Terms and Conditions

These terms of business apply to all work done by Tamsyn Ward Solicitors (“we” “us” “our” “the firm”) for the client to whom the accompanying engagement letter is addressed (“you” “your” “the client”). These are the terms referred to in that letter. You will be considered to have accepted these terms and the engagement letter if we advise you or if we do work for you after you have received them.

Relationship with You
Any advice we provided is solely for you, as client and for the purposes of this engagement. Without our prior written consent, our advice may not be used for any purpose other than the one for which it was given. You may not refer to our advice in any public document or communication without our written consent. Our duty of care is only to you and to no other parties. No third parties shall have the right to rely on or enforce any term of our agreement with you under the Contract (Rights of Third Parties) Act 1999 or otherwise.

We may act for and provide advice to more than one person or organisation jointly in relation to the same matter. In such a case, we are acting for all of you, collectively.  We may sometimes need to take instructions from one of you on behalf of the others, for example, because it is more convenient for one of you to deal with us, or because the matter needs to be dealt with quickly and you authorise us to do this without needing to confirm them with all of you.

Scope of our Advice

The scope of our advice is set out in the Engagement Letter.  Generally we do not give advice on taxation or accountancy matters, unless specifically requested by you as client.  If we believe that you require accountancy or tax advice not offered by our fee earners, we shall advise you to seek it from suitably qualified professionals.  Similarly, we can only advise on the law in England and Wales and not in any other jurisdiction and, if you require advice on the law of any other jurisdiction then we may, with your permission, either seek advice from, or refer you to, a suitably qualified legal adviser in the relevant jurisdiction.

Keeping you Informed

During the transaction we may send you copy documents by post and or e-mail.  Please always read everything we send you carefully, keeping a central file for your own records and please raise any questions or problems you may have in writing in order that both parties have a file system that is contemporaneous.  It is always useful to keep our letters so that you can refer to them in the future.  Please note that where paper copy documents are sent to you by e-mail we may not send hard copies unless you specifically instruct us to do so.

Our Charges
Details of our charges are set out in the Engagement Letter. We may agree to charge you on a fixed-fee basis or on a time basis. In the latter case we record time in six-minute units. 

Where our fees are calculated on a time basis our current hourly charging rates is £275 plus VAT. Rates are reviewed regularly and you will be notified you in writing if these rates change. Any change will not take effect until the billing month after this letter.

Where we estimate fees payable, this will primarily be based on the time required to do the work. However, in complex, difficult or urgent matters an uplift may be added to reflect the circumstances. In the case of fixed charges, these are generally given subject to certain conditions, set out in the Engagement Letter, and may be revised if these conditions change. In the case of estimates, we reserve the right to change or amend the estimate at any time while we are carrying out the work for you. We will, however, notify you beforehand (except in the case of urgency) if we need to revise our estimate upwards.

Unless otherwise agreed, we will issue invoices regularly and may issue interim invoices during the course of our engagement. Invoices may also include disbursements.  We may sometimes ask you to make payments on account to cover fees and/or disbursements.  If there are any difficulties or delays in making payments to us, please let us know as soon as possible. 

We will look to you for payment of our charges.  If a third party has agreed to be responsible for settling some or all of our fees and disbursements and this third party fails to make such payments to us, you will be directly responsible for settling any fees and disbursements due to us.

Unless otherwise stated by our Engagement Letter, payment is due promptly on receipt of our invoice and if it is not received within 14 days of receipt of the invoice then we reserve the right to charge interest on the outstanding amount at the rate of 2% above the base rate from time to time of the Royal Bank of Scotland plc. 

Where you have made a payment on account of fees or disbursements or where we are holding monies on your behalf, we may deduct any sums owing to us from such monies before accounting to you for the balance. If we receive notice of termination of any personal guarantee, we may suspend our engagement until we are satisfied that any sums due to us will be paid and we may terminate our engagement by notice in writing.

Evidence of identity and Money Laundering Regulations

Proof of Identity 

In accordance with the Proceeds of Crime Act 2002 and the Money Laundering Regulations 2007 we are required to seek evidence of your identity, the identity of any beneficiaries or beneficial owners and sometimes of other people related to you. We are also required to verify that information.  Please produce evidence of identity by return.  We currently accept:

· a valid passport; or

· a valid photographic drivers license; 

together with one of the following, showing your home address and dated within the last two months:

· a recent utility bill; or

· bank/building society statement; or

· payslip.

NB. If you do not have a valid passport or photographic driver’s license, we would require two items from section B above. If you supply false or inaccurate information and we suspect fraud we will record this and share this with other organisations.
Confidentiality 

Whilst we are professionally and legally obliged to keep your affairs confidential, we are also required to report to the National Criminal Intelligence Service and Serious Organised Crime Agency any knowledge or suspicion that a person is engaged in money laundering where the information was acquired during the course of our business.  We may be required to make such a report without your knowledge or consent notwithstanding client confidentiality. In some instances we may have to suspend work without explaining why.  Please note that providing we act in good faith and in accordance with the law, we will not be liable for any loss to you arising from the making of such a report or should it become necessary from the termination of your retainer with us.
Interest

Where we hold money in a separate designated client account (for example where large sums of money are held in respect of probate matters) we will account to you for all interest earned, although we reserve the right to charge for the time spent calculating that interest.

Where money is held in a general client account (for example, where money is held routinely during the course of a property transaction) if you so wish we can account to you for a sum in lieu of the interest earned.  The interest will be calculated at the rate in effect from time to time, however, we reserve the right to charge for the time spent calculating the interest.
Financial Services

We are not authorised under the Financial Services and Markets Act 2000 or by the Financial Services Authority.

If in relation to any instructions you require advice on investments the firm may recommend you to someone who is authorised by the Financial Services Authority as (in common practice) the firm is not. 

We are members of the Law Society of England and Wales. Solicitors Regulation Authority is the independent regulatory arm of the Law Society. The Legal Ombudsman deals with complaints against lawyers. If you are unhappy with any financial or insurance related advice you receive from us, you should raise your concerns with either of those bodies.
Outsourcing of Work

Sometimes we ask other companies, or people to do work on our files. We will always seek a confidentiality agreement with these outsourced providers. If you do not want your file to be outsourced, please tell us as soon as possible.

Complaints

If you feel that our service was not what you expected, please tell us so that we can review the matter and redress any issues as soon as possible. You can complain on any area of our service and this will not affect how we handle your case. We treat as a complaint any concern you may raise other than informally and orally and those which you are reasonably satisfied by an apology.

Please let the person dealing with your matter know in the first instance if you have a complaint so that they may try and address any issues you raise. Your complaint may be in writing, by letter or email, in a meeting, or by telephone, advising us of your concerns as precisely as you can so we can deal with all points you have raised. We welcome feedback so that we can improve the quality of our service to you. 

If we are unable to resolve your concerns immediately we will contact you and acknowledge your concerns in writing within 5 working days and write to with our response within 4 weeks. 
If you are unhappy with our response, you may request a further review of the matter setting out the concerns you believe have not been addressed. Your request must be received by us within 3 months of our response to you. We will then review your complaint again and the outcome of the review within 4 weeks of receiving your request. This will include details of your option to refer your concern to one of the complaint services listed below. 
If we are unable to resolve your complaint, and if you qualify, you can refer your concern to the relevant complaints service, the Solicitors Regulation Authority or the Legal Ombudsman.

The Solicitors Regulation Authority can help you if you have concerns about our behaviour. This could be for things like dishonesty, taking or losing your money or treating you unfairly because of your age, a disability or other characteristics.

The Legal Ombudsman investigated complaints about service issues with lawyers. From the 1st April 2023 the Legal Ombudsman expects complaints to be made to them within one year of the date of the act or omission about which you are concerned or within one year of you realising there was a concern. You must also refer your concerns to the Legal Ombudsman within 6 months of our final response to you. You qualify if you are an individual or a small business, a charity, club or Trust.
If you believe we have been negligent in dealing with your matter, please tell us. The Professional Negligence Pre-Acton Protocol is a national procedure for dealing with negligence claims against professional and it will apply rather than this internal complaints procedure if you want to make a claim for negligence. 

Contact Details: 

In the first instance please raise any concerns you have with Tamsyn Ward. If you are not satisfied with the outcome following your concerns being addressed, please contact The Legal Ombudsman PO Box 6806 Wolverhampton WV1 9WJ Tel: 0300 555 0333 email: enquiries@legalombudsman.org.uk or The Financial Ombudsman Service, South Quay Plaza 183 March Wall London E14 9SR Tel: 0800 023 4567 email:complaint.info@financial-ombudsman.org.uk 
Disputing our charges

You are entitled by virtue of rule 2.05 of the Solicitors Code of Conduct 2007 to dispute our charges.

In the event you dispute any of our charges please, in the first instance, contact Tamsyn Ward within 14 days of receipt of your invoice, setting out in writing your reasons for the dispute. Tamsyn Ward will then review your file as soon as possible and will consult the relevant fee earner in order to assess whether the charges levied are, in all the circumstances, reasonable. 

Following consideration of your dispute, if it is decided that our charges were in fact reasonable, the outstanding invoice will, at that stage, become payable within 7 days of you being notified in writing of our decision.

In the event you are dissatisfied with the outcome of our decision, you are entitled to object to our charges by making a complaint to the Legal Ombudsman and/or by applying to the court for an assessment of our charges under Part 3 of the Solicitors act 1974. The Ombudsman’s address is Legal Ombudsman PO Box 6806 Wolverhampton WV1 9WJ
If all or part of our bill remains unpaid during any period of dispute, complaint or court assessment, the Firm reserves the right the charge interest at rate of 2% above the Bank of England base rate from time to time, on the full outstanding amount of the bill for the duration of the dispute, complaint or court assessment.

Storage of Documents

Once a matter has completed the Firm is entitled to keep all your papers and documents while there is still money owed to us for fees and expenses. 

Following payment of our fees and expenses, the Firm may remove and destroy any duplicated documents and drafts.  All remaining documents (other than original documents which you have asked to be returned to you) will be retained in store or copied onto such media as the Firm decides from time to time at its discretion, in which case the remaining documents will be destroyed.  Due to the nature of the work, the remaining documents or media can be stored for a period of more than 15 years from the completion of the matter.

The Firm reserves the right to charge for retrieving and copying of documents or a file from storage at the then current fee charged by the Firm.

Vetting of files

External firms or organizations may conduct audit or quality checks on our practice. These external firms or organizations are required to maintain confidentiality in relation to your files.

Data Protection

We use the information you provide primarily for the provision of legal services to you and for related matters. In providing legal services in the UK, we will either act as a Data Controller or a Data Processor appointed by you. Where we act as a Data Controller in relation to any processing of personal data, we will comply with the provisions of the Data Protection Act. Where we act as a Data Processor we will take such security measures as are required to enable us to process personal data in compliance with obligations equivalent to those imposed on you by the Data Protection Act as amended by the GDPR 2018. Please note that our work for you may require us to give information to third parties such as expert witnesses and other professional advisers. You have the right of access under Data Protection legislation to the personal data that we hold about you and complain to the Information Commissioner’s Office if you feel there is a problem in the way we are handling your data by email registration@ico.org.uk or telephone 03031231113. All requests for a copy of your personal data must be in writing to this office.
Termination 

You may terminate and withdraw instructions at any time or the Firm may end its retainer in accordance with the points below and in either case the Firm will be entitled to raise an invoice for its outstanding charges.

The Firm will be entitled to retain all your papers and documents whilst any invoice raised by it remains unpaid. The Firm may end its retainer on reasonable notice with you if;

· Any invoice, which is due and payable, remains unpaid 
· A request payment on account is not received within anytime limits specified

· The firm is unable to obtain clear and proper instructions

· A conflict of interest arises with another client of the firm
· The Firm reasonably believes either that the retainer should be terminated or that it is permitted or obliged by law or good practice to terminate the retainer
Privacy Notice

Tamsyn Ward Solicitors practices in Private Client matters. This Privacy Notice explains why and how we use any personal data we collect about you during your instructions.
The personal data we collect may be used for the following purposes:

· Preparing your Will

· Preparing Lasting Powers of Attorney on your behalf

· Assisting you as the Attorney under a Lasting Power of Attorney 

· Assisting you with an application to the Court of Protection for a Deputy Order on behalf of a vulnerable person.

· Assisting with the administration of an estate where you are acting as the Executor or Administrator.
The information you provide will assist with completing your instructions and will not be used for any other purpose. Once your instructions are complete, your data will be held securely as outlined in our terms of business. You have a right to request your data or a copy of your data at any time as set out in our Terms of Business.
Our legal basis for processing for the personal data: 

We process personal information to enable us to provide legal services including advising and acting on behalf of our clients. We also process personal information in order to maintain our own accounts and records and to promote our services.

· Assisting you with completing your Will

· Assisting you with completing your Lasting Powers of Attorney

· Assisting you with acting as Attorney under a Lasting Power of Attorney 

· Assisting you with applying to the Court of Protection for a Deputy Order on behalf of a vulnerable person
· Assisting you with your responsibilities as an Executor or Administrator of an estate
Consent

By consenting to this privacy notice you are giving us permission to process your personal data specifically for the purpose identified. Consent is required for Tamsyn Ward Solicitors to process your personal data in line with the Data Protection Act (DPA) and General Data Protection Regulations (GDPR), but it must be explicitly given. Where we are asking you for sensitive personal data we will always tell you why and how the information will be used.
You may withdraw your consent at any time in writing either by email at tamsyn@tamsynwardsolicitors.co.uk or post at Tamsyn Ward Solicitors Claymore Flexford Road Christmas Pie Normandy Guildford Surrey GU3 2EF

Marketing

If you agree, Tamsyn Ward Solicitors may contact you in the future with information regarding services of ours which may be of interest to you. If you have consented to receiving marketing, you may opt out at a later date. You have the right at any time to stop us from contacting you for marketing purposes. If you do not wish to receive information regarding services of ours in the future, please sign here.
I do not consent to receiving marketing from Tamsyn Ward Solicitors.

Signature: ……………………………………………………….

Signature: ……………………………………………………….
Disclosure to Third Parties
Tamsyn Ward Solicitors will not pass on your personal data to third parties without first obtaining your consent. The third party concerned will receive your personal data for the purpose and as part of the processing activities.
Our website contains links to other websites. This privacy notice only applies to our website so when you link to other websites you should read their own privacy notices.

If you have any questions regarding this privacy notice, please contact Tamsyn Ward either by email at tamsyn@tamsynwardsolicitors.co.uk or post at Tamsyn Ward Solicitors Claymore Flexford Road Christmas Pie Normandy Guildford Surrey GU3 2EF

Declaration

I understand that you will use the information I have provided to act on my behalf in accordance with my instructions. I understand that the information I provide will not be passed to third parties without my express consent. My information will be held securely in accordance with Tamsyn Ward Solicitors policy and I may request in writing to Tamsyn Ward Solicitors Claymore Flexford Road Christmas Pie Normandy Guildford Surrey GU3 2EF or by email at tamsyn@tamsynwardsolicitors.co.uk a copy of my information which Tamsyn Ward Solicitors holds at any time.

Signature: ………………………………………..
Signature: ………………………………………..

Date: ………………………………………………

