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Specialist Quality Mark (SQM)
Application for Audit
                              
Section One: Overview of Legal Services Provider and Essential Information
	Name of Legal Service Provider: (Please ensure that this is the full legal name as you would want to appear on certificate)

	



	Previously known as: (Please complete if your name has changed since last audit)
	

	
Principal Address (Lead Office):
 

	Address:



Postcode: 

	Lead Office Main Telephone Number:
	


	No. of Offices applying for accreditation: (Please include all offices that deliver the Legal Aid Contract)
	
	
Location of Additional Offices:
	




	Website Address:

	

	Generic Email Address:
	

	ICO Registration Number:
	
	Expiry Date of Current Certificate:
	


	Quality Representative(s): (Person that will lead on the audit process)

	Primary Point of Contact:

	Title (Mr/Mrs/Ms/Dr):
Full Name:
Position:
Email:
Direct Telephone Number:

	Deputy Point of Contact:

	Title (Mr/Mrs/Ms/Dr):
Full Name:
Position:
Email:
Direct Telephone Number:




	Regulatory Bodies: (Please provide details of any regulatory bodies that you are approved by including license / registration numbers)


	Solicitors Regulation Authority: (where applicable)
	Registration ID:
Or
SRA Authorisation Pending:  Yes


	Office of the Immigration Service Commissioner (OISC) (where applicable)
	

	Financial Conduct Authority (FCA) (where applicable)
	

	Other (Please detail)
	



Section Two: Audit Requirements
	Audit Requirements: 

	Reason for Applying for SQM:

  ☐  Required as part of existing Legal Aid Contract – evidence of quality assurance

  ☐ Intending to secure a Legal Aid Contract – evidence of quality assurance

  ☐ Elected to hold the SQM as evidence of quality and does not hold a current Legal Aid Contract


	Type of Audit Required:

	
New Applicant:
	☐    Desktop Audit
and
☐   Pre-Quality Mark Audit  


	
Existing SQM Holder:

	☐   Post Quality Mark Audit  





	
New Applicants only:


	
	LAA Tender Application: If your SQM application is linked to a current LAA Tender opportunity, please confirm which contract you have applied for:
	

	LAA Contract Verification Deadline (if applicable): (Please detail any deadlines you are working to, typically linked to verification deadlines with LAA)

	

	Is the firm currently trading with open and closed files available for audit?
	Yes / No

If No please indicate the timescale for when the firm will commence trading:



	Are you intending to allow the Auditor access to private files in addition to legal aid files?

	Yes / No / NA

	Special Requests/Circumstances to Consider: E.g. (Home working arrangements / Welsh speaking Auditor required / File Retrieval issues if closed files are held in archive off site / New Start up firm or New Contract / Special Invoicing Arrangements etc
	

	Invoicing Details: 
Note: Audit fees must be paid in full prior to the audit taking place. An invoice will be sent upon receipt of your completed application form.

	Purchase Order Ref No: (Where appropriate)

Alternative Address and Contact for invoicing: (Where appropriate)

	




	Existing Holders only:


	
	
Deadline for SQM Audit Completion: (Expiry date of current accreditation certificate)

	

	Preferred Dates for audit: Note: (Please note a minimum of 6-weeks notice is required/ Please consider the expiry date of the current certificate of accreditation and any period of corrective action that may apply following the audit when identifying your preferred date)

	

	Special Requests/Circumstances to Consider: E.g. (Home working arrangements / Welsh speaking Auditor required / File Retrieval issues if closed files are held in archive off site / New Start up firm or New Contract / Special Invoicing Arrangements etc

	

	File Access: Please confirm how case files will be made available during the audit:

☐    Paper Files                                      ☐    Case Management System                                    ☐    Mix of Both

How much notice is required to retrieve closed files from archive:   


	No. of Open Case Files at time of application:
	

	No. of Closed Case Files (within last 12 months):
	

	Are you intending to allow the Auditor access to private files in addition to legal aid files?

	   Yes  / No  / NA




	Invoicing Details: 
Note: Audit fees must be paid in full prior to the audit taking place. An invoice will be sent upon receipt of your completed application form.

	Purchase Order Ref No: (Where appropriate)


Alternative Address and Contact for invoicing: (Where appropriate)





Section Three: Service Delivery Details

	Legal Aid Categories Of Law: 
(Please identify the categories where you hold a contract with the LAA/are intending to hold a legal aid contract)

	Category
	Category

	Claims Against Public Authorities (CAPA)
	☐	Housing (including HPCDS)
	☐
	Clinical Negligence
	☐	Immigration and Asylum
	☐
	Community Care
	☐	Mental Health
	☐
	Crime 
Sub-Category - Prison Law
	☐
☐
	Public Law
	☐
	Debt
	☐	Welfare Benefits
	☐
	Discrimination
	☐	Miscellaneous
	☐
	Education 
Sub-Category - Special Educational Needs
	☐
☐
	Private Files (non LAA Contracted work)
	☐
	Family
	☐	
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 Section Four: Staffing Profile
	Staffing Profile: Please complete this section as fully as possible
· Please identify the individuals for each role supporting the delivery of the legal advice (not full time equivalent).
· Please indicate where individuals cover more than one function as part of their role. You may find the additional guidance within our Preparation Guide helpful when completing this section.  Please add additional lines to the table below as appropriate. 
· If you have more than one office, please identify the office location of each staff member
· New Starters – please use the last column on the table below to indicate any individuals that have been in post less than 12 months



	Staff Member Initials
	Category of Law
	Office Location
	Supervisor
	Fee Earner
	Trainee Fee Earner
	Consultant / Police Station Representative/ Designated Fee Earner
	Quality Representative
	Complaints Manager
	Equality and Diversity Manager
	Data Protection Officer
	Administration Staff
	Finance Staff
	New Starters

	Example: PD
	Crime
	Cambridge – Station Road
	Yes
	Yes
	
	
	Yes
	Yes
	Yes
	Yes
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total No. of Individual by Role
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total No. of Full Time Equivalent by Role
	
	
	
	
	
	
	
	
	
	
	
	
	

	Additional information we should be aware of:

	· e.g. Two members of staff work from home (PD and AJ)
· Sole practitioner firm – no support staff




	Section Five: Mandatory Documentation to support your application

Applications should be submitted electronically via  sqm@recognisingexcellence.co.uk     

New Applicants:
	Mandatory Desktop Documentation Enclosed:
	Yes / No

	Please note, for new applicants requiring a desktop audit, we will be unable to process your application if the mandatory documentation identified below is not available with your completed application form.

	Completed Application Form
	

	Office/Quality Manual comprising all policies and procedures required by the SQM Standard (see self-assessment checklist)
	

	Staff List (by office where applicable)

	

	Business Plan 
	

	Job Descriptions for all Key Roles
	

	Sample Client Care Letter 
	

	Complaints Policy
	

	Self-Assessment Checklist
	

	Equality and Diversity Data Collection Form
	



Existing SQM Holder Applications: 
	    

Mandatory Documentation
	
Submitted with the Application Form
Yes / No
	
To Follow


	Completed Application Form
	
	

	Office/Quality Manual 
	
	

	Staff List (by office where applicable)

	Mandatory with application form
	

	Business Plan 
	
	

	Job Descriptions for all Key Roles
	
	

	Open File List (Including File Reference Number, Opening Date, Caseworker name, Category of Law)
	
	

	Closed File List (Last 12 months. To include File Reference Number, Closing Date, Caseworker Name, Category of Law)
	
	

	Sample Client Care Letter
	
	

	Complaints Policy
	
	

	Self-Assessment Checklist
	
	

	Equality and Diversity Data Collection Form
	
	



	
Note: For existing SQM holders, the mandatory documentation identified above must be received no later than 15 working days prior to the agreed audit date to ensure that they have appropriate time to review and prepare for your audit. Failure to submit the required documentation within this timeframe may result in a postponement to the agreed date. 




	




	Section Six: Terms and Conditions and Declaration

	
Declaration:

	1.
	The information collected in this form is used by Recognising Excellence (‘RE’), as ‘data processor’ on behalf of the Legal Aid Agency (LAA), as ‘data controller’ in order to process your SQM audit application. This includes sharing the details of any personnel revealed by forms and employee lists with our Auditor team, acting as a Sub Contractor/Processor contracted to RE. You may also be requested to forward the employee list directly to the Auditor. 
Recognising Excellence is complying with current data protection legislation, the Data Protection Act 2018 and the UK General Data Protection Regulation 2016/679 (GDPR) or any codes of practices issued by the Information Commissioner from time to time. 
Your rights under GDPR are explained in the Legal Aid Agency’s Privacy Policy https://www.gov.uk/government/organisations/legal-aid-agency/about/personal-information-charter and the Recognising Excellence’s Privacy Policy http://www.recognisingexcellence.co.uk

	2.
	You will be responsible for ensuring that you have provided any necessary notifications to or obtained any necessary consent from your employees under the Data Protection Act in order to allow your organisation to share the list of employees with us.

	3.
	The relevant audit fee must be paid in full prior to any audit activity commencing with RE’s appointed Auditor. The audit fee is payable irrespective of the audit outcome. We reserve the right to cancel an arranged audit in the event that the audit fee remains unpaid in the 48 hours prior to audit commencement.  


	4.
	It is your responsibility to ensure that key personnel, including Supervisors and those individuals appointed to key roles within the firm, are available on the audit date that is agreed with RE’s appointed Auditor. If key personnel are not available on the day, it may not be possible to complete the audit process and a revisit will be required which will incur additional costs to you. 

	5.
	You agree to act upon any corrective action that may be identified as part of the audit process within a maximum period of 28 days following the onsite audit.

	6.
	You agree to ensure all mandatory documentation identified above is provided no later than 15 working days prior to the agreed audit date, if not submitted along with your completed application. You have noted that in instances where the information is not provided within this time frame, the audit may be postponed to a later date. 


	7.
	Audit activity is subject to a cancellation fee of 60% of the applicable audit fee plus VAT if the audit is cancelled or postponed at your request, within 48 hours of the scheduled audit date.  


	8.
	By signing this form, you are accepting RE’s offer to arrange audit activity set out above subject to RE’s standard Terms and Conditions of Business which are published on the RE website at www.recognisingexcellence.co.uk  

	

[bookmark: _MON_1821939194]I confirm that I have read and understood the terms set out above and in the RE Terms and Conditions of Business and agree to the terms as stated. 

I confirm that I am authorised on behalf of the Organisation stated on this form to complete and submit the application form. 

Signed on behalf of the Organisation by an authorised signatory


Signature: .......................................................................................................                  Date: Click or tap to enter a date.


Full Name: ......................................................................................................                  Position: ................................
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TERMS & CONDITIONS OF BUSINESS



(A)       “Recognising Excellence” shall mean Recognising Excellence of Leigh Court Business Centre, Abbots Leigh, Bristol,    BS8 3RA



(B)       “The Client” shall mean the other party to this Agreement who acknowledges that it/he/she has had the opportunity of reading this Agreement and has agreed to be bound by its terms by signing the Application Form for a Desktop Audit / Pre Quality Mark / Post Quality Mark Audit. 

 

RECITAL



(1)       Recognising Excellence is engaged to arrange audits of those organisations wishing to be accredited as meeting the requirements of the Specialist Quality Mark.  An audit is available to all Client’s, regardless of the location, size and membership of their group or association



(2)      The Client has requested Recognising Excellence to arrange for an Audit Visit of the Client to be carried out on the

           following terms and conditions:-

 

1.         Interpretation



“ACKNOWLEDGEMENT

 LETTER”  	means the letter sent by Recognising Excellence to the Client which acknowledges the Clients application and consent to be bound by the Agreement 

	 

“AGREEMENT”	means the Application Form for Audit, the Terms and Conditions of Business, the Confirmation of Fees Letter



“ASSESSMENT PLAN”	means the planned activities and schedule of key personnel to be interviewed during the Audit



“AUDITOR”         	means a Specialist Quality Mark Auditor, approved by Recognising Excellence, under the observation at times by the SQM Contract Manager/ SQM Lead Auditor, appointed by Recognising Excellence to carry out the Audit. Recognising Excellence reserves the rights to use sub contracted auditors. 



“AUDIT” 	means the process of establishing whether the Client satisfies the requirements of the Specialist Quality Mark and shall include the Services as detailed in clause 3 hereof



“CONFIRMATION OF     	means the letter which is produced to the Client following acceptance of the application form 

FEES LETTER”	 		



“CONFLICT OF INTEREST”	means any pre existing relationship between the Auditor appointed by Recognising Excellence and the Client.



“CORRECTIVE ACTION 	means where the Client has come forward for an Audit Visit and has not fully met all the requirements of the Standard



“FORCE MAJEURE” 	means, in relation to either party, any circumstances beyond the reasonable control of that party (including, without limitation, any strike, lock‑out or other industrial action)



“SERVICES”          		means the services detailed in clause 3 hereof



“SERVICES FEE”	means the fee as set out in the Confirmation of Fees Letter for the Services to be provided under this Agreement



“SITE(S)”	means the site which the Auditor conducts the Audit as confirmed by the Client



“SITE DATE”	means the date the Auditor attends the Client premises and obtains evidence from the Client against the Standard



“SITE INTERVIEW”	means the interview between the Auditor and the Client’ staff which may take place at any Site as agreed between the Auditor and the Client or may be conducted by telephone



“STANDARD”		means the Specialist Quality Mark 



 “OUTCOME”        	shall have the meaning set out in clause 2.2

 

2.		Duration



2.1	This Agreement shall commence at the date the Application Form for Audit Visit has been signed and dated by the Client and shall cease upon either an Outcome being obtained or this Agreement being terminated pursuant to clause 5.

2.2	Audit Durations are as detailed in the Pricing Schedule



2.3    	 	An Outcome shall be either of the following:



2.3.1	The Auditor judges that the Client does not yet meet, or continue to meet the requirements of the Specialist Quality Mark (in accordance with the provisions in clause 3.4.1  hereof) and prepares a report as to the shortfalls in meeting the Specialist Quality Mark;   or

2.3.2	The Auditor judges that the Client does meet/continue to meet the Specialist Quality Mark and prepares a report confirming the same



2.3	In either case outlined in 2.3 the Auditor will, at the end of the audit process, inform the Client of his/her judgement and provide oral feedback on his/her findings.

 

3.		Obligations of Recognising Excellence



3.1     		Recognising Excellence will upon receiving the Client’s request for an Audit-



3.1.1     	 Take initial action to organise the Audit which shall include (but not be limited to) appointing an Auditor from Recognising Excellence’s register of approved Specialist Quality Mark auditors. This action will include sharing the information detailed within your application with our appointed Auditor. 



3.1.2      	Assist in arranging suitable dates for the commencement of on-site visits

 

3.1.3      Provide support to both the Client and the Auditor throughout the Audit and in particular respond in such a way as Recognising Excellence may feel appropriate to any requests arising out of the “Assessment Plan” agreed with the Auditor.



3.2	If at any time there is a dispute that arises between the Client and the Auditor then Recognising Excellence will endeavour to resolve that dispute  



3.3  	Provide quality assurance measures in respect of the audit process and to ensure that the final report meets the required standard as determined by Recognising Excellence.



3.4    	Report to the Client where the Auditor judges that the Organisation does not meet the Specialist Quality Mark. 



3.4.1	If the Auditor judges that the Client does not meet the Specialist Quality Mark, Recognising Excellence will engage with the client to arrange a re-audit for the required areas.  The re-audit will be chargeable at the prevailing rate.  

 

3.5    	In the event of any delay occurring in the on-site audit Recognising Excellence will consult the Client and where that delay appears to be unreasonable and in any event, exceeds 72 hours in duration Recognising Excellence will use its reasonable endeavours to appoint a new Auditor to complete the Audit.



3.6	Recognising Excellence agrees to treat as secret and confidential and not at any time (except as is expressly authorised by the terms and conditions of this Agreement) to disclose any information relating to the Client that has been passed to Recognising Excellence and is expressed to be confidential.

 



4.     		Client’s Obligations



4.1    	To assist the Audit process in whatever way reasonably required by Recognising Excellence to ensure that Audit can take place and in particular (but without limitation to the foregoing):

-		to ensure that Recognising Excellence is fully informed of the Client’s requirements for the Audit

-	to notify Recognising Excellence of any known conflict of interest with your appointed Auditor. A Conflict of interest is defined as any pre existing relationship whether in the form of previous consultancy or Audit activity carried out by the Auditor appointed by Recognising Excellence. 

-	to provide the name and address and daytime telephone number of the person who is responsible for the Specialist Quality Mark audit arrangements

-		to allow the Auditor ready access during normal working hours to all personnel of the Client at the Site(s)

-	to allow the Auditor full access to the Client’s written evidence and other documentation both prior to and during the on Site in order to support the Client’s application for accreditation against the Specialist Quality Mark 

-	to ensure that identified key personnel are available to speak with the Auditor during the On Site Audit

-	to act upon any Corrective Action arising from the Audit within a period of 28 days of the Auditors visit

-	to assist in any quality surveys undertaken by Recognising Excellence to establish the level of service given by Recognising Excellence and by the Auditor



4.2    	The Client shall advise the Auditor of the rules and regulations which are then in force for the conduct of visitors at the Site(s)



4.3	The Client shall pay the fees of Recognising Excellence in respect of the Services no later than 30 days from date of invoice raised.  The invoice will be raised in advance of the Audit activity and payment must be received prior to the Auditor starting any audit related activity. All quoted prices will be subject to VAT.

4.4	The Client shall not solicit or entice away or attempt to solicit or entice away from Recognising Excellence a person who is currently employed by Recognising Excellence or employ or otherwise engage a person who is, or during the past 12 months was, employed or otherwise engaged by Recognising Excellence. 



4.5	Pursuant to clause 5.3 and 5.4 below, the Client may be required to pay, at Recognising Excellence discretion, a termination fee in the event that the Client terminates this Agreement after the expiry of 10 business days as set out in  clause 5.2 .

 

5.	Termination



5.1   	Subject to payment of Recognising Excellence of the audit charges this Agreement shall terminate automatically upon delivery of an Outcome.



5.2    	The Client may terminate this Agreement without liability to Recognising Excellence on giving written notice to Recognising Excellence within 10 business days of the date of the Confirmation of Fees Letter.



5.3	If the Client terminates this Agreement in writing after the expiry of 10 business days as set out in clause 5.2 above, but with more than 20 business days of the agreed Site Date, then the Client shall pay Recognising Excellence on demand, 60% of the Services Fee plus VAT as set out in the Confirmation of Fees Letter by way of liquidated damages. Both the Client and Recognising Excellence acknowledge that this represents a genuine pre-estimate of the loss that Recognising Excellence and the Auditor would suffer as a result. 



5.4	If the Client terminates this Agreement in writing within 10 business days’ or less of the agreed Site Date then the Client shall pay Recognising Excellence on demand, the full Services Fee plus VAT as set out in the Confirmation of Fees Letter.  



5.5	Recognising Excellence shall not be required to fulfil its duties and obligations under this Agreement if Recognising Excellence is prevented from fulfilling its duties and obligations by any acts or omissions of the Client.



5.6    	 Recognising Excellence shall have the right to terminate this Agreement if, having raised an interim invoice for its services, the invoice remains unpaid for 30 days thereafter.



5.7   	Without prejudice to any other rights of Recognising Excellence if the Client fails to pay the invoice price by the due date the Client shall pay interest on any overdue amount from the date on which payment was due to that on  which it is made (whether before or after judgement) on a daily basis at a rate of 4 per cent per annum  over the base rate from time to time quoted by The National Westminster Bank Limited and reimburse to Recognising Excellence all costs and expenses (including legal costs) incurred in the  collection of any overdue amount



5.8    	The exercise of Recognising Excellence of any right to terminate this Agreement shall not prejudice its right to receive payment for any work carried out by Recognising Excellence prior to that date and such termination. 





6.	Liability



6.1	This clause 6 sets out the entire financial liability of Recognising Excellence (including any liability for the acts or omissions of its employees, agents, auditors and subcontractors) to the Client in respect of:

-	any breach of this Agreement; 

-	any use made by the Client of the Services; and  

-	any representation, statement or tortuous act or omission (including negligence) arising under or in connection with this Agreement.



[bookmark: a815647]6.2	All warranties, conditions and other terms implied by statute or common law are, to the fullest extent permitted by law, excluded from this Agreement.

6.3	The Client acknowledges and accepts that where the Services are required to be changed to comply with either health and safety regulations or to satisfy any legal requirements, Recognising Excellence shall not be liable for breach of this Agreement. 



6.4	Where the Auditor is an independent contractor, Recognising Excellence shall not be liable for any act or omission of the Auditor save where such liability arises directly as a result of Recognising Excellence’s own negligence.

[bookmark: a989139]6.5	Nothing in this Agreement limits or excludes the liability of Recognising Excellence:

	-for death or personal injury resulting from negligence; or

-for any damage or liability incurred by the Client as a result of fraud or fraudulent misrepresentation by Recognising Excellence.

6.6	Subject to clause 6.1 and clause 6.2:



6.6.1	Recognising Excellence shall not be liable for: 

-	loss of profits; 

-	loss of business; 

-	depletion of goodwill and/or similar losses; 

-	loss of contract; 

-	loss of corruption of data or information; or 

-	any special, indirect, consequential or pure economic loss, costs, damages, charges or expenses;

6.6.2	Recognising Excellence’s total liability in contract, tort (including negligence or breach of statutory duty), misrepresentation, restitution or otherwise arising in connection with the performance or contemplated performance of this Agreement shall be limited to the Services Fee.

6.7	If either party is affected by Force Majeure it shall promptly notify the other party of the nature and extent of the circumstances in question.

6.8	Neither party shall be deemed to be in breach of this Agreement, or otherwise be liable to the other, for any delay in performance or the non-performance of any of its obligations under this Agreement, to the extent that the delay or non-performance is due to any Force Majeure of which it has notified the other party, and the time for performance of that obligation shall be extended accordingly. 

 

7.	Governing Law



7.1	This Agreement and any dispute or claim arising out of or in connection with it or its subject matter, shall be governed by, and construed in accordance with, the law of England and Wales.

7.2	The parties irrevocably agree that the courts of England and Wales shall have exclusive jurisdiction to settle any dispute or claim that arises out of or in connection with this Agreement or its subject matter. 

  

8.	 	Entire Agreement



8.1 	This Agreement embodies and sets forth the entire Agreement and understanding of the parties and supersedes all prior oral or written agreements understandings or arrangements relating to the subject matter of this Agreement.

 

9.		Notice



9.1.1 Any notice to be given under this Agreement shall be in writing and shall be deemed to have been duly given if left at or sent by first class post, registered post or facsimile or other electronic media to a party at the address or relevant telecommunication number for such party or such other address as the party may from time to time designate by written notice to the other.



9.1.2 Any notice or other document shall be deemed to have been received by the addressee two working days following the date of despatch of the notice of other document by post or, where the notice or other document is sent by hand or is given by facsimile or other electronic media simultaneously with the delivery or transmission.



10.		Severance



10.1	If any provision of this Agreement (or part of any provision) is found by any court or other authority of competent jurisdiction to be invalid, illegal or unenforceable, that provision or part-provision shall, to the extent required, be deemed not to form part of the Agreement, and the validity and enforceability of the other provisions of the Agreement shall not be affected.

10.2	If a provision of this Agreement (or part of any provision) is found illegal, invalid or unenforceable, the provision shall apply with the minimum modification necessary to make it legal, valid and enforceable.



11.		Assignment



11.1	The Client shall not, without the prior written consent of Recognising Excellence, assign, transfer, charge, mortgage, subcontract or deal in any other manner with all or any of its rights or obligations under this Agreement





12.	Data Protection

Recognising Excellence is complying with current data protection legislation, the UK General Data Protection Regulation (GDPR) and the Data Protection Act 2018 or any codes of practices issued by the Information Commissioner from time to time.



12.1	For the purposes of this agreement to carry audits the Legal Aid Agency is the ‘Data Controller’, Recognising Excellence the ‘Data Processor’ and the Auditor is the Sub Processor ontracted to RE.



12.2	The legal basis for Recognising Excellence for processing data is that of “contractual obligation” as set out in Article 6 (1) (b) of the GDPR.



12.3	The Client will be made fully aware of its rights under GDPR by reference to the Legal Aid Agency’s Privacy Policy https://www.gov.uk/government/organisations/legal-aid-agency/about/personal-information-charter and the Recognising Excellence’s Privacy Policy http://www.recognisingexcellence.co.uk. Most commonly these are:



· All information gathered during the Audit shall be held as absolutely confidential however obtained or learned from the Client in pursuant to or in preparation of, or obtained or learned during the term of this agreement, whether relating to the Practice or to its business or to any of its officers, servants, agents, clients, suppliers, or subsidiaries or to the business of any of the foregoing persons or otherwise, and whether or not expressly designated confidential;



· Recognising Excellence shall not without the Client’s prior written consent use or permit or cause the same to be used save for the direct purpose of this agreement;



· Recognising Excellence shall not without the Client’s prior written consent disclose or permit or cause the same to be disclosed to any person other than to those of its full-time employees and/or its Auditors and Verifiers who need to be informed thereof to enable Recognising Excellence to perform its obligations.



· No case files or employee records will leave the Client’s premises and Recognising Excellence’s Auditor will destroy all notes/records completion of the Audit process;



· Recognising Excellence on behalf of the Legal Aid Agency will securely retain any SQM related audit information for 6 years from the date of creation, for the period it holds the SQM license.
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