

Please can you:

e give us clear instructions about your case and up to date contact details promptly
e provide us with essential documentation

e askusif you are unclear about anything

e agree to our terms and conditions by signing this document

Useful information about solicitors and the way they work can be found on the Law Society’s website
www.lawsociety.org.uk

e | confirm that | have read and accept the above terms of service.

e | confirm that | give express consent for the Legal Advice Centre to process any data that |
provide which may be relevant to my case, including special category data as explained in the
Privacy Notice above.

Signed:

Client name:

Date

THIS LETTER IS AN IMPORTANT DOCUMENT.
PLEASE KEEP IT IN A SAFE PLACE FOR FUTURE REFERENCE
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