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Dear ALP members, 

Welcome to The Aberdeen Law Project for both new and returning ALP members! 
We have a great year ahead of us.  

Your skills, dedication, initiative and enthusiasm are critical in delivering The 
Aberdeen Law Project services to the public of the North East.  To build upon our 
successful organisation, and to provide excellent services, we must have committed 
members. Your hard work and drive is appreciated by both the Company Board and 
those who live within the North East. With your dedication we can take our services 
into its next chapter. 

This member handbook contains valuable information to get you started. Please 
carefully review any elements of the handbook that is especially relevant for you 
personally.  

It is exciting time to be a member of ALP! You have joined an extremely motivated 
and highly skilled team. You will have the opportunity to learn from the profession 
and your peers. I wish you every success and can promise you that you will find your 
role both challenging and rewarding.  

Best of Luck! 

 

-- 

Anna Robertson 
Student Director 
The Aberdeen Law Project 
 
 

 

  



Contents 

General Information.................................................................................................... 6 

1. Introduction ....................................................................................................... 6 

2. Company Information ....................................................................................... 6 

3. Aims ................................................................................................................. 6 

4. Mission Statement:- .......................................................................................... 6 

5. Management .................................................................................................... 6 

6. Forum ............................................................................................................ 8 

7. Members .......................................................................................................... 9 

8. Hours ................................................................................................................ 9 

9. Training ............................................................................................................ 9 

10. Disciplinary Procedure ................................................................................ 10 

11. Grievance Procedure .................................................................................. 10 

Office Procedure Manual .......................................................................................... 11 

12. Daily Checks ............................................................................................... 11 

13. Answering the Phone .................................................................................. 11 

14. Mail Procedures .......................................................................................... 12 

Clinical Dimension: Sectors ...................................................................................... 16 

15. Aims ............................................................................................................ 16 

16. Role ............................................................................................................. 16 

17. Admission.................................................................................................... 17 

18. General duty of good faith ........................................................................... 17 

19. Duty to avoid conflicts of interest ................................................................. 17 

20. Duty of confidentiality .................................................................................. 17 

21. Duty to attend .............................................................................................. 18 

22. Duty to seek advice ..................................................................................... 18 

23. Exclusion of payment and gifts .................................................................... 18 

24. Initial Sector Adviser Training ...................................................................... 18 

25. Subsequent Training ................................................................................... 18 

26. Duty to communicate .................................................................................. 19 

27. Duty of good faith ........................................................................................ 19 

28. Duty to advise ............................................................................................. 19 

29. Exclusion of certainties ............................................................................... 19 



30. Security of documents ................................................................................. 19 

31. Copies of documents .................................................................................. 20 

32. Case file management ................................................................................ 20 

33. File storage area management ................................................................... 20 

34. Advisor protection ....................................................................................... 20 

35. Breach of duty ............................................................................................. 20 

Representation ......................................................................................................... 21 

36. Admission Process ...................................................................................... 21 

37. Documentation Requirements ..................................................................... 21 

38. Initial Representation Adviser Training ........................................................ 21 

39. Subsequent Training ................................................................................... 21 

40. General duty of good faith ........................................................................... 22 

41. Duty to avoid conflicts of interest ................................................................. 22 

42. Duty of confidentiality .................................................................................. 22 

43. Duty to attend .............................................................................................. 22 

44. Duty to seek advice ..................................................................................... 22 

45. Obligation of approval of advice .................................................................. 23 

46. Exclusion of payment and gifts .................................................................... 23 

47. General Duties Head and Deputy Head of Representation ......................... 23 

48. Duty to account ........................................................................................... 23 

49. Responsibilities of organisation ................................................................... 23 

50. Responsibility to train .................................................................................. 23 

51. Duty to communicate .................................................................................. 23 

52. Duty of good faith ........................................................................................ 24 

53. Duty to advise ............................................................................................. 24 

54. Exclusion of certainties ............................................................................... 24 

55. Security of documents ................................................................................. 24 

56. Return of documents ................................................................................... 24 

57. Copies of documents .................................................................................. 25 

59. File storage area management ................................................................... 25 

60. Advisor protection ....................................................................................... 25 

61. Breach of duty ............................................................................................. 25 

Community and Educational Outreach Projects ....................................................... 26 



62. Admission and Training ............................................................................... 26 

63. Duties and responsibilities .......................................................................... 26 

64. Duties of the Director of Projects and the Deputy Director of Projects ........ 27 

65. The Director of projects: .............................................................................. 27 

66. The Deputy Director of projects: .................................................................. 27 

67. Confidentiality .............................................................................................. 28 

68. Our current Projects .................................................................................... 29 

The Prison Programme ...................................................................................... 29 

The Custodies Project ....................................................................................... 30 

Seaton Project ................................................................................................... 30 

Ambassadors Project ......................................................................................... 31 

Grampian  Women’s  Aid  Outreach  Programme.................................................. 31 

Homelessness Action Project ............................................................................ 31 

The Key Project ................................................................................................. 32 

Procedures & Protocols ............................................................................................ 33 

Email Procedure ................................................................................................... 33 

APPENDIX A Contact Details ............................................................................... 38 

APENDIX B Disciplinary Policy and Procedures ................................................... 40 

APPENDIX C Grievance Policy and Procedure .................................................... 43 

APPENDIX D –  Case File Documents ................................................................. 45 

 

  



General Information 
 

1. Introduction:- 

Casus Omissus, or  the  ‘The  Aberdeen  Law  Project’  as  we  are  publicly  known,  is  the  
first purely student-led law clinic in Scotland.  Our clinic primarily exists in order to 
provide legal representation and educational programs to members of the public who 
would otherwise not have access to such assistance.   

2. Company Information:- 

Our company is registered under Casus Omissus SC381494.  

3. Aims:- 
 To secure access to justice for the economically deprived;  
 To increase opportunity by undertaking educational outreach projects; 
 To provide students with practical experience under the supervision of 

practitioners. 

4. Mission Statement:- 
 To provide advice, support and assistance in relation to issues that may give 

rise to legal proceedings; 
 To assist in seeking or defending adjudication, whether the said adjudication 

is within a Court of Law or other recognised forums; 
 To promote the legal profession, access to the legal profession, and 

education with the legal profession; 
 To provide lectures, training sessions and workshops to those within primary, 

secondary and higher education;  
 To publicise and encourage the provision of pro bono legal services in 

Scotland; 
 To publicise and promote Scots law and developments within the Scottish 

legal system; 
 To lobby and campaign for legal reform; 
 To otherwise contribute to legal education, the provision of advice and the 

availability of legal representation within Scotland; 
 To do anything that is, or may be incidental or conducive to the attainment of 

any of the above objectives.  
 

5. Management:- 

Organisation 

The Aberdeen Law Projects (ALP or the Project) overall day-to-day running is 
overseen and lead by the Student Director. This is made possible through delegation 
and assistance from both the Senior Management Team and Management Team. 



We are also assisted by our Faculty Director Malcolm Combe who oversees our 
casework and minimises risk.  

 

 

Company Board 

Whilst ALP is led by students our Company Board oversees the overall objectives. 
To do so they receive monthly progress reports and meet quarterly to discuss the 
ALP’s progress.  

The Company Board comprises of: Professor Margaret Ross; Ryan Whelan; Greg 
Gordon, Gary Allan QC, Jodie Chandler, Adam Davies and Anna Robertson.  
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Advisory Committee 

The Advisory Committee support, assist and act as counsel for ALP with regards to 
the overall objectives. 

 Our Advisor Committee comprises of: Chair Professor Margaret Ross; Gary Allan 
QC; Greg Gordon; Lord Woolman; Lady Dorian; Professor Roderick Paisley; Dr 
Parratt; Roger Connan; Douglas Bain; Sheriff Cowan; Ryan Whelan; and Professor 
Ian Diamond. 

In addition to our Advisory Committee we are supported by patrons. Our patrons are: 
Lord Hope of Craighead (former Deputy President of the UK Supreme Court); Martin 
Gilbert CEO of Aberdeen Asset Management; Dame Hazel Genn and Lord Nicol 
Stephen.  

Senior Management Team 

The Senior Management Team (SMT) oversees the day to day running of ALP. The 
team is led and chaired by the Student Director. The Senior Management Team 
meets fortnightly to discuss and set goals for ALP.  

SMT compromises of: Student Director: Anna Robertson; Deputy Student 
Director: Caitlin Hurst; Head of Representation: Fraser Stewart; Head of 
Management: Lindsay Mccormick; Head of Projects: Erika Grant; Head of 
Sectors: Dawn Morris and Assistant Deputes: Juilia Spiesberger, Victoria 
MacDonald and Emma Read.  

Management Team 

The Management Team (MT) implements the day to day running of ALP, be it within 
the clinical, community outreach, managerial or sector dimensions. The 
Management Team meets quarterly to discuss and reflect upon the work that has 
been achieved and set further goals. 

MT compromises of: All of those who sit on SMT, Head of Admissions, Company 
Treasurer, Sector Head Employment, Sector Head Housing, Sector Head Criminal, 
Sector Head Charity & Commerce, Head of Schools, Head of Prisons Programme, 
Head of GWA, Head of The Key Project, Head of Custodies, Head of HAP, and 
Intake Ambassador.  

Those who are part of the Management Team will meet regularly with those 
members of SMT who supervise their respective dimension of the Project.  

 

6. Forum  
The Forum is made up of elected representatives from each cross section of ALP. 
The forum meets quarterly and reflects upon the previous qurter bringing in 



suggestions for the project. The Chair Ben Henderson-Palmer who will feed back to 
Senior Management Team. The minutes will be circulated round all members.  

 

7. Members:- 

All members of The Aberdeen Law Project are volunteers who attend The University 
of Aberdeen.  

There are a number of attributes we consider that the members of ALP attain 
including: 

 Leadership 
 Team Work 
 Active Citizenship 
 Learning and Personal Development  
 Effective Communication  
 Independent and Critical Thinking 
 Adaptability 
 Organizational skills 
 The confidence to take ownership  

8. Hours 
The Aberdeen Law Project operates on a voluntary basis from both students and 
supporters. We are conscious that our day-to-day running is operated purely by 
students who are undertaking their LLB or diploma. However, it is necessary to 
provide a minimum amount of hours per week dependant on the members’ role.  

Sector Member = minimum 4 hours per week*; 

Representation Advisor = minimum 7 hours per week*; 

Management Roles = minimum 10 hours per week*.  

*This does not include hours given to our educational and community outreach 
programmes or necessary training sessions that are attended. 

9. Training  
The Aberdeen Law Project provides an extensive training for our members at all 
levels. If anyone has any ideas or queries about training sessions please contact our 
Assistant Deputes at assistant.deputes@abdnlawproject.com.  

We expect that all members attend a minimum of four training sessions per year 
including two external sessions. Involvement within the University STAR award 
counts for two training sessions. For anyone interested in the STAR award please 
contact the Head of Management at casus@abdnlawproject.com.  

mailto:assistant.deputes@abdnlawproject.com
mailto:casus@abdnlawproject.com


We ask that members confirm their availability to attend training sessions at least 
two days prior to the event and arrives 5 minutes before the training starts. We also 
ask that members must dress smartly for all external training sessions (no jeans, 
hoodies or sweatpants).  

 

10. Disciplinary Procedure:- 

The  Aberdeen  Law  Project’s  Disciplinary Policy is designed to help and encourage 
all our members to achieve and maintain the required standards of conduct and to 
ensure that there is a fair and systemic approach to the maintenance of these 
standards. When a member conduct falls below required standards, disciplinary 
procedures will apply in order to safeguard the Project’s interests and reputation as 
well as to protect the rights of members and to ensure there is a fair and consistent 
process. Our disciplinary procedure follows a four stage process: informal warning; 
written warning; final warning; disciplinary/ final meeting. Please see the full 
Disciplinary in Appendix B.  

11. Grievance Procedure:-  

The Aberdeen Law Project encourages open and honest communication at all levels. 
We strongly encourage an open-door policy. It recognises, however, members may 
wish to seek redress for grievances arising from their involvement. All members are 
encouraged to make every effort to resolve issues, matters should be dealt with as 
they occur and be settled as quickly as is reasonably practicable. Our Grievance 
Procedure follows a three stage grievance process: informal conversation; 
notification form; and assessment meeting. Please see the full Grievance Procedure 
in Appendix C. 

 

  



Office Procedure Manual 

12. Daily Checks 
Check the voice mail on computer one: 

 Check messages on answerphone the pin number is 1256. 
 Go to the law office to check whether we have any mail – do this before 

lunchtime please and hand in mail to the law office at 4pm in the afternoon.  
 When you are going up to the office to check for mail, please check whether 

there is any post to go out. Any outgoing post should be placed in the clear 
desk tidy on desk four. Just hand this post to the office staff and say that you 
are from the Aberdeen Law Project and ask them if they could send it. This 
must be done before 2pm. 

 Check that the office is generally tidy. Please make sure that the desks are 
clear and tidy at the end of the day. 

At the end of the day: 

 Make sure that the windows are shut 
 Make sure that the blinds are down 
 Make sure that there is no key in the filing cabinet and that the filing cabinet is 

locked 
 Turn off all computers 
 Make sure that the lights are off 
 BEFORE LEAVING MAKE SURE THE RED KEY IS IN THE POWIS 

OFFICE– otherwise you will be locked out in the morning! 
 Make sure that the door is locked. 

13. Answering the Phone 
 “Good  Morning/Afternoon,  The  Aberdeen  Law  Project,  (your  name)  speaking,  

how  can  I  help  you?”  
 *Fill in a telephone record which will be on the top desk tidy stand* 

If the caller is an existing client, please ask for: 

 Their name 
 Their case number (this should be on all correspondence, if the client does 

not  know  this  then  please  don’t  worry) 
 Their Representation Advisor 
 A brief message 
 Contact details ( spell name, and repeat contact details back) 
 Explain to the caller that you will pass the message on to the Representation 

Adviser and that they will be in touch with them in due course 

After the call:  



 Email the relevant Representation Advisor (see the contact list at the end of 
this handout) 

 No confidential information should be sent on 
casuscontacts@abdnlawproject.com say there is a telephone record. 

 Put  the  telephone  record  in  the  top  filing  drawer  under  “Telephone  Records” 

If the caller is a prospective client, please ask: 

 Their name 
 Contact details 
 A brief outline of what their case is – e.g. housing issue 
 Inform them of our clinics at Inchgarth and Woodside (see the list of when we 

are at what clinic at the end of this handbook) 
 Try and make them appointment at one of these clinics. Write this on the e-

diary  which  is  titled  “Winter  Fersands  Diary”  and  on  the  paper  diary  beside  the  
phone. Write what the issue is and the contact details inside the paper diary 

 If they  mention a pending court date please contact the Representation 
Advisers that are scheduled to be in the office that week (see back of handout 
for those advisers) immediately to arrange an urgent appointment 

 If they cannot make one of those dates email the representation advisers 
scheduled for that week to get them to arrange an urgent appointment 

If the caller calls looking for someone specific: 

 Note  down  the  caller’s  details 
 Ask who they are calling for 
 E-mail that relevant person (Implementation details are at the back of this 

handbook) 
 If you do not know the details of the person who the call is for, then contact 

your Supervisor for the week (see the rota at the back of this handbook) 
 If you have any uncertainties, just take the name, contact details and a brief 

message before contacting the weekly supervisor to communicate the 
message to. They will deal with it from thereon. 

14. Mail Procedures 
 

 Once you have checked for mail at the office you may need to inform a 
member of the Project that they have post. There are contact details for 
Representation Members and Implementation Members at the end of this 
handout – simply email these people and inform them that they have mail. 

 Where there is a case number on the letter please put the letter in the 
appropriate case file. 

 Where there is no case number on the letter please put the letter in the top 
drawer  of  the  filing  cabinet  in  the  tab  marked  “incoming  mail.” 

mailto:casuscontacts@abdnlawproject.com


 As usual, if there are any problems, contact your supervisor for that week. 

  



15. WHY RUN A FACE-TO-FACE DROP-IN LEGAL ADVICE CLINIC? 
 
A number of institutions across the country are running a whole variety of 
interesting clinical legal education projects that are unique to them.1 
 
In  The  Aberdeen  Law  Project’s  model,  we  provide  a  public  drop-in service 
alongside an appointment based clinic.  
 
Potential clients can either telephone the clinic or speak initially to office 
worker; they will either be booked in for an appointment at either Inchgarth or 
Fersands. Alternatively, the office worker may have a query as to whether the 
case falls within our domain or a potential client wishes to book an 
appointment at The University of Aberdeen campus; in this instance they will 
contact the Head of Representation.  
 
If an inquiry falls within our domain, then an initial appointment will be booked 
for the client. The students meet the client for the first time and conduct a 
“fact-finding”  interview  where  the  giving  of  advice  is  strictly  prohibited.  The  
client leaves. The students have a post-interview review with the 
Representation Advisor. There is a further reassessment as to whether the 
inquiry is suitable to be handled by the clinic with a Supervisor. Following this, 
within 7 working days, the students will send out a letter stating whether or not 
they will take on the case and include a statement of facts which must be 
signed. If the inquiry is deemed suitable, the students conduct further legal 
research and then over at least the next week draft successive versions of a 
letter of advice for the supervisor to check. When the letter of advice is finally 
approved, it is sent to the client. Advice will be given. In some cases, the case 
will progress to representation.  
 
The main benefits of this model include that with suitable premises on the 
public highway and some local publicity, you are likely to find yourself 
inundated with clients. You will develop close working links with your local 
network of legal advice providers. Students will benefit from understanding the 
importance of client management and preparation.  They will be presented 
with people who do not necessarily have a readily identifiable legal problem 
and learn to assist clients in translating their concerns into legally 
recognisable categories and provide succinct explanations of legal concepts 
and processes which may be entirely new to the public. This develops their 
interview skills, practical legal knowledge and understanding of client care – in 
particular, learning to be non-judgmental and non-discriminatory towards 

                                                           
1 LawWorks Student Pro Bono Report 2011 and Lydia Bleasdale-Hill, The Experience of Establishing 
and Maintaining Pro bono Projects within an Educational Setting: A Narrative (Sept 2011) – both at 
lawworks.org.uk.  

 



clients and their problems, and providing the best possible service within the 
time-constraints of the clinic. 
 

16. LEVELS OF ADVICE 
 
In order to describe our model, it will help to explain the generally accepted 
hierarchy of legal advice provision for social welfare matters. 
 
The lowest level of advice is basic information. Typically, it will involve giving 
a client a leaflet or a factsheet, or in some other way taking them through 
standardised information which is not tailored to them as an individual. There 
is scope, and is encouraged for sectors to develop this model where basic 
information is given at a drop- in clinic. Everyone can access that advice by 
going to the Citizens Advice Bureau website, where they maintain a publicly 
available online resource called adviceguide. If a client visits a CAB in the 
UK,   they   will   typically   get   a   10  minute   triage   appointment   with   a   “gateway  
assessor”   who  will   see   if   they   can   resolve   the   enquiry   at   the   level of basic 
information. 
 
The next level of advice is generalist advice. This is much more 
sophisticated than basic information. The adviser is now dealing with the 
client as an individual, tailoring advice to their particular circumstances. It will 
be based on advice resources that the general public does not have direct 
access to – principally, Advisernet If   the   10   minute   “gateway   assessor”  
appointment cannot resolve the enquiry, then the client will go through to a full 
generalist advice appointment, typically thirty minutes long. This could be a 
one-off appointment, or you can also have casework at that level – for 
example, complex housing case where a client needs ongoing help. 
Generalist advice is a massively complex area, which will cover all social 
welfare matters prior to legal proceedings.  
 
In our drop-in clinic model we employ much more intensive supervision 
in order than student volunteers give generalist advice to clients from 
day  one.  ALP’s  workload  is  heavily  based  on  generalist  advice 
The next level up in the hierarchy is specialist legal advice for people 
involved in (or in contemplation of) legal proceedings. Those working on 
cases will rely more heavily on the guidance and counsel from supervisors for 
example in employment law or medical negligence. 

 

 
And then, just to introduce another couple of advice sector terms which may 
be unfamiliar: at any point a client could be directed to another service by 



signposting them (which is to send a client somewhere else without having 
made an appointment for them – the adviser simply tell them where to go) or 
referring them (which means the adviser does contact the second agency 
and books the client in). And that choice between signpost or referral will 
usually involve the adviser making an assessment at to the merit of an 
enquiry – if you want to build up good referral links with other agencies, then 
you need to establish a reputation for conducting effective triage so that if you 
seek to refer an enquiry to another agency, they will know that it is worth their 
while to accept it and will not be a waste of their resources. 
 

17. GENERAL QUESTIONS 
 

 Can you briefly describe what you want help with?  
 

 Capture any relevant dates.  
 

 Have you taken any action yourself so far? (If the client is involved in a legal 
process, try to understand which stage they have got to so far.)  
 

 What are you hoping we can do for you?  
 

 If we may need to signpost or refer, establish which borough the client lives in.  

 

Clinical Dimension: Sectors 
 

18. Aims  
 Maintain a good level of professionalism at all times. 
 Work effectively with Representation Advisors to keep up with the case and 

assist them to the best of their ability. 
 Give advice of the best quality you are able to give 
 Keep  to appointment times 

19. Role 
 Work with the Representation Advisor on their specific case. 
 Take an active role on their specific case 
 To  go  through  the  “Client  Details  Form” and  “Disclaimer  of  Liability  Form”  in  a  

client meeting 
 To provide an opening summary sheet for their specific case.  
 To research the relevant law or guidelines for their specific case. 



 To read all relevant correspondence. 
 To follow Representation Advisors instructions.  
 To attend all client meetings. 
 To attend court or tribunals for their specific case and to take trial notes. 
 To provide an anonymous closing summary sheet for their specific case and 

file it in the sectors database. 

 

20. Admission 
(a) All members of ALP are considered to be Sector Advisors, unless they are a 
member of the Representation Team. 

(b) Exceptions, unless they have expressly become part of ALP to work solely within 
the project dimension. This will have to be approved by the Head of Sectors and 
relevant dedication to the project and sector work must be shown.  

 

21. General duty of good faith 
All sector advisers must act on a basis of absolute good faith and must inform their 
Head of Sector immediately if they believe that their duty of good faith has been, or 
has the potential to be compromised. 

 

 
22. Duty to avoid conflicts of interest 

No sector adviser may act to any degree where there is, or there is any possibility 
that there may be, or appear to be, a conflict of interest. Where a conflict of interest, 
either actual or potential arises, all sector advisers shall have a duty to report to their 
Head of Sector, The Student Director or an internal supervisor. 

23. Duty of confidentiality 
All sector advisers must take all necessary steps to protect the identity or anonymity 
of their clients concerning any facts or materials which are held in relation to their 
case. 

This duty of confidentiality shall not apply in the following circumstances; 

 (a) Where disclosure is required by law 

 (b) Where the client has given express authority to disclose 

              (c) Where a disclosure is made wholly within The Aberdeen Law Project for 
the benefit  of  the  client’s  case. 



24. Duty to attend 
All Sector Advisors must attend all meetings, training sessions, clinic hours or any 
other event for which they are required and which has been made compulsory. 

25. Duty to seek advice 
Where a matter of procedure of either an internal or external nature requires further 
clarification, a Sector Advisor shall seek advice from the following parties; 

(a) Representation Advisor 

(b) Sector Head 

(c) Head of Sector 

(d) Assistant Depute 

(e)Head of Representation 

(f) The Student Director, Faculy Director Deputy Student Director 

(g) An external supervisor 

 

26. Exclusion of payment and gifts 
No Sector Advisor may accept any payment or gifts of any kind in return for any 
service offered by The Aberdeen Law Project. If however, a donation is given to ALP 
for its services the Representation Advisor, Student Director and Company 
Treasurer should be notified.  

 

27. Initial Sector Adviser Training 
All new sector advisers receive training from their respective sectors following the 
initial training weeks. 

Sector Advisor Training must cover, to an adequate degree, the following: 

  - case file management 

  - client interaction and care skills 

  - case procedure 

 

28. Subsequent Training 
Subsequent training opportunities may become available at various points from 
either within ALP or from external sponsors. It is not compulsory to attend at least 
three training session per annum. 



29. Duty to communicate 
General client communication is the responsibility to the Representation Advisor. 
However all Sector Advisors have a duty to communicate any relevant information 
received to the Representation Advisor in charge of the case. 

 

30. Duty of good faith 
All Sector Advisors must advise in utmost good faith. All advice, information or 
opinions imparted must be to the advisors knowledge and diligence true and 
accurate. 

 

31. Duty to advise 

All Sector Advisors shall have the duty to assist Representation Advisors to advise 
any client who seeks their assistance, and shall continue to advise that client until 
such times as their services are no longer required or unless any of the following 
occur; 

(a) Advising the client would constitute a conflict of interest. 

(b)   The   client’s   case   does   not   fall   under   the   competences   of   The   Aberdeen   Law  
Project. 

(c) The client qualifies for legal aid assistance or can afford a solicitor. 

(d) The client is in fundamental breach of the terms and conditions of The Aberdeen 
Law Project. 

(e) The client poses a serious risk of harm to any member of The Aberdeen Law 
Project. 

(f) The client has or is likely to severely detriment the public image of The Aberdeen 
Law Project. 

32. Exclusion of certainties 

No advisor at any time may make any assertions of advice or opinion as fact. 

33. Security of documents 
 All documents relating to cases, either active or closed, must at all times be 

kept within the relevant case file(s) and stored in a lock-fast place. 
 Where documents cannot be stored in a lock-fast place, an advisor must be in 

possession of such documents at all times. 
 All documents must be returned to the client at their request. 
 A log of all documents returned must be kept and signed by the client 



 Copies of all documents returned must be made and stored under the 
conditions established in  

34. Copies of documents 

Any copies of documents must be logged and the copies marked with the word 
“COPY”  to  avoid confusion with the original version of the document. 

 

35. Case file management 
All case files must be divided into the following sections which must be kept in 
chronological order; 

 Standard documents 
 Statement of facts 
 Evidence and documentation 
 Sent and received correspondence 
 Advisor’s  opinions  and  considerations 

 

36. File storage area management 
Any area where case files, either active or closed, are being stored must be locked 
at all times. 

Active and closed case files must be divided and each organised chronologically. 

37. Advisor protection 
No information which would allow the client to contact their advisors personally may 
be given to any person, natural or legal, out with The Aberdeen Law Project. 

 

38. Breach of duty 
Any Sector Advisor who breaches the rules and regulations set out by The Aberdeen 
Law Project will be required to follow the disciplinary procedure.  

 

 
 
 

 

 

  



Representation  
 

39. Admission Process 

Admission to representation shall consist of three elements on which the candidates 
shall be assessed on their merits with regard to preparation, research, case 
management skills, dedication, enthusiasm and advocacy. 

(a) The admission process shall consist of an application, an interview and a moot. 

(b) All aspects of the admission process shall be designed to assess the attributes 
listed in provision (34). 

40. Documentation Requirements 
All documentation used in the application process must have the exclusive purpose 
of assessing the attributes given under provision (34). 

41. Initial Representation Adviser Training 
All new representation advisers who have been successful in the application process 
must receive training from a member of the faculty of law, an external sponsor or an 
existing representation member with no less than twelve months experience and 
who has acted as a representation adviser on no less than five cases. 

Representation Training must cover, to an adequate degree, the following: 

  - representation responsibilities 

  - case file management 

  - client interaction and care skills 

  - small claims, summary cause and employment tribunal procedure 

  - advocacy skills 

 

42. Subsequent Training 
Where training is made available to representation it shall be compulsory for all 
representation members to attend. 

(a) Where it is not possible for a representation member to attend the Head and 
Deputy Head of Representation must both be notified no later than two days before 
the training takes place. 

(b) Representation Advisors must attend at least 7 training sessions per annum. 



(c) Any member of representation may be requested to make subsequent 
presentations following training to other members of representation and The 
Aberdeen Law Project generally for continued training purposes 

43. General duty of good faith 
All representation advisers must act on a basis of absolute good faith and must 
inform the Head or Deputy Head of Representation immediately if they believe that 
their duty of good faith has been, or has the potential to be compromised. 

44. Duty to avoid conflicts of interest 
No representation adviser may act to any degree where there is, or there is any 
possibility that there may be, or appear to be, a conflict of interest. 

Where a conflict of interest, either actual or potential arises, all representation 
advisers shall have a duty to report to the Head of Representation, The Student 
Director or an internal supervisor. 

45. Duty of confidentiality 
All representation advisers must take all necessary steps to protect the identity or 
anonymity of their clients concerning any facts or materials which are held in relation 
to their case. 

This duty of confidentiality shall not apply in the following circumstances; 

(a) Where disclosure is required by law 

b) Where the client has given express authority to disclose 

c) Where a disclosure is made wholly within The Aberdeen Law Project for the 
benefit  of  the  client’s  case. 

46. Duty to attend 
All Representation Advisors must attend all meetings, training sessions, clinic hours 
or any other event which has been made compulsory 

The following are compulsory unless stated otherwise by the Head of Representation 
or the Student Director; 

a) Ordinary weekly meetings 

b) Clinic hours 

c) Any training session made available to Representation 

 

47. Duty to seek advice 
Where a matter of procedure of either an internal or external nature requires further 
clarification, a Representation Advisor shall seek advice from the following parties; 



(a) The Head or Deputy Head of Representation 

(b) The Student Director or Deputy Student Director 

(c) An internal or external supervisor 

(d) A member of the company board 

48. Obligation of approval of advice 
All Representation Advisors must have their prepared advice or opinions approved 
by a supervisor before any advice or opinions are given to the client. 

49. Exclusion of payment and gifts 
No advisor may accept any payment or gifts of any kind in return for any service 
offered by The Aberdeen Law Project.  If, however, a donation is given to ALP for its 
services the Head or Deputy Head of Representation, Student Director and 
Company Treasurer should be notified and handed into the office.  

50. General Duties Head and Deputy Head of Representation 
Both the Head and Deputy Head of Representation shall have a duty to act in the 
general interests of the Representation Sector and shall avoid any undertakings 
which give rise to a conflict of interest with this duty or jeopardise the effects of this 
duty. 

51. Duty to account 
The Head and Deputy Head of Representation shall have a duty to account to any 
client where necessary, the members of representation, the Student Director and 
their Deputy and the Company Board. 

52. Responsibilities of organisation 
The Head and Deputy Head are responsible for all management and organisation of 
general representation matters except where expressly delegated. 

53. Responsibility to train 
(a)The Head and Deputy Head of representation will be responsible for the provision 
or overseeing of all training for new representation members 

(b)The Head and Deputy Head of representation will be responsible for the provision 
or overseeing of all on-going training of existing representation members. 

 

 

54. Duty to communicate 
All Representation Advisors must be in communication with their clients on a regular 
basis. Such regularity must be no less than 



a) Ten days for an initial response unless further circumstances prevent such a 
response. 

b) Four weeks at any other time. 

55. Duty of good faith 
All Representation Advisors must advise in utmost good faith. All advice, information 
or opinions imparted must be to the advisors knowledge and diligence true and 
accurate. 

A Representation Advisor must take all available steps to ensure that any advice, 
information or opinions are true and accurate. 

56. Duty to advise 
All Representation Advisors shall have the duty to advise any client who seeks their 
assistance, and shall continue to advise that client until such times as their services 
are no longer required unless any of the following occur; 

a) Advising the client would constitute a conflict of interest. 

b)   The   client’s   case   does   not   fall   under   the   competences   of   The   Aberdeen   Law  
Project. 

c) The client qualifies for legal aid assistance or can afford their own solicitor. 

d) The client is in fundamental breach of the terms and conditions of The Aberdeen 
Law Project. 

e) The client poses a serious risk of harm to any member of The Aberdeen Law 
Project. 

f) The client has or is likely to severely detriment the public image of The Aberdeen 
Law Project. 

57. Exclusion of certainties 

No advisor at any time may make any assertions of advice or opinion as fact. 

58. Security of documents 
All documents relating to cases, either active or closed, must at all times be kept 
within the relevant case file(s) and stored in a lock-fast place. 

Where documents cannot be stored in a lock-fast place, an advisor must be in 
possession of such documents at all times. 

59. Return of documents 
a) All documents must be returned to the client at their request. 
b) A log of all documents returned must be kept and signed by the client 



c) All copies of all documents returned must be made and stored under the 
conditions established in. 

60. Copies of documents 
Any copies of documents must be logged and the copies marked with the word 
“COPY”  to  avoid  confusion  with  the  original  version  of  the  document. 

61. Case file management 

All case files must be divided into the following sections which must be kept in 
chronological order; 

Standard documents 

Statement of facts 

Evidence and documentation 

Sent and received correspondence 

Advisor’s  opinions  and  considerations 

62. File storage area management 
Any area where case files, either active or closed, are being stored must be locked 
at all times. 

Active and closed case files must be divided and each organised chronologically. 

63. Advisor protection 
No information which would allow the client to contact their advisors personally may 
be given to any person, natural or legal, out with The Aberdeen Law Project. 

64. Breach of duty 
Any Representation Advisor who breaches the rules and regulations set out by The 
Aberdeen Law Project will be required to follow the disciplinary procedure.  

 

 
 

  



Community and Educational Outreach Projects 
 

65. Admission and Training 
Each project conducts their own training and application process so that team 
member’s  gain  tailored  and  applicable  information. 

Project Heads and Deputy Heads are selected on an application basis by the 
existing Head of Project, or to their discretion, provided that the Project Head is able 
to evidence that the candidate has demonstrated their capability for running the 
project.  

66. Duties and responsibilities 
Everybody that joins a project willingly undertakes the particular roles, as described 
herein, or by the project head. This means that each team member chooses to 
contribute their time and work according to the needs of the project. All project 
members must endeavour to be punctual and reliable. 

Team members must remember that they are representing the Aberdeen law Project 
as well as the individual project whenever they are working within the community, 
and treat partner organisation representatives with utmost respect. 

Team members must not give out any personal contact information to the service 
users, but may give the Projects email address or details of our clinic opening times 
and other project work. 

Team members must behave respectfully towards other members of the Aberdeen 
Law Project, in particular, their fellow team members and their head of project, but 
also towards their service users. Any bullying or discriminatory behaviour is 
completely unacceptable.  

If any team member does not attend a session of working within the community, 
does not notify the relevant head of project, nor arrange a substitute, risks receiving 
a warning at the discretion of the project head. This is provided that the cancellation 
takes place with less than 24 hours of notice to the head of project.  

Every project member willingly undertakes to complete any training necessary for the 
carrying out of the projects aims, for the safety and benefit of the service users and 
the team members themselves.  

Any grievances must be raised with the head of the project, or deputy head of the 
project. If due to conflict of interests, or any other reason, team members are 
uncomfortable raising the grievance with the head of project, it should be raised 
instead with the Director of Projects. If the matter is not resolved by the head of 
projects to the satisfaction of either party, either party may thereafter raise the issue 
with the Director of Projects.  



Every member understands the importance of maintaining good communication and 
must have a willingness to discuss any problems or issues that have arisen through 
the course of training or project work with their head of project. 

Project materials may not be taken home without the project heads permission, and 
for good reason. Such materials must be returned upon request of the project head 
or the Director of Projects. 

Any documents and resources are the responsibility of each project to replace and 
update as needed. Project documents must be kept in an orderly fashion within the 
Casus office.  

 

67. Duties of the Director of Projects and the Deputy Director of 
Projects 

 

68. The Director of projects: 
 Works as part of the implementation committee to further the interests of the 

clinic as a whole. This involves attending meetings of the committee where 
he/ she will feed back regular project updates, and contribute to ideas for 
progression of projects or the clinic as a whole. 

 They also facilitate existing and prospective relationships with partner 
organisations, with the aim of securing project training or links within the 
community for the furtherance of project work. 

 They must hold regular meetings with Project Heads to establish the progress 
of each project and assist where requested or agreed to further each project. 
Here they must also feedback any directions from the Management 
Committee or Board of directors and gauge ideas and responses from the 
project heads. 

 Further to this, they will also work with any members of The Aberdeen Law 
Project who wish to start up a new initiative, and assist them in formulating a 
proposal, attending meetings with partner organisations and otherwise 
assisting where needed or requested.  

 They are responsible to the Student Director and appointment will be on an 
application basis or at the discretion of the Student Director and current 
Director of Projects if the candidate has demonstrated outstanding merit.  

 

69. The Deputy Director of projects: 
 Will assist the Director of projects in any of their functions, and attend 

meetings of the management committee, although not of the implementation 
committee. 



 It is for each Director of Project to decide the forms of training given to the 
deputy. However, they must demonstrate to the Student Director that they 
have a plan in place for handing over the position no later than five weeks 
prior to their departure from the Aberdeen Law Project or the position. 

 They will be appointed on an application basis or at the discretion of the 
Director of Projects if the candidate has demonstrated outstanding merit. 

 They will be responsible to the Director of Projects, and will succeed the 
Director of Projects upon their departure from the position. 

 

70. Confidentiality 
 All  confidential  materials  relating  to  each  project  (such  as  CV’s  and  covering  

letters) must be kept within the filing cabinet within the casus office (aside 
from where authorized by the head of project or Director of Projects. They will 
be destroyed after six years in line with data protection laws, and so must be 
kept well organised and dated for this reason. 

 Authorisations and disclaimers must always be held by the head of the Project 
and filed within the Office for reference, and will be destroyed after six years 
or in line with any future legislation regarding the matter. 

 Project team members will never be asked to give their personal details to 
partner organisations, and will only ever have to provide information as 
requested on the applications forms to each project. These documents will 
also be kept safely within the casus office and no one, other than the project 
head, the Director of Projects and the Student Director (and their deputies) 
will be able to access these documents.  

 In addition, the above documents, and details of any confidential discussions 
with the project head or the Director of Projects would only ever be made 
available to the Student Director, Family members of the team members that 
the documents refer to, or the Police upon their request. If the Head of Project 
or Director of Projects has a serious reason to believe that they will be a 
material harm to you or any other members of the Aberdeen Law Project on 
the basis of the discussion or documents submitted to the project, they are 
also entitled to make these documents available to the Student Director, 
family members, or the police. 

 

 

 



71. Our current Projects 

The Prison Programme 
The overall aim of the programme is to try to reduce re-offending by bridging the gap 
between liberation and reintegration back into the community. We aim to do this by 
working with His Majesties Prison Aberdeen and community groups to help facilitate 
a   ‘throughcare’   support   service,   starting when prisoners are detained to when 
liberated. The main services we provide are guidance and assistance with the 
creation of CVs and covering letters; information on disclosure of convictions; 
interview skills workshops and help with general aspects of job seeking/further 
education and training. We work with HMP Aberdeen to implement the classes in 
prison and the work carried out has been well received by participants and prison 
staff with numerous prisoners going on to find employment upon release. We also 
work   alongside   Aberdeen   Forward’s   ‘Roots   and   Shoots’   Project   providing  
employability skills assistance both in prison and as part of their community work 
initiative once prisoners have been released. Currently plans are being made to 
arrange how the current services we provide at HMP Aberdeen will be transferred to 
the new prison - HMP  Grampian  at  Peterhead,  which  also  has  a  young  offender’s  
institution.  

Currently Katie Spearman is the founder and head of them prison programme. Katie 
oversees all of the  programme’s  activities  and  is  the  main  contact  with  the  prison  and  
community partnership organizations. Harriet McRae is the deputy and we have 
three ordinary members of the programme, although there is a very collegiate ethos 
within our group with a key emphasis on all members working hard together to 
ensure that the programme runs efficiently.  

Project team members must be proactive and have an enthusiasm to work hard, an 
appreciation and understanding of the social as well as educational issues which 
offenders face upon release, along with a motivation to make a difference to the 
current re-offending endemic.  Confident public speaking skills and good 
organizational skills are preferred in order to conduct workshops effectively. For the 
coming winter term all workshops will resume at HMP Aberdeen, although project 
members will need to be prepared to travel to Peterhead to HMP Grampian when it 
opens next year on a monthly basis, transport will be provided. The commitment 
required from prison programme members will be compulsory attendance each week 
at our Tuesday night meeting from 6-7:30. They will also be required to attend prison 
workshops when they are arranged, usually on Wednesday afternoons. The main 
tasks of programme members will be to learn the teaching materials already 
developed with a view to teaching classes within the prison in good time. Ensuring 
that CVs created at the workshops are word processed and loaded onto disks will 
also be a weekly task. On a Tuesday night we also work on developing new classes 
and materials.  



The Prison Programme is a great way to make a real difference to re-offending rates 
in the local community and actively contribute to improving both the social and 
educational futures of offenders 

The Custodies Project 
 During the development of the HMP Prisons programme, it became apparent that 
there is a severe lack of statistical data on what causes offending and reoffending in 
Aberdeen and the North East of Scotland. 

The Custodies Project aims to remedy this situation by filling this gap. Our research 
is   designed   to   find   the   so   called   ‘root   causes’   of   crime.   In   order   to   gather   these  
statistics, the project, operating in partnership with Grampian Police, interviews 
willing individuals held within the custody suites. 

The project places very little demand for time on participants. On current numbers 
and proposals for visits to the custody suite, members are only required to give up a 
couple of evenings in a year and perhaps give a few hours to collating and 
organising the research. For those conducting interviews they must be prepared for 
the reality of having to ask people in custody some questions which they may not 
wish  to  answer  or  may  be  difficult.  For  those  who  don’t  want  to  interview,  skills  with  
managing data are a plus in order to manipulate the data collected so we can draw 
put results from it. 

Head of project: Ben Filmer 

Seaton Project 
When the project first began, the Aberdeen Law Project worked in partnership with 
the Seaton Project to run a befriending scheme within the Seaton area. Every week, 
students would go along to a support group for individuals recovering from alcohol or 
drug dependency – a calm and safe environment where former addicts can socialise 
and get information about services available in their area. The partnership between 
the Law Project and the community centre in Seaton allowed the Project to gain a 
clear and tangible presence in the local community and has helped us build a solid 
reputation as an approachable organisation with a focus on helping our local 
community.  

Given that Seaton is a major regeneration area, we are developing and to expanding 
our work here, so as to provide the best support that we can. One of the new 
developments currently being piloted is a street law initiative in partnership with The 
Bethany Christian Trust.  This is where students attend the Seaton Community 
Centre twice a month to provide interactive teaching on areas of law elected by the 
group of listeners. Most of the service users for this initiative are those at risk or 
currently suffering from homelessness. Further development of the scheme is 
planned for the next academic year.  



Ambassadors Project 
This exciting new programme is designed to help secondary school pupils 
considering studying Law at university. We provide information and support, and also 
address any worries or concerns. The programme, generously funded by Pinsent 
Masons, aims to ultimately create links between different levels within the legal 
profession – from school pupil to undergraduate, from trainee to solicitor or 
advocate. 

Grampian  Women’s  Aid  Outreach  Programme 
Grampian   Women’s   Aid is a fantastic charity that provides accommodation and 
assistance to women and their families who have been subject to domestic abuse. 
Our outreach programme provides training to the staff of this organisation on how 
the law relates to the women who use their services. Our programme also tracks the 
development of the law as it relates to domestic abuse and provides updates to the 
charity – ensuring they always have access to accurate, up-to-date information 
which they can pass onto their service users. 

The project has just changed leadership, and is actively seeking to expand its work. 
Within the next academic year the project hopes to expand to working directly with 
the women seeking the assistance  of  Grampian  Women’s  Aid.   

The project would require between 1-4 hours of your time each week, dependent 
upon whether you were conducting the practical teaching work within the week. 
Naturally, where the teaching weeks fall, you would need to prepare for and attend 
the teaching session- whereas if it was not a teaching week, the workload would be 
much lighter.  

Head of project: Raeesa Ahmed 

Homelessness Action Project 
This project works alongside established homelessness charities in Aberdeen to 
provide information and assistance to those who have been homeless in order to 
facilitate their return to work. The project runs a successful summer scheme in 
conjunction with The Bethany Christian Trust to provide a 3-5 week long 
employability skills programme to those at risk of becoming homeless or those 
suffering from homelessness. Within the coming academic year, the project aims to 
establish regular job clubs, where employability skills support would be provided 
continuously.   

The project is small and we are looking for committed and enthusiastic members 
who are passionate about making a difference in the community (in particular the 
homeless) and broadening the reach of the project. The project is not time 
consuming, however members must be committed to helping at the Cob club 
meetings where possible. As these are planned to run in three week blocks this 
would not be a constant, week to week, commitment.  

http://www.grampian-womens-aid.com/


The Homelessness Action Project is a great way to get involved in helping those in 
our community and allows you to develop your communication skills with people that 
you may not otherwise meet. It is both a worthwhile and rewarding project.  

The project has recently been taken over by Kirsty Shaw and Chloe Law. Please do 
not hesitate to contact either of us if you have any questions. 

k.shaw.11@aberdeen.ac.uk  

chloe.law.11@aberdeen.ac.uk  

The Key Project 
This is the newest initiative run by the Aberdeen Law Project, and the project will 
begin its work in September 2013 in partnership with Criminal Justice and Social 
Work. After discovering that Aberdeen was the worst city in Scotland for the 
prevalence of Prostitution, and researching the causes and drivers of prostitution, the 
Aberdeen Law project saw that a progressive way to assist in combating this 
problem would be to extend its community support services to such a vulnerable 
group.  

The project aims to promote disengagement from the sex trade through providing 
employability skills support and accessible legal information sessions to the women 
during a drop in clinic run by Criminal Justice and Social work. Through providing the 
women with practical legal information and assistance in moving forward, the project 
promotes positivity and empowerment, and members of the project are thoroughly 
trained so as to achieve these outcomes. 

The Key Project is affiliated with Operation Begonia run by Grampian Police. 
Operation Begonia is an award winning scheme that has been very successful at 
supporting women involved in prostitution, mainly though directing them to the 
affiliated support organisation best suited to their needs.  

The current team is small, but will expand with the workload, and is able to welcome 
both male and female members. Admission into the project is on an application form 
basis, but the main thing you will be asked to demonstrate is your passion for the 
project. Thorough training is provided for team members, both internally and 
externally. We have had members of the Police Force and Pathways (an 
employability skills and counselling assistance scheme) come to give us insight and 
training; and we have Criminal Justice and Pathways scheduled to give us some 
more practical advice prior to our work starting. There will be an initial three weeks of 
training given to anyone joining the project, which will last for one hour per week.  

The employability skills programmes are planned to run in five week blocks, so each 
member would have to allow for five weeks where they contribute approximately five 
hours of their time to the project, which includes the time taken to attend the drop in 
on Wednesdays 2-4pm. Outwith this, volunteers would work to support their team 

mailto:k.shaw.11@aberdeen.ac.uk
mailto:chloe.law.11@aberdeen.ac.uk


members in preparation if needed, and be open to attending any continuous training 
as necessary.  

The Key Project is a very exciting and unique project, and I hope to see you become 
a part of it!  

Head of project: Erika Grant (erikag1@hotmail.co.uk, projects@abdnlawproject.com) 

 

 
 

 

Procedures & Protocols 

 

Email Procedure 
This codified procedure is being implemented to provide a more accessible, 
organised and manageable system. New email addresses provide a more 
professional outlook for The Aberdeen Law Project. Email use shall be monitored by 
the Implementation Committee. It would be greatly appreciated if this procedure can 
be followed and be passed on to existing members.  

Email Addresses 
Email addresses are to be made through the C-panel function of The Aberdeen Law 
Project’s  website.   
Email addresses shall not be made without permission of the Student Director.  
Email addresses should all end in @abdnlawproject.com.  
Email addresses are as following: (if any email addresses are added they must be 
added to this list) 
general@abdnlawproject.com General emails (e.g. clients, training, 

AGM, queries), in replace of 
abdnlawproject@gmail.com 

representation@abdnlawproject.com Representation use only, in replace of 
alp.representation@gmail.com 

projects@abdnlawproject.com All project work and prisons programme, 
in replace of alp.projects@gmail.com 

casus@abdnlawproject.com Communicating with all members, 
members outside a sector, project or rep 

charity&commerce@abdnlawproject.com Consumer sector use 
housing@abdnlawproject.com Housing sector use 
employment@abdnlawproject.com Employment sector use 
criminal@abdnlawproject.com Criminal sector use 

mailto:erikag1@hotmail.co.uk
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mailto:representation@abdnlawproject.com
mailto:projects@abdnlawproject.com
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student.director@abdnlawproject.com Student Director use only unless 
otherwise expressly stated or during 
hand over with Deputy Student Director. 
To communicate with Board of Directors, 
Companies House and Management 
Board 

Assistant.deputes@abdnlawproject.com Assistant Deputes use 
admissions@abdnlawproject.com  For all new admissions to contact Head 

of Admissions and vice versa 
casuscontacts@abdnlawproject.com  For all members to contact each other 
management@abdnlawproject.com   
Passwords shall be kept in the back of this procedure with all emails password. 
 
Access to all emails can be seen through abdnlawp@abdnlawproject.com which can 
be seen by those who have access to the website and will be checked fortnightly by 
the Student Director.  
How To Access Email 
Enter abdnlawproject.com/webmail into the URL box. It will take you to the webmail 
Login. Enter webmail email address e.g. (...)@abdnlawproject.com then type in 
allocated password. You will be taken into a function that allows you to choose which 
webmail  provider   you  wish   to  use.  Enable  default   ‘Roundcube.’  Roundcube  will  be  
the webmail host we now use.  

 

How To Use Email Addresses 
Each email address has different allocated users who can access the email account.  

general@abdnlawproject.com will have five users who can forward emails either 
internally or externally. i.e. from representation@gmail.com to a client vis-versa, or to 
a specific person or sector. This email will be checked from Monday-Friday 9am-
5pm. A rota will be allocated each semester so each user accesses it on a certain 
day.  

e.g. Sally Fields –Monday  

representation@abdnlawproject.com access will be given to all members of the 
representation team. Representation will be forwarded and forward emails to 
general@abdnlawproject.com. NO EMAIL WILL BE SENT TO A CLIENT FROM 
THIS ADDRESS- THIS IS A BREACH OF THE NECESSARY CONDUCT OF A 
REPRESENTATION ADVISOR.   

 This overall email account will be checked on a weekly basis by both Head of 
Representation and Deputy Head of Representation. This rota will work on a 
fortnightly basis.  

 e.g. Head of Representation 22nd April-27th April, Deputy Head of 
Representation 29th April- 3rd May.  

mailto:student.director@abdnlawproject.com
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 Members of representation should check this account regularly, ideally every 
two days this email account should be checked. A response should be given 
within 5 working days even if it is an acknowledgment of receipt of email.  

projects@abdnlawproject.com access will be given to all Heads of Projects and 
Prisons programme. It is the discretion of each head whether access shall be given 
to members of the project. Emails can be sent out to external agencies from this 
address. However, all emails should not be sent out without being checked by the 
Head of the Project. E.g. and email to Hogwarts High School should not be sent out 
without the Head of Schools proof reading the email.  

 The overall email account will be checked on a weekly basis by both Head of 
Projects and Deputy Head of Projects. This rota will work on a fortnightly 
basis.  

 e.g. Head of Projects 22nd April-27th April, Deputy Head of Projects 29th April- 
3rd May.  

casus@abdnlawproject.com access will be given to Head of Sectors, Deputy Head 
of Sectors, Assistant Deputes,Head of Management, Deputy Head of Management, 
Company Treasurer, Head of Projects, Deputy Head of Projects, Head of 
Representation, Deputy Head of Representation, Student Director, Deputy Student 
Director. This email is to contact members internally. Usually this email will be for all 
members.  

 This is to avoid numerous emails being sent from this account on a daily basis 
i.e. rooms, new positions, training.  

 Emails can be sent to the email address providing the subject and who to 
send to – then can be sent out.  

 A rota will be made so it is checked Mon-Fri 9am-5pm.  
 e.g. Head of Sectors –Monday, Deputy Head of Sectors- Tuesday, Company 

Secretary- Wednesday, Head of Management- Thursday, Deputy Head of 
Management –Friday.  

Sectors emails e.g.  

charity.commerce@abdnlawproject.com, housing@abdnlawproject.com , 
employment@abdnlawproject.com , consumer@abdnlawprojetc.com  

Access will be given to Head of Sector and Deputy Head of Sector, up to their 
discretion whether access will be granted to all members to contact each other about 
times, deadlines etc. This email can also be used for externally contacting agencies 
that you work with or wish to work with. All emails contacting an external agency 
which we are not already in partnership with should be checked by either Head of 
Sectors or their deputy. No email seeking assistance etc to an external agency 
should  be  sent  out  without   the  Student  Director’s  permission   to  contact   third  party.  
The email however, only needs to be checked by Head of Sector or Deputy Head of 
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mailto:charity.commerce@abdnlawproject.com
mailto:housing@abdnlawproject.com
mailto:employment@abdnlawproject.com
mailto:consumer@abdnlawprojetc.com


Sector NOT Student Director. No email should be sent to Head of Sectors/Deputy 
without being proof read by at least another member of sector. Any internal emails 
do not need to be checked by Head of Sectors/Deputy.  

casuscontacts@abdnlawproject.com 

This is for all members to use to contact necessary email addresses of members. 
This will be most frequently used when in the Office.  

The password is CasusOmissus1.  

Any email sent to members should be strictly regarding ALP.  

admissions@abdnlawproject.com 

This is for the use of the Head of Admissions to contact all new admissions 
throughout their first year.  

Email Protocol  
Any emails being sent out to external agencies shall include our registration number 
etc- which should initially be attached to the signature. All emails should be signed 
with a full name, position and The Aberdeen Law Project. (The being in a capital T). 
If you are now at an informal level with an external agency please use-  

e.g. Best,  (or whatever you use) 

Anna  

-- 
Anna Robertson 
Student Director 
The Aberdeen Law Project 
 
If it is being sent internally if it is to a member within a sector from sector email- sign 
however you wish. If it is sent out to ALL members please use the same as above.  
 
 
 
Organisation Of Emails 
Unfortunately, the email account does not let you label. However there are folders. 
You can mark emails as unread and drag them to a folder e.g. 
casus@abdnlawproject.com an email addressed to Joe Bloggs, Head of Rep can go 
into  Joe’s  folder.  – if it is marked unread it will stay unread when moved into folder. If 
it looks urgent please flag the email.  

Representation it may seem prudent to have folders for each representative advisor 
and  subfolders  per  case  e.g.  Cher’s  folder subfolder  ‘SS512/3’.   

 

mailto:casuscontacts@abdnlawproject.com
mailto:admissions@abdnlawproject.com
mailto:casus@abdnlawproject.com


  



 

APPENDIX A Contact Details 
 

Anna Robertson-Student Director  
 student.director@abdnlawproject.com 

       07792 480 331 

 

Caitlin Hurst- Deputy Student Director 
 caitlin.hurst.10@aberdeen.ac.uk 

       07880 748 423 

 

Dawn Morris- Head of Sectors   dawn.morris.11@aberdeen.ac.uk 

       07805 315 183 

 

 

Fraser Stewart- Head of Representation        f.stewart.10@aberdeen.ac.uk 

       07789 514 473 

 

Erika Grant- Head of Projects   erikag1@hotmail.co.uk 

       07576 828 428 

 

Lindsay Mccormick- Head of Management              
lindsay.mccormick.10@aberdeen.ac.uk 

                                                                                            07986649731 

 

Georgia Fotheringham- Company Treasurer            
companytreasurer@abdnlawproject.com 

 

 

mailto:lindsay.mccormick.10@aberdeen.ac.uk


 

 

 

 

 

Representation Members Contact Details 

 

 

Iona Anderson     iona.anderson.11@aberdeen.ac.uk 

Catriona Campbell    
 catriona.e.campbell.10@aberdeen.ac.uk 

Oliver Cradock     o.cradock.11@aberdeen.ac.uk 

Ellie Gannon     
 elanor.r.gannon.11@aberdeen.ac.uk 

Hannah Garrick     h.garrick.11@aberdeen.ac.uk 

Lauren Gray      l.gray.10@aberdeen.ac.uk 

Fergus Hand      f.hand.11@aberdeen.ac.uk 

Caitlin Hurst      caitlin.hurst.10@aberdeen.ac.uk  

Cat MacQueen    
 catriona.macqueen.11@aberdeen.ac.uk 

Emma Read      emma.read.11@aberdeen.ac.uk 

David Ridley     
 david.ridley.10@aberdeen.ac.uk 

Anna Robertson     a.robertson.09@aberdeen.ac.uk 

Gillian Simpson     gillian.l.simpson.10@aberdeen.ac.uk 

Fraser Stewart     f.stewart.10@aberdeen.ac.uk 

 

  



APENDIX B Disciplinary Policy and Procedures 
 

Principles 

 To be fair and objective whilst complying with all legislation. 
 All disciplinary matters will be dealt with as quickly as possible, but this should 

not compromise a thorough investigation of the circumstances. 
 Prior to taking formal action under the Disciplinary Policy, the direct supervisor 

should consider whether an informal approach is appropriate. 
 Every member has the right to a fair and impartial hearing and for the matter 

to be treated in confidence. 
 At every stage of the Disciplinary Procedure, the member will be advised of 

the nature of the complaint against them and will be given the opportunity to 
state their case before any disciplinary action is taken. 

 The Clinic may begin the Disciplinary Procedure at any stage or level if the 
member’s   alleged  misconduct   is   considered   serious   enough   or   if   there   has  
been a previous problem. 

 No member will be dismissed for a first breach of discipline except in the case 
of gross misconduct. 

 

Records 

Records must be kept by the relevant supervisor at each stage of the informal and 
formal procedures.  These records should include: the complaint against the 
member; the member defence; and any grievances arise during the disciplinary 
procedures.The Supervisor in accordance with the Data Protection Act will retain 
these records. 

Informal Approach 

When unsatisfactory conduct of a minor nature occurs, it will usually be dealt with by 
the direct supervisor (unless they are directly involved in the incident).  The 
Supervisor will meet with the member to: 

Discuss the nature of the concern, where possible giving specific examples. 

Give the member the opportunity to explain why the problem has arisen and any 
mitigating circumstances. 

Although action under the informal approach will not result in disciplinary sanction, it 
is important for the Supervisor to keep records of informal discussions and details of 
improvements achieved. 



In cases where an informal approach does not achieve the desired improvement or 
where the misconduct is considered too serious to be classed as minor, the next 
step may result in formal action being taken under the Disciplinary Policy. 

Formal Procedure 

Disciplinary Action 

Disciplinary action may commence at any of the three stages detailed below, 
depending on the nature and circumstances of the case. 

Stage 1 – Written Warning 

This is appropriate where informal action has not had the desired effect or for a 
member first case of minor misconduct. 

 The member will be given a written note which sets out: 
 The reason for the warning 
 The fact that it is the first stage of the disciplinary procedure 

A review date 

Details of their right to appeal and to whom an appeal should be made 

The member should be informed that the note represents the first stage of a formal 
procedure and that any further misconduct could lead to a final written warning and, 
ultimately dismissal. 

A copy of the note will be kept and used for the basis of monitoring and reviewing 
over a period, which will normally be 3 months.  Subject to satisfactory conduct by 
the end of this period, the written warning will be deemed to have expired and will 
not normally be taken into account in the case of subsequent disciplinary action 
being taken. 

Stage 2 – Final Warning 

Where the behaviour of an individual who is the subject of a live Written Warning has 
not improved satisfactorily in the timescale set in the Written Warning stage, or 
where the offence is sufficiently serious, it may be appropriate to issue the member 
with a final written warning.  This will only be after they have been given the chance 
to present their case at a final warning meeting. 

As in stage 1, the warning issued will detail: 

The reason for the warning 

The fact that dismissal may result if there is a recurrence of the offence or other 
misconduct 



Details of their right to appeal and to whom an appeal should be made 

A meeting will take place with two relevant members of the Management Committee.  

A record of this final written warning will be kept on file for reviewing and monitoring 
purposes over a period, which is normally 12 months.  Subject to satisfactory 
conduct by the end of this period, the final warning will be deemed to have expired 
and will not normally be taken into account in the case of subsequent disciplinary 
action being taken. 

Stage 3 – Dismissal or Final Meeting 

Failure to meet the required conduct following the issue of a final written warning 
may result in termination from The Aberdeen Law Project.  The member will be 
provided with written notification and a meeting with the Student Director detailing: 

 The reason for their dismissal 
 The date on which employment will terminate 
 Details of the appeal procedure 

If the circumstances of the case do not warrant dismissal, an alternative penalty may 
be given such as demotion to a position of lower status and remuneration. 

Gross Misconduct 

Where a member is accused of an act of gross misconduct and, on completion of the 
investigation of the alleged offence and the full disciplinary procedure, the Clinic is 
satisfied that gross misconduct has occurred the result will normally be summary 
dismissal.  Gross misconduct is regarded as misconduct of such a nature that it 
fundamentally breaches the trust between the member and the Clinic and justifies 
the Clinic in no longer accepting the continued presence of the member. 

Grievance 

In the event of a grievance being raised against the Supervisor handling a 
disciplinary case, it may be appropriate to suspend the disciplinary procedure for a 
short period while the grievance is dealt with.  Consideration should be given to 
bringing in another Supervisor to deal with the case. 

  



 

APPENDIX C Grievance Policy and Procedure 
Introduction 

The Clinic encourages open and honest communication at all levels. It recognises, 
however, that from time to time members may wish to seek redress for grievances 
arising from their involvement.  

All members are encouraged to make every effort to resolve issues, matters should 
be dealt with as they occur and be settled as quickly as is reasonably practicable. It 
is, however, recognised that a formal procedure is necessary to resolve some 
grievances quickly, to allow members to pursue concerns relating to their working 
conditions and relationships, without fear or incrimination, to prevent conflict and to 
maintain member relations. 

Scope 

This Policy applies to all members. ALP recognises that there may be two types of 
grievance: - individual: this concerns one member who seeks a satisfactory solution 
to an individual work related difficulty; or collectively: this occurs when a group of 
members share a work related concern. 

Principles 

All grievances concerning matters arising in relation to employment with the practice 
will be settled in accordance with the Grievance Policy and Procedure. A member (s) 
will receive a fair hearing concerning any grievance. The spirit and intention of this 
Policy is to promote the best possible relations between all members, and amongst 
members themselves. Throughout formal and informal stages of the procedure, the 
employee(s) has the right to be represented by a trade union/professional 
organisation representative, or a friend, or a colleague. All time limits expressed in 
this procedure are the maximum. However, all grievances should be dealt with as 
quickly as possible and both parties shall endeavour to reach agreement at an early 
stage in the procedure. 

 

Stage 1 (Informal) 

When a member feels aggrieved about an issue it should be raised informally in the 
first instance with their direct Supervisor and the Head of that department should 
deal with this request. Where the grievance lies with their direct supervisor, then the 
member has the right to raise the matter informally with another supervisor. If no 
resolution is achieved from the informal contact or meeting, the member may choose 
to initiate the formal procedure. The choice to progress to the next stage of the 
process must be notified within 7 working days. Although formal documentation of 



these discussions is not mandatory, it may be useful to note the outcome of this 
stage of the process. 

 

Stage 2 (Notification Form) 

In the event that the member(s) remains dissatisfied after informal consideration of 
the grievance the matter should be referred to the first formal stage by the 
completion of a Grievance Notification Form (form F008). 

This form should be sent to their direct supervisor, or if the grievance is against the 
direct supervisor to their Head of department. 

If the grievance is contested, the direct supervisor will arrange a formal meeting 
within 5 working days to discuss the grievance. 

A written reply (Grievance Notification Form – Part B) detailing the supervisors 
decision and the reasons for the decision should be given to the employee(s) within 
5 working days of the meeting (or if no meeting has taken place within 5 working 
days of receiving the written grievance). If, the member(s) feel(s) following these 
discussions that the grievance remains unresolved it should proceed to Stage 2. The 
choice to progress to the next stage of the process must be notified within 10 
working days. 

Stage 3 (Assessment Meeting)  

In the event that the member(s) remains dissatisfied after Stage 1 the matter should 
be referred in writing to the Head of Department in response to Stage 1, who will 
arrange a meeting to be held within 10 working days of receipt of the form. 

The Head of Department must arrange for all relevant information from  each  ‘side’  to  
be presented, in writing, surrounding the grievance. These should be circulated 
amongst the parties at least 5 working days before the hearing. 

A  written  reply  detailing  the  Head  of  Department’s  decision  and  the  reasons  for  the  
decision should be given to the member(s) within 10 working days of the hearing and 
this letter must state that this is the final stage of the process. 

 

 

 

 

 



APPENDIX D –  Case File Documents 
 

Case Cover Sheet 

 

 

 

Client Name 

 

    

 

Case Number 

 

 

 

Date of Initial 
Contact 

 

 

Time Limit 

 

 

 

Date Closed 

 

 

 

Client Referred 
from 

 

 

Supervisor 

 

 

 

Representation 

 



Advisor 

 

 

Sector Advisor 

 

 

 

Other Advisors 

 

 

See Form at back 

 

Outcome 

 

 

 

 

**The contents of this file are the property of the above client and are strictly 
confidential.** 

  



Case Sheet 

 

Case Number:     Date of Initial Client Consultation: 

Client Contact Details: 

Name: Mr/Mrs/Ms/Miss/Other               Date of 
Birth:_________________ 

 ______________________________  Telephone 

Address:     Home:________________ 
Work:_______________ 

______________________________  Mobile: _______________________ 

______________________________  Please tick the number client would 
prefer to 

______________________________  be contacted on. 

Post Code:_____________________  Email: 
_____________________________________ 

 

Representation Advisor Contact Details 

Name: 

Email: 

Phone: 

Sector Advisor 

Name: 

Email: 

Phone: 

Supervisor - Internal / External (Please Circle)  

Name: 



Email: 

 

Advisor 

Use 

Only 

Identity Checked: Y / N                    Document: 

Type of Case 

(Please circle):    Consumer         Criminal         Employment         Housing         Other (please 
specify) 

 

_________________________________________________________________________________  

Where did client hear about us: 

 

  



 

 

Terms of Business 

 

 

 

The Law Clinic is a student-run organisation and runs in partnership with the 
University of Aberdeen. Two volunteer law student advisors will be allocated to your 
case and conduct the interview and all case work. While we try to ensure that the 
same two student advisors will remain on your case from the beginning, where this is 
not possible new advisors will be assigned without delay. All work in the Law Clinic is 
supervised by one of our experienced solicitors (who cannot advise you directly as 
they do not hold current practicing certificates). 

The purpose of the initial interview is to allow us to gain an understanding of the 
facts and issues surrounding your case. It would be helpful if you could bring any 
relevant documentation and materials to the interview, for example, any previous 
correspondence, contracts or receipts. Following the interview, your student advisors 
will prepare a Statement of Facts which will then be sent to you, allowing you to 
amend the details or add any additional information. 

Once you have determined whether the statement of facts are agreed or require 
adaptation, we will confirm whether or not we are able to assist you and the extent of 
that assistance. If we are unable to take on your case, we will write to you and 
explain the reason why it is not possible to assist you. 

We provide a free service. However, if we agree to take your case on, you will be 
responsible for all court costs and other expenses such as Sheriff Officer fees. We 
will keep you advised of these as necessary. 

We undertake to keep the information provided by you confidential within the Law 
Clinic, subject only to disclosure with your permission or where required by a court of 
law. 

Please note that the office is normally open between 9am and 5pm on weekdays but 
we are not always available during these hours. You may leave a voicemail message 
if no one is available to take your call. All correspondence and telephone calls are 
logged and passed to the relevant student advisors for their attention. While we try to 
ensure that all correspondence and telephone phone calls are attended to as quickly 
as possible, our student volunteers do not keep regular office hours and 
communication can therefore be less immediate than in a fully staffed office. 



Wherever possible, we aim to reply to any correspondence and return telephone 
calls within five working days. 

All clients must behave in a respectful and appropriate manner to our advisers at all 
times. Abusive or threatening behavior will not be tolerated. Our advisers have a 
right to work in a safe and secure environment, and we have an obligation to ensure 
they have this environment. If you are warned about your behavior, but are unsure of 
the reason it is deemed inappropriate, please ask for further clarification. Although 
clients will be warned if an adviser feels that their behavior is in appropriate, we 
reserve the right to withdraw our services should the situation deteriorate at any 
time.  

 

In the event that you are not satisfied with the work that has been done for you then 
please raise it with us at the earliest opportunity in the hope that it can be resolved. 
If, however, you wish to take the matter further then feel free  to contact one of the 
supervisors, on the Law Clinic phone number, 01224 272434. Following contact with 
one of the supervisors, if you remain dissatisfied, we will provide you with a copy of 
our formal complaints procedure. 

Although the Law Clinic is associated with the University of Aberdeen, the University 
holds no authority over the students in their capacity as advisers. The 
Representation Advisers are not being graded for the advice/representation they 
provide, it is not connected to their academic career and is entirely voluntary. Any 
complaints should not be taken to the Law School; The Aberdeen Law Project is a 
company in its own right and any complaints will be dealt internally by our Directors.  

We hope this information is clear and helpful to you. Please do not hesitate to 
contact us if you have any matter of concern. 

 

 

Yours Sincerely, 

The Aberdeen Law Project 

 

Signed ______________________________________  Date 
___________ 
 

 

  



 

DISCLAIMER OF LIABILITY 

Casus Omissus*, the Aberdeen Law Project, is a non-profit organisation providing 
free legal advice and assistance to those who have no recourse to professional legal 
assistance.  Usually advice and assistance is provided by law students acting under 
the guidance of the Faculty Director, Malcolm Combe, a qualified solicitor.  Additional 
supervision may be provided by those with experience as solicitors but who do not 
currently hold practicing certificates.  However, occasionally students will work 
alongside a trainee solicitor or qualified solicitor(s) who provide free advice, 
assistance and guidance, though not necessarily in their own area of professional 
expertise.   

Although we endeavour to ensure the best possible advice and assistance, we ask 
you to note that such advice and assistance is not equivalent to that given by a 
professionally qualified practising lawyer working in their area of expertise.  
Moreover, we do not accept liability for any advice, information or assistance given 
by any student member, staff adviser, or by anyone acting on behalf of Casus 
Omissus, the Aberdeen Law Project, or purporting to do so.   

* Casus Omissus is a Company Limited by Guarantee and registered in Scotland 
(Company No: SC381494). Registered Office: 12-16 Albyn Place, Aberdeen, AB10 
1PS 

 

 

 

Client Name:_________________________________________________________________ 

 

 

Signature: ___________________________________________________________________ 

 

 

Date: _______________________________________________________________________ 

 

 



 

 

Witness Name: _______________________________________________________________ 

 

 

Signature:____________________________________________________________________ 

 

 

Date: _______________________________________________________________________ 

 

 

 

  



Authorisation    

 

 

 

 

 

 

 

 

I / We hereby authorise advisors and representatives from Casus Omissus, the Aberdeen 

Law Project to act and correspond on my / our behalf with regards the issue of: 

(Please give brief details of issue)_____________________________________________ 

________________________________________________________________________ 

______________________________________________________________________________ 

   

Name _______________________________________________________________________ 

Signed _______________________________________________________________________ 

Date _______________________________________________________________________ 

Address 

 ________________________________________________________________________ 

 _______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

 

 


