CLIENT INFORMATION AGREEMENT
1. Scope of Services
Justice.Wales Legal Clinic CIC is a Community Interest Company, meaning we are a nonprofit organisation established to help the local community. The purpose is to allow individuals access to justice on a free basis so far as is possible.  
Justice.Wales provides both legal and non-legal services. Where you are provided with a legal service, you will be advised specifically. Not all service users will require legal advice and/or IDVA services, but may access one or the other independently. 
(a) Legal Advice 
Justice.Wales is a free legal clinic which invites volunteer solicitors and firms to offer their time to give free legal advice and help. The clinic relies on a number of external firms and solicitors for this help. 
The service offered by Justice.Wales is initial legal advice only and therefore the clinic cannot assist beyond initial advice, for example we cannot do any letter-writing or form-filling on your behalf or represent you in court or at any other hearing. 
However, where possible Justice.Wales will signpost you to an appropriate body or organisation, or we may issue you with general written guidance to help you take steps forward where appropriate. 
Some of the help and guidance provided by Justice.Wales are non-legal in nature, such as referrals, sign posting, and general advice and guidance which does not require specific legal advice. 
The services offered by Justice.Wales are free of charge.  However, it is important to note that you may be eligible for publicly-funded advice and representation. 
Justice.Wales can signpost you to a solicitor or barrister who may be able to obtain such assistance for you. If you are eligible to receive assistance you may be liable to pay a contribution. You may also be liable to repay your costs from any money or property recovered.
(b) IDVA Services
Justice.Wales also provides specialist domestic abuse support for men and women, including men and women seeking assistance with child arrangements. 
IDVA services are non-legal in nature and do not include the provision of legal advice. 
Domestic abuse services through our IDVA(s) is free. IDVA services in all cases depend on the level of need and risk the IDVA deems appropriate, the level of service will therefore differ depending on such an assessment.  
You may be referred by a professional to use our IDVA assessment and support services. In this event, your solicitor remains your main point of contact for legal advice and our other services will not be engaged. 

2. Service standards
The solicitors providing advice at Justice.Wales are regulated by the Solicitors Regulation Authority (SRA).  This means that Justice.Wales must meet all of the relevant standards about managing a solicitors firm, conducting themselves professionally and otherwise looking after its clients. 
The IDVAs providing support services are SafeLives qualified and accredited, and assessments undertaken are based on SafeLives assessment standards.  

3. Data Protection
The Clinic is committed to maintaining the confidentiality of information shared during the provision of legal advice, as required by law. This means your case will normally only be discussed by you, Clinic staff & Clinic volunteers.
Client information will be used solely for the purposes of providing legal advice or any of our other stipulated services and will not be disclosed without the Client's consent, unless required by law or court order.
Justice.Wales complies with the principles set out in the Data Protection Act 2018 and the General Data Protection Regulation (GDPR). Personal information shall be processed in accordance with our Privacy Policy which can be viewed on our website. 
Personal information will not be disclosed to third parties except as set out above, in accordance with the clinic’s Privacy Policy and in the following circumstances:
· Where you have explicitly requested or consented to the personal information being shared with a named third party
· Where disclosure of personal data is required by law and where such disclosure is not protected by professional legal privilege and does not first require consent to be obtained
· Where parties conduct audit or quality checks on our practice. These parties are required to maintain confidentiality in relation to your case
· Where it is required by the Solicitors Regulation Authority or the Bar Standards Board
· Where it is required under the Proceeds of Crime Act 2002 which imposes a duty on lawyers to report certain information to the authorities, where, for example, it seems that some assets in your case were derived from a crime. If we have to make a report we may not be able to tell you that we have done so.
· Where a further service provided by Justice.Wales, such as IDVA services, has received permission to provide information in respect of MARAC or other high risk situation. 

4. Storage of Personal Information
In providing services to you, Justice.Wales will store documents related to your case either in paper form or electronically. We will implement technical and security measures that meet the standard commonly followed in the legal field.
We will securely store your personal information for a period of 12 months after you receive our advice, unless there is a specific requirement to either destroy the information earlier or keep it for a longer period such as where you have received legal advice from a solicitor, in such an event information will be stored for 6 years. 

5. Client’s Responsibilities
The Client agrees to:
· Provide accurate and complete information to the Clinic.
· To not provide any element of the service with incorrect or incomplete information regarding your situation or case. 
· Cooperate with the Clinic and promptly respond to requests for information or documents.
· Keep the Clinic informed of any changes in your circumstances that may affect your case.
6. Insurance
Advice given at Justice.Wales is covered by professional indemnity insurance held by the relevant advisor. This may differ person to person. 
IDVAs hold additional insurance in respect of their professional obligations. 
If the clinic has to make a notification to their insurer under the terms of the insurance policy, information about you and your case may be seen by our insurers.

7. Termination of Services
The Client or the Clinic may terminate the service at any time, with or without reason. If the Client wishes to terminate services, they must notify the Clinic in writing. If the Clinic terminates services, the Client will be given reasonable notice and referred to other legal resources as available.

8. Refusal of Services
It is acknowledged that Justice.Wales can only assist a limited number of people per annum and that not all individuals and situations will fall within our scope. 
Justice.Wales and all our contracted services have a zero tolerance policy for abuse and misuse of the service. 
We retain the right to refuse service at any time where
· There is abuse towards staff or others, or you have been discharged from other services due to abuse.  
· Use of our service would be inappropriate. 
· Waiting lists are currently to capacity or the service does not have capacity to consider your case at the particular time. 
· The service you require is outside of our scope.
· We do not feel able to assist in the particular circumstances.
We do not accept complaints in relation to any of the above areas where we have not provided you with a service. 
In some cases, we may accept to attempt to help in your particular case however seeking advice may become difficult and/or impossible to achieve. In such cases we will advise you that we have been unsuccessful. 

9. Complaints 
If you wish to raise a complaint or dissatisfaction in relation to the service, please view our complaints policy. 

10. Acknowledgment and Consent
By agreeing to use our service, you agree to the terms included within this agreement. 
