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Completion of application forms
During compliance audits, we have come across a few instances of legal aid application
forms being signed by a client but otherwise wholly or partially incomplete.

This practice is unacceptable and under no circumstances should a client be directed to sign
a blank or otherwise incomplete legal aid or advice and assistance application form. In
signing the legal aid declaration the client is certifying the validity of the information
contained within the form; in situations where this is contradicted the client may be
prosecuted. The new criminal summary form has been designed so that the solicitor can
complete pages 3 and 4 after the applicant has signed the declaration. However, in all other
circumstances applicants must not be asked to sign the declaration before the form has
been completed.

From the compliance point of view, where forms of this nature are discovered in a firm's
office we would have to consider removing that firm's name from the Criminal Legal
Assistance Register. The Board may also consider referring the matter to the Law Society,
which could then lead to the Board invoking section 35C(4) of the Legal Aid (Scotland) Act
1986 (suspension of ability to provide criminal legal assistance and withholding of payment
of fees due).

Second year trainees

The Code requires all second year trainees who are involved in the provision of criminal
legal assistance to be registered. Before applying for registration, trainees require a
practitioner code from the Board's Finance Department. However once they are registered,
second year trainees are still governed by the restrictions placed on trainees by the Law
Society and, for example, are unable to undertake legal aid work in their own name.

Time and case recording - travel to local courts

In many instances the Compliance Auditors find that solicitors are not including travel time,
particularly travel to local courts, in case records. Confusion may have arisen here because
this is an activity which is not chargeable and, consequently, would not normally be



recorded for feeing purposes. However, the purpose of time recording is quite different and
the Code requires that a chronological record is kept of all time engaged in criminal legal
assistance work. Therefore, travel to local courts should always be recorded on timesheets.

Staff transfers

There have been a number of instances recently where the Board's Criminal Legal
Assistance Registration Unit (CLARU) has not been informed of staff moves between firms.
This means that the Register is not accurate and, more importantly, it can have serious
implications for the solicitor concerned. The Board's applications and accounts systems have
been modified so that, prior to processing, checks are carried out against the Register. If
the systems cannot find an exact match on the Register for a practitioner and his/her
connected firm at the appropriate date, the application or account will be rejected.

Compliance Partners should remember

e if a registered solicitor leaves your firm, you should advise CLARU as soon as
possible of the date of departure and provide us with an address where we can
contact the solicitor

¢ if you employ a new criminal legal assistance practitioner, you should advise CLARU
in advance of the date they will join your firm.

e criminal legal assistance work cannot be provided by a solicitor who is not registered
with the Board. It is important to remember that this includes periods of non-
registration between, for example, firm moves.

Practitioner and firm codes

As mentioned above, practitioner and firm codes on all criminal legal assistance applications
and accounts are now checked against the Register. It is very important, therefore, that
both your practitioner code and the firm code are correctly quoted on all forms. The Board's
staff process many thousands of applications for criminal legal assistance every day so it is
impossible to double-check every possible anomaly. If you have misquoted your practitioner
or firm code you may find that your application is rejected.

Training

The Law Society and the Audit and Compliance Department are co-ordinating a number of
weekend seminars to be held on criminal legal aid matters. These seminars will count
towards CPD hours in terms of the Code of Practice and a significant part of the course will
be devoted to compliance. There will be opportunities for participants to discuss informally
any particular problems they may have encountered with their system of management and
administration. Three provisional dates have been set so far and other seminars may follow
if there is sufficient interest.

e 29 and 30 January - Crieff Hydro

e 12 and 13 February - Tulliallan Police College

¢ 5 and 6 March - Marine Highland Hotel, Troon
Further details, including booking information, will shortly be available from the Law
Society.

Notes for guidance on advice and assistance

The following three articles give practical guidance on various issues relating to advice and
assistance. These guidance notes cover representation of a client in court proceedings,
multiple grants of advice and assistance and direction of clients to the Public Defence
Solicitors' Office.

Steps in proceedings
Multiple grants of advice and assistance
Advice and assistance for Public Defence Solicitors' Office clients

Steps in proceedings



We are sometimes asked by solicitors the extent to which representation of a client in court
proceedings can confidently be undertaken under advice and assistance.

Except where assistance by way of representation (ABWOR) is available you cannot on
behalf of your client undertake any step in instituting, conducting or defending any
proceedings before a court or tribunal or in connection with a statutory inquiry as defined in
Section 16(1) of the Tribunal and Inquiries Act 1992. In civil proceedings before a court or
tribunal you can, however, undertake any step which consists only of negotiating on behalf
of your client with a view to settlement of a claim to which the proceedings relate.

The first step is therefore to check the terms of the Advice and Assistance (ABWOR)
(Scotland) Regulations 1997 (page D24 of our current Handbook) to see whether ABWOR
can be provided for the proceedings in contemplation. Remember that in addition to the
usual financial test for advice and assistance, you will, in some situations, need prior
approval of the Board before providing ABWOR and, in other situations, there are tests
which you, as a solicitor, must first apply (e.g. in summary criminal cases and in civil
proceedings where there is a risk of imprisonment). You should also remember that ABWOR
is subject to the normal provisions relating to limits on authorised expenditure (in some
cases the limit is £150) and increases will require to be sought in the usual way.

If ABWOR is not available, you cannot undertake on your client's behalf any step in
instituting, conducting or defending the proceedings in which your client is involved (with
the exception of undertaking negotiations on your client's behalf). However, advice and
assistance can be used to give advice to the client on how to take such steps himself and/or
to assist him in taking those steps (as opposed to taking them on his behalf). The extent to
which the Board is prepared to make funding available to provide such advice and
assistance depends on the individual circumstances of each case but, in general, our
approach will be as follows.

Initial documentation

Advice and assistance should not be viewed as an alternative to civil legal aid or as a source
of funding for proceedings where civil legal aid has been refused. If civil legal aid is available
for the proceedings then we expect you to make an application at the appropriate stage so
that the tests of probabilis causa litigandi, reasonableness and financial eligibility can be
applied.

In proceedings where civil legal aid is not available (for example most tribunals and small
claims proceedings) you can assist your client to frame the initial documentation (such as a
small claims summons, defences or a form IT1) and a time charge can be included in your
account. Often the time taken to provide this assistance will be subsumed within a meeting
with your client on which you give advice on the remedies open to him or her. You should,
however, note that charges for time spent by you actually framing such documents on your
client's behalf clearly cannot be included in your account nor can you include charges for
lodging such documentation on behalf of your client.

Continuing advice and assistance

In general clients can and should ask for assistance on procedural matters from the clerk of
the court or tribunal who may also be able to provide more detailed advice in certain types
of cases. We may, however, be prepared to make funding available for some continuing
advice and assistance subject to our being satisfied that it is reasonable in the
circumstances of the case.

The types of situation where we would envisage a need for continuing advice and assistance
include:
o where the client seeks advice on the effect of answers, defences or other documents
or productions lodged by an opponent, which advice could also include an
assessment of the prospects of success in the light of the up to date information



e where assistance is sought by the client in adjusting or amending a written case
during the course of proceedings
where the client seeks advice on what productions should be lodged
where in advance of a hearing, advice is sought on the line of evidence to be
followed and the witnesses to be called, including advice on how to conduct a
hearing or lead evidence and examine or cross examine witnesses.
It must be emphasised that the foregoing should not be regarded as exhaustive of the
situations where we would envisage a need for continuing advice and assistance but are
intended to provide only a general indication of our approach.

You should note that the advice and assistance that can be provided will not include:

e costs incurred in the citation of witnesses

e any sums payable by way of caution.
Industrial tribunals
The advice set out above applies to industrial tribunals as it does to other proceedings.
However, there may be circumstances where either before or during the conduct of an
industrial tribunal negotiations occur with ACAS. We do not regard such negotiations as
being a step in the conduct of an industrial tribunal and accordingly you can represent your
client at a meeting with an ACAS representative subject to the usual taxation criteria and
the provisions concerning limits of authorised expenditure.

Representation in other situations

There may be other situations where a solicitor wishes to appear on behalf of a client in a
forum which does not fall within the definition of a court tribunal or statutory inquiry. It is
for the solicitor to satisfy himself that the forum does not fall within that definition. An
example might be representing your client's interests at an informal meeting with social
workers to discuss the welfare of children. Representation in such circumstances is
competent under advice and assistance, subject to the usual provisions concerning limits of
authorised expenditure and, of course, subject to the taxation criteria that the work as
actually, necessarily and reasonably done, due regard being had to economy.

Increases in authorised expenditure
If it is necessary to apply for an increase in authorised expenditure, you should specify in
your request the exact nature and extent of the advice and assistance you wish to provide.
You should also provide sufficient information on all relevant issues in the case to enable us
to determine whether it is reasonable for you to provide advice and assistance in connection
with steps in the proceedings. You should, in particular, address the following specific
factors in your application:

¢ the value of the claim
the importance of the case to the client
the complexity or novelty of the issues involved
the ability of the client to undertake this work without assistance
whether assistance on procedural matters could be obtained from some other source
(for example, the clerk of court or, in Edinburgh Sheriff Court, the in court adviser)
and if so, the extent to which this has or the reasons it has not been obtained.
Clawback
If you are providing advice and assistance in connection with proceedings, you should bear
in mind that the usual rules concerning property recovered or preserved apply. Unless
property recovered or preserved for your client is exempt from the provisions of section 12
of the Legal Aid (Scotland) Act 1986, in terms of regulation 16 of the Advice and Assistance
(Scotland) Regulations 1996, your account (charged at advice and assistance rates and
subject to any limit in authorised expenditure) will require to be met out of that property.
However, a hardship application may be made under regulation 16(3) and, if successful, an
account may be submitted to the Board.

Multiple grants of advice and assistance
We have recently been aware of a number of situations where solicitors have made multiple
grants of advice and assistance to clients in what we consider to be inappropriate



circumstances.

The Legal Aid (Scotland) Act 1987 defines advice and assistance as being:

e oral or written advice provided to a person by a solicitor (or, where appropriate, by
counsel)

1. on the application of Scots Law to any particular circumstances which have arisen in
relation to the person seeking the advice;

2. as to any steps which that person might appropriately take (whether by way of
settling any claim, instituting, conducting or defending proceedings, making an
agreement or other transaction, making a will or other instrument, obtaining further
legal or other advice and assistance or otherwise) having regard to the application of
Scots Law to those circumstances;

e assistance provided to any person by a solicitor (or, where appropriate, by counsel)
in taking steps mentioned in paragraph (@) (ii) above, by taking such steps on his
behalf or by assisting him in so taking them.

In terms of that definition, a single grant of advice and assistance should be made to cover
the provision of advice and assistance in relation to the client's circumstances.

To clarify, we do not consider it appropriate to make more than one grant of advice and
assistance in the following circumstances.

e Where a client is seeking advice on their financial difficulties and, in particular, in
relation to a number of debts, it is not appropriate for a solicitor to make a grant of
advice and assistance in relation to each individual debt. In particular, it is not
appropriate to claim a minimum fee for advice on each individual debt.

e A single grant of advice and assistance should be made in connection with a client
seeking advice on their entitlement to state benefits. An individual grant for each
individual state benefit is not appropriate.

e Where a client consults a solicitor with matrimonial problems, only one grant of
advice and assistance should be made. It is not acceptable to make separate grants
for each individual aspect of the client's circumstances (e.g. divorce, children,
financial provision etc.).

e In criminal cases where a client has a humber of fines outstanding and seeks advice
in connection with appearances at means enquiry courts, individual grants of advice
and assistance in connection with each fine are not appropriate. The matter should
be dealt with under a single grant.

Where multiple grants are intimated to us in situations such as this, only one grant will be
registered and all matters will require to be dealt with under one reference number if
necessary, by obtaining increases in authorised expenditure. Minimum fee claims will be
rejected in respect of the other grants made.

There may, unusually, be circumstances where more than grant of advice and assistance
can be made. This might, for example, arise where a client has sought advice and
assistance in connection with a reparation action and with a matter of family law or where
one matter on which advice has been sought can be identified as being likely to lead to a
civil legal aid application in its own right. In deciding whether to make separate grants,
solicitors should have regard to whether the advice being sought is sufficiently distinct as to
be in relation to a wholly separate set of circumstances. Solicitors should, however, expect
these situations to be the exception rather than the rule.

Even where there are wholly distinct circumstances, there is nothing to prevent a solicitor
from dealing with these under one grant of advice and assistance. Indeed, this will be the
preferred option in many cases for the client where a contribution is payable in respect of
each grant made. However, if providing advice in relation to a number of distinct sets of
circumstances under one grant, it is important always to ensure that the level of authorised
expenditure in force is sufficient to cover all advice provided. Where only one grant is in
force covering a range of circumstances, it should be noted that an account cannot be
submitted until the entire course of advice and assistance in relation to all matters have
been completed. It should also be borne in mind that if property is recovered or preserved



for a client in relation to one set of circumstances, that property may be the subject of
"clawback" of the whole account. Please also refer to the commentary section of the
Scottish Legal Aid Handbook (item 1.1.6 at page A:7) for further guidance.

It has also come to our attention that some firms of solicitors may be using an advice and
assistance "checklist". These checklists contain a list of topics and the client is asked
whether they wish to have advice provided on the subjects contained in the list. In our
experience, these lists cover all topics from family matters to debt, wills and change of
names. While there can be no objection to the use of a checklist as an aide memoire by
solicitors to ensure that all aspects of a client's problems are covered, inappropriate use
must not be made of the checklists. In particular, the client must seek advice from the
solicitor. Advice and assistance should not be granted simply to enable the solicitor to obtain
details from a client for the purpose of finding out if a legal problem might exist. Intimations
of grants of advice and assistance are monitored by us and where we see a high instance of
multiple applications for clients, these are further investigated by our investigations
department. In cases where we have discovered that checklists are being used
inappropriately, the firms of solicitors concerned have been reported to the Law Society and
our complaints to date have been upheld.

Advice and assistance for Public Defence Solicitors' Office clients

From 1 October 1998, any person seeking criminal legal assistance for a summary case in
Edinburgh sheriff or district court and whose date of birth falls in either January or February,
is required to instruct the PDSO in the first instance. However, the PDSO has discretion to
waive these direction criteria in exceptional circumstances. In such cases, the PDSO issues a
written waiver which should be sent to the Board along with any intimation of a grant of
advice and assistance, request for increase, where appropriate, or application for summary
criminal legal aid. Any intimation or application for such a client which is not accompanied
by a waiver form will be rejected by the Board.

We have, however, become aware that solicitors are granting advice and assistance to
directed clients before they have received confirmation from the PDSO that direction has
been waived i.e. the waiver form is not signed by the PDSO until after the grant of advice
and assistance. As only the PDSO can provide criminal legal assistance to these clients prior
to a waiver being granted, these grants of advice and assistance are invalid insofar as they
relate to the substantive criminal matter i.e. the summary complaint. Private solicitors
cannot, therefore, grant advice and assistance or claim payment for advice given on the
substantive matter prior to the grant of the waiver: the waiver does not retrospectively
allow the private solicitor to advise the client.

Nevertheless, we understand that the idea of direction and the procedure for seeking a
waiver may be quite complicated and require the services of a solicitor. For this reason,
these guidance notes are intended to clarify the situation. A single grant of advice and
assistance can cover both the negotiation of a waiver, carried out by a private solicitor on
behalf of a directed client, and any subsequent advice on the substantive criminal matter.
However, advice on the substantive criminal matter can only be given and charged for from
the date of the waiver onwards. Thus a solicitor may grant advice and assistance to a
directed client but, unless and until a waiver is gained from the PDSO, can only give advice
on and charge for work carried out in relation to the seeking of the waiver.

This has a number of implications for solicitors. If a solicitor wishes to grant advice and
assistance to secure a waiver, but also intends to provide advice on the substantive matter
when and if that waiver is granted, he should send the waiver with the intimation of grant.
If there is delay in receiving the waiver from the PDSO and this results in the intimation
being made outwith the 14 day period, we will take this into account. The subject matter
should be stated as both securing the waiver and advising on the substantive matter. The
solicitor will be able to advise on the substantive matter from the date of the waiver
onwards: without the waiver, all work other than that relating to seeking the waiver itself
cannot be charged for and if an account is lodged will be abated.



If the solicitor intimates the grant before receiving the waiver, the scope of the advice to be
given should be made clear. Even if the solicitor intends to advise on the substantive
matter, and it is indicated on the form that the waiver has been applied for, the solicitor
cannot advise on the substantive matter until the waiver is received. The solicitor will be
eligible for payment for advice given on the substantive matter on or after the date of the
waiver, provided the waiver itself is submitted with the account.

Legal aid forms update

Incompletion application forms

As we mentioned in the Code of Practice article, we have seen a number of cases recently of
legal aid application forms which are not completed but which have already been signed by
a client. Under no circumstances should a client be asked to sign a blank or incomplete
application form. Under the Code of Practice solicitors could be de-registered if signed blank
or incomplete forms are found and, in the case of both criminal and civil forms, the Board
could consider referring the matter to the Law Society.

Civil application and financial forms - CIV/APP and CIV/APP/FIN*

The application form for civil legal aid (CIV/APP) and the civil financial form (CIV/APP/FIN)
have recently been revised. The revision dates on the new forms are 10/98 and 8/98
respectively. However, you can continue to use up stocks of the old form in the meantime,
and our printers, George Stewart and Co. Ltd. will issue their remaining small stock of old
forms before introducing the new versions. The main change is to the CIV/APP form which
has been updated to take into account changes in benefit payments, particularly in relation
to income-based jobseeker's allowance. We have also updated the Information for
Applicants booklet, to make it easier for applicants to understand.

Advice and assistance forms - AA/APP and AA/INC

We advised you in issue 24 of The Recorder that a humber of forms, including the Advice
and Assistance forms, had been amended to include the firm's code humber. Due to a
problem with the supply of the new A&A forms, we agreed that old forms could be used
until the new versions were available. The new forms have now been available for some
time and from 28 February 1999 we will no longer accept the old version of the A&A forms.
From 1 March 1999 all A&A intimations and increase requests must be made on the latest
version of the forms which have Revised 5/98 in the bottom left hand corner of the front

page.

Appeal proceedings for cases involving children - CHILD/APPL/APP**

This form has been amended slightly to include the firm's code number and to correct a
printing error on page 3. The revision date on the front page has been updated to 12/98. As
the changes are so minor you can continue to use the old forms, which show a revision date
of 3/97, but please remember to write your firm's code number clearly on the form.

Application to the sheriff for proceedings under the Children (Scotland) Act 1995 -
CHILD/APP

We are currently updating this form to include the firm's code number in the solicitor's
details section and the new version should be available at the beginning of February.
However, you can continue to use up stocks of the old forms which show a revision date of
3/97.

Forms currently in use

A list of all the legal aid application forms is given below. The date when each form was last
updated is usually shown in the bottom left hand corner of the front of the form. You should
use the version of each form with the date shown below. Forms showing any other date
should not be used, and new copies ordered from Stewarts. If you have stocks of old forms,
you can send them to our Communications Office for recycling. All legal aid application
forms can be ordered from George Stewart and Co. Ltd. in Edinburgh by faxing an order



form to 0131 652 1348. A copy of the order form is available by clicking here and you will
receive a new form with any order from Stewarts. We are currently in the final stages of
producing electronic templates of the legal aid application forms on cd-rom or floppy disc
and these will be available to solicitors in the near future. We will contact firms with
information on how to order the templates shortly. The templates will be in a format which
can be used on any PC and all the necessary software to run the templates will be contained

on the cd or disc.

CURRENT FORM
FORM NAME REVISION DATE
SANC/APP Revised 5/98
AMND/APP 95 01 20
TRANS/APP Revised 6/98
CEASE/APP Revised 6/98
AA/APP Revised 5/98
AA/INC 5/98
CIV/APP No date on form or Revised 10/98*
CIV/APP/FIN No date on form or Revised 8/98*
CIV/APP/CHILD 9/97
CIV/SU2 Revised 4/97
CIV/Su4 Revised 6/98
CIV/INTDOC Revised 1/98
CRIM/COURT/APP Revised 5/98
CRIM/SUM/APP Revised 8/98
CRIM/APPL/APP Revised 5/98
CHILD/APP Revised 3/97
CHILD/APPL/APP Revised 3/97 or 12/98**
AA15(2) Est May 1988
SLA/ROL/2 Revised March 1995
SLA/ROL/1 Revised March 1995
SLA/POA/1 Revised August 1994
ACC/CIV/1 Revised Jan 95
ACC/CRIM/DUTY No date on form
IACC/CRIM/1 Revised Jan 95
IACC/ROAS/1 No date on form

Review of Glasgow Court Officer Service

Following a detailed review, the Board has decided to continue to fund and manage the
court officer service at Glasgow Sheriff and District Court for the foreseeable future. In
October we consulted those organisations which come into contact with the court officers to
seek their views on the value of the service. After considering all the responses, we have
decided that as the service has a considerable impact on the smooth operation of the
custody court we will continue to support it. Our continued funding of this service
demonstrates the Board's commitment to making a positive contribution to an efficient
criminal justice system in Scotland. Over the coming months we will be looking at ways in
which the service could be further improved.

Seminars for 1999

The Board regularly provides speakers for Faculty and other professional events throughout
Scotland. In our Customer Satisfaction Survey last year, some solicitors said they were not
always aware of these seminars so from this issue of The Recorder we will include a regular



feature on forthcoming events that the Board is involved with.

Legal aid - Maintaining criminal registration and criminal update

In collaboration with the University of Edinburgh - the first of a series of legal aid seminars.
This seminar will cover, first, what is required to maintain registration to provide criminal
legal aid under the new Code of Practice and, secondly, other recent developments in
criminal legal aid. Further information is available from the University of Edinburgh on 0131
650 9017.

17 February - Forte Posthouse Hotel, Glasgow

24 February - University of Edinburgh

Civil legal aid and advice and assistance

Staff from the Board will be speaking at an event organised by the Faculty of Dundee CPD
Group. The seminar will cover civil legal aid and advice and assistance. Further details can
be obtained direct from the Faculty.

10 March - Faculty of Dundee

Who's who at the Board
To help you find the right person at the Board to answer your enquiry, the list below gives
you a number of useful contacts.

Chairman - Jean Couper
Fax - 0131 220 5145

Legal Services Department

Fax - 0131 220 4879
Tom Murray
E-mail - murrayto@slab.org.uk
Solicitors - Alex Anderson, Eve Crowe, Douglas Haggerty, Olive Hogg, Helen May, Philip
Shearer and Catriona Whyte.
Legal Executive - Claire Ewart

Audit and Compliance Department
Fax - 0131 225 9850
Director - Ian Middleton
E-mail - middletoia@slab.org.uk
Compliance Manager, Compliance Audit - David Buchanan-Cook
Investigations - Gillian Parmakov

Finance Department
Fax - 0131 220 5133
Director - Jim Edgar
E-mail - edgarji@slab.org.uk
Accounting and Budgeting Manager - Alan Williamson
Receipts and Payments - June Reid

Information Systems Department
Fax - 0131 225 8357
Director - Paul Thrustle
E-mail - thrustlepa@slab.org.uk
E-mail - support@slab.org.uk

Communications

Fax - 0131 220 4878
Fiona Shaw - Communications Manager
E-mail - shawfi@slab.org.uk

Operations Department
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Director - Stephen O'Connor
E-mail - oconnorst@slab.org.uk
Manager of Applications - Derek Arthur
¢ Civil applications - Ann Forbes-Partington, Acting Assistant Manager
e Criminal applications - Janet Cathcart, Acting Assistant Manager
e ARA and criminal applications registration unit, and A&A Increase Unit - Billy
Mattison, Assistant Manager
Fax numbers

Civil 0131 220 5465/4879
Criminal 0131 226 5477
A&A applications 0131 220 3462
Applications registration 0131 220 5464

Manager of Accounts Assessment and Treasury - Judith Cemery
e Treasury - Steven Carrie, Assistant Manager
e Accounts assessment - Ross Marriott, Assistant Manager
Fax numbers

Treasury Accounts 0131 220 5091
A&A 0131 220 4882
Civil 0131 220 3908
Criminal 0131 220 4895

Payment Enquiries

An increasing number of solicitors regularly write to the Board with lists of outstanding
accounts. These lists can be extensive and have occasionally contained over 100 cases.
When we have investigated, the majority of the accounts have already been paid. Dealing
with these enquiries takes up considerable staff time and diverts resources from the normal
processing of accounts. We would appreciate it if solicitors could check their own financial
records before contacting the Board with enquiries about individual accounts.

Intimation documents - Greater Glasgow Health Board

Greater Glasgow Health Board (GGHB) have recently moved office. When submitting
applications for civil legal aid which involve GGHB as the opponent, please use the address
below on the intimation document. The document should be included with your legal aid
application in the usual way.

Greater Glasgow Health Board

Dalian House

350 St Vincent Street

Glasgow

G3 8YZ

Future issues of The Recorder

We aim to publish The Recorder at least three times a year - in January, May and
September. If there is important news in between these dates, we will issue a special issue
of The Recorder as required. If any other solicitor in your firm does not receive The
Recorder, please ask them to contact our Communications Office, quoting the firm's code
and practitioner code, to be included on the mailing list.

Help us to keep you informed

To ensure that correspondence and mailshots containing The Recorder and other important
information reach you, please make sure that you tell us immediately if you move address
or firm. You should notify our Finance Department in writing of any change in address or
practitioner details.
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