DUNDEE NORTH LAW CENTRE
20 Grampian Gardens

DUNDEE DD4 9QZ 

Tel: 432458

TERMS OF ENGAGEMENT
Contacting Us
Our premises are at 20 Grampian Gardens, Fintry, Dundee. DD4 9QZ, and we are open from 9am – 5pm Monday to Friday.  Telephone number: 01382 432458.  Fax number: 01382 432456. If our telephones are on answering machine please leave your name and contact number.  A fax service is also available. Where possible and if essential appointments can be made out of hours.  We run regular sessions on an outreach basis for our services.  To arrange an appointment see our leaflet for details.
Initial Meeting
An initial meeting can be arranged with the solicitor or advisor to decide if we are able to help you.  You will be informed at that meeting whether we can help, and if so what further steps will be taken in your case.

Home Visits
For social or medical reasons, home visits can be arranged. This facility must be requested when appointments are arranged please state reasons for need for home visit.

Instructions
Instructions may be given in writing or verbally, although we may ask for this to be confirmed in writing.  Unless specifically agreed in writing with your advisor/solicitor Dundee North Law Centre will not accept instructions by e-mail, text or from a third party.  You must inform us of any changes in circumstance.  We are unable to act for a third party unless we have their written authority.

Conflict of Interest
Generally we cannot act for two or more clients where there is a probable or possible conflict of interest.  You must notify us of any potential conflicts at the start of our dealings and we will advise you if we can continue to work for you.  If we already act for one of the people concerned, preference will be given to their case.

Liability
If acting for a group of people the person giving us instructions is responsible to inform us of the true position of the group.  The person who gives us instructions is responsible where we are acting for more than one person.  Where each person instructs us, each will be equally responsible.  

Confidentiality
All information given to us is confidential and will not be disclosed without your permission.  The rules of confidentiality apply to Dundee North Law Centre as with any other firm of solicitors.

Data Protection Act

Dundee North Law Centre is registered with the Data Protection Act and will strive to protect your data within the limits of the Law Societies Guidance and Rules and Confidentiality and Privacy, but may be forced to reveal information under court order.

Copyright and Third Party
All copyright of our documents is reserved to us and so any advice or documents must not be given to third parties without our consent. 

Law Society of Scotland
All solicitors are members of the Law Society of Scotland and are subject to its professional standards.

Cost
We do not charge fees for our services but where available offer assistance by way of the Legal Aid system.  Dundee North Law Centre cannot meet any additional costs, which may be out with the scope of civil legal advice and assistance/legal aid such as court fees.  If you do not qualify for Legal Aid, you will not be charged for our work but other arrangements may have to be made to cover the cost of reports etc. where needed. If you apply for Legal Aid to assist with court representation and are liable to pay a contribution to the Scottish Legal Aid Board then that will be required to be paid.
IMPORTANT INFORMATION

If you have not done so please bring evidence of your benefits or earnings to your next appointment.  This could be a letter from DWP/Jobcentre Plus, a payslip or a bank statement.  This evidence is now required by the Scottish Legal Aid Board.


Legal Aid
Where Legal Aid is available we will explain your eligibility and assist you in completing the forms. However, if you qualify for Legal Aid to cover court expenses you may not be held fully responsible for the other side’s expenses if you lose the court case.  It is very important that if advised you fully co-operate with your solicitor and the Scottish Legal Aid Board in following through a Legal Aid application.
Expenses in Court Action
Where Legal Aid is not available you may be required to pay court expenses or recover these expenses from your opponent.  This will be fully explained to you prior to raising or defending a court action and lodging fees where under taking actions.
Dissatisfaction – Complaint
If you are unhappy with our service you should take this up with your solicitor or advisor.  If you feel this has not resolved the issue it should be taken up with our Principal Solicitor by sending a brief note of your concerns in writing. He will ensure your complaint is investigated and that you are given a response within 10 working days.  Following this if you are still not satisfied with the conduct of your solicitor you should contact the Client Relations Office at the Law Society of Scotland, 26 Drumsheugh Gardens, Edinburgh. EH3 YR.  Any postage costs will be refunded on request.
Keeping in Contact
To allow us to act for you we require your co-operation in responding to our letters and making and keeping appointments.  We undertake to keep you informed of all important developments in your case.  You will also be sent copies of the most important documents in your case as appropriate.  The solicitor/advisor will review your file regularly.

If you wish to discuss the file or check on progress please do not hesitate to write or telephone.  If you receive any formal or court documents you must advise your solicitor/advisor as soon as possible.  Should your address and contact details change, please advise Dundee North Law Centre as soon as possible.

If having written to you for information or instructions and you have not come back to us within three months then your file will be closed but you are welcome to seek further advice from us.
In cases when we appear in court on your behalf, if we have been unable to obtain instructions prior to the hearing, we might have to withdraw from acting on your behalf at court.  This decision will be intimated to the court and your opponent. Please note, in such circumstances, where you have not given us instructions to appear on your behalf in court and we have to withdraw, we may be able to accept re-instructions, but this will be at our discretion, in  particular, so long as it is professionally possible to do so within the rules governing solicitors’ conduct including our duties to the court and other parties involved in the case. You will, however, be written to with regard to the outcome of court proceedings where we have to withdraw.
Equalities
We are committed to providing a service which is open to all and in which no person will suffer discrimination or disadvantage on the grounds of sex or marital status, on racial grounds, disability, age, sexual orientation, language or social origin or of other personal attributes, including beliefs or opinions such as religious beliefs or political opinions.

We will ensure that this commitment extends to all areas of our operations, policies and procedures.

We will ensure all workers, involved in the delivery of this service, understand, embody and promote the ethos of equal access for all in accordance with the requirements of the Race Relation (amendment) Act 2000, Sex Discrimination Act 1975 and Disability Discrimination Act 1995.

Upon request we will endeavour to provide or procure written documentation in a format that is suitable for your needs, for example large font, Braille and in languages other than English.
Assessment and Evaluation - Outcomes
Our funders require us to provide statistical information in respect of the work we do and the outcomes of that work. You may be asked to complete a questionnaire while the case is ongoing or, more likely, at the end of the work we are carrying out on your behalf to assist us in our statistical returns to our funders. Your consent would be required before this evaluation work is undertaken.
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