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CCF1 – LAW SOCIETY NI COMPLAINTS FORM
Complaints Checklist
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1. Have you written directly to your solicitor or sent them a completed in-house complaint form to make them aware of your complaint?
[image: image3.jpg]OF NORTHERN IRELAND

i LAW SOCIETY




Yes


No 

2. Have you complained in writing to your solicitor within 6 months of your business concluding or within 6 months of discovering the difficulty? 


Yes


No 

3. Have you lodged your complaint form with the Law Society within six months of the in-house complaint procedures being concluded?


Yes


No 

4. Have you enclosed a copy of your letter of complaint or in-house complaint form to the solicitor as well as a copy of the solicitor’s response, if applicable?


Yes


No 




Completing the form 
Please complete each section of the form in full where relevant.  By providing as much information as possible, this will help us deal with the complaint you are raising about the solicitor.  If you need help to complete the form or require the form in an alternative format, please contact us at complaints@lawsoc-ni.org with your query.

· If completing the form by hand, write your responses using BLOCK CAPITALS or in clear, legible handwriting; 

· If you need more space for further information, write or type a summary in the relevant box and attach additional information on a separate sheet noting at the top the section this continuation page represents;

· Sign and date the form if completed by hand, or type your full name in the signature box, date and save the form if you are completing it electronically; 

· You must use a separate form for each solicitor you wish to raise a complaint about. 

To submit your form

You can submit your form along with any additional or supporting documentation by email to complaints@lawsoc-ni.org.  This is our preferred method of delivery.  
Please note large attachments may need to be sent separately. 

If you are unable to submit your form by email, you may print it and send it by post to: 

Client Complaints,

Professional Conduct Department,

The Law Society of Northern Ireland, 

Law Society House, 

96 Victoria Street, 

Belfast, BT1 3GN

Please ensure you have applied the correct postage, otherwise we may not receive it.  
What happens next?
We will acknowledge receipt of your complaint documentation within 3 days and would ask that you allow us 15 working days within which to consider the information you have submitted and provide you with a response.  


Part 1 - Your personal details: (1st Complainant)
	Mr
	
	Mrs 
	
	Miss
	
	Other
	


	First name
	

	Surname
	

	Address
	

	Postcode
	

	Telephone Number
	

	Email Address
	


(2nd Complainant)

	Mr
	
	Mrs 
	
	Miss
	
	Other
	


	First name
	

	Surname
	

	Address
	

	Postcode
	

	Telephone Number
	

	Email Address
	

	Please indicate your preferred method of communication: post: ( or email (
We would ask you to note that certain correspondences are required to be sent by post.  



	If you are raising this complaint on behalf of another person, please tick this box to confirm that they are aware that you are making this submission and that they consent to you doing so. (
You should also provide us with a Form of Authority signed by the person on behalf of whom you are raising this complaint.  


	*if you require any special arrangements when we contact you, e.g. interpreter, signer, please tell us what they are below:
 


Part 2 - Details of the solicitor you are complaining about

	Name of the Solicitor


	

	Name of the Firm


	

	Firm’s Address


	

	Firm’s Postcode


	


	2(a)
	What date did the solicitor start working for you?  
	

	2(b)
	What date did the business with the solicitor conclude?


	

	2(c)
	What date did you first become aware of the issue
you wish to complain about?


	

	2(d)
	What date did you first complain in writing to the
solicitor?  


	

	2(e)
	What date did you receive a response to your complaint

from the solicitor? 
If you have not received a response please confirm.   

	


You must lodge your complaint with the Society within 6 months 
of the in-house complaint procedure concluding.
Part 3 - Details of the Work
	3(a) Please describe what kind of legal work is involved? 
(For example, selling or buying a house, family matters, a personal injury claim such as road traffic accident or an accident
at work, administration of deceased estates).

       

	3(b) How are you paying for the work?

For example, privately or through Legal  Aid, legal expenses, insurance, trade union funding or not known.)


	PRIVATELY

LEGAL AID

OTHER
	(
(
(


	3(c) Have you paid money to your solicitor?
*if yes, please indicate: 


	Yes (
the date 

        /        /       


	No (
the amount

£…………………


Part 4 – Complaints about the Administration of an Estate

(*If this does not apply, please go to part 5)
	A) Name of the person who has died?


	

	B) Date of their death?


	  

	C) Are you the Executor or Administrator?


	YES (        NO (


	D) Please indicate below the names of the executors or administrators:

(*include yourself if you are one)

	1.


	2.

	3.


	4.


You must include a copy of the subject Will.
Part 5 – Your Complaint

· Include the complaint letter sent to the solicitor and any response. 
· If necessary, you may use a separate sheet; please remember to attach any additional sheets when submitting your form. 

	5(a) About your complaint: 
*Please set out the facts of your case and describe your concerns about your solicitor.  You may use a separate sheet if necessary. 


	


	5(b) Reasons for your Complaint:
*Please state the reasons for your complaint.  If you have documents in support of your allegation, please enclose copies or forward same to complaints@lawsoc-ni.org. 


	

	5(c) Solution you would prefer:
Please tell us what you would like us or your solicitor to do to help resolve the problem. 

We may be able to reduce your solicitor’s bill or direct the solicitor to take certain actions which are in your interest.

**PLEASE NOTE THAT THE SOCIETY HAS NO POWERS TO AWARD COMPENSATION**


	


Part 6 – Your Declaration
	· I declare that to the best of my knowledge, the information I have provided is accurate.  

· I understand that the Law Society will send a copy of my complaint form and related documentation to the solicitor for their comments. 

· I understand that details of my file may be made available to the Law Society’s Client Complaints Committee as well as outside regulators whose duties are to ensure the Law Society acts properly.

· I confirm that I have reviewed the Society’s Complaint Procedures Information Notice attached to this form.  

· I understand that if I have not already received a copy of the Law Society’s Privacy Notice explaining how my personal data will be managed during the investigation I can request a copy from the Society or can access a copy on the Law Society’s website. 



	**YOU MUST SIGN THIS FORM AND SEND IT TO US.  WE RECOMMEND THAT YOU RETAIN A COPY FOR YOUR RECORDS**

	1st Complainant Signature: 


	

	Date:
	

	2nd Complainant Signature: 


	

	Date:
	

	The Law Society of Northern Ireland is the Data Controller for the purposes of the Data Protection Act 2018.  Personal data supplied by you will be processed for the purposes of undertaking our statutory duties in respect of practising solicitors.  The data may be disclosed to the solicitor or partner, or other statutory or regulatory bodies as appropriate.  

	

	Checklist: 

	A. I have completed the relevant sections of the form:  
	Yes (        No (


	B. I have signed and dated the form:
	Yes (        No (


	C. I have enclosed/attached additional pages and/or supporting documents: 

*please list each document below to assist us in checking that we have received all documents sent by you*
	Yes (        No (


	1.
	

	2.
	

	3.
	

	4.
	

	5.
	


For Office Use: 

RETAIN A COPY OF THIS INFORMATION NOTICE FOR YOUR RECORDS

Complaints Procedures – Information Notice
If the Society considers that your complaint can properly be dealt with under its complaints procedures, it will take the following steps:-

1. Acknowledge receipt of the complaint and advise that investigation may take 16 weeks to pursue.

2. Send a copy of the complaint form to the solicitor, seeking a reply within 15 working days.

3. On receiving the solicitor's reply, it will be copied to you for comment. You are expected to reply within 10 working days, however, if there are difficulties, please let us know.

4. At the conclusion of that 10-day period, or such other period as we may agree with you, we can decide what to do about the case based on the papers available.  

5. The Society has the discretion at all times to seek additional information from you or the solicitor if it is necessary to fully address the issues in the complaint, although we do not necessarily copy these documents to the parties.

6. When considering a complaint the Society looks at all the information and issues which come to its attention whether they were formally raised by you in your complaint or not, as the Society has a responsibility to maintain standards within the profession.

7. In the unlikely event of your solicitor failing to co-operate with the Society's investigation, disciplinary action may be taken and you will be advised to immediately seek alternative legal advice. Should that situation arise, more detailed information will be provided. 

8. If you are unhappy with how the Society dealt with your case, including its reasons for reaching the decision it did, you may then refer the matter to the Lay Observer for Northern Ireland, whose address is:

The Legal Services Oversight Commissioner,
2nd Floor

Craigantlet Buildings

Stoney Road

Belfast

BT4 3SX
In Immigration cases you may contact the OISC, 5th Floor, Counting House, London, SE1 2QN.



NOTE:
OTHER PEOPLE’S SOLICITORS

We cannot look into a complaint about the actions of someone else’s solicitor.  Solicitors have a duty of confidentiality to their own client and to act in their own client’s best interests, it is therefore inappropriate for the Society to become involved in such cases.  If your concerns are about some else’s solicitor you need to ask your own solicitor for advice and assistance.

Notes to the Complaints procedures 
· It is essential that you try to resolve the issues with your solicitor in the first instance, by complaining to your solicitor at a local level first.    

· The Society’s power to investigate complaints is given under the Solicitors (N.I.) Order 1976.  The Order provides that investigating complaints is part of a disciplinary process and is there to assist the Society in maintaining high standards within the solicitors’ profession.  

· The Society has no powers consider complaints of professional negligence or to award compensation, though where a Bill is reduced because of a finding of Inadequate Professional Service, you will benefit from any such fee reduction.

· To maintain confidentiality and to comply with statutory obligations we have to ensure that any complaint to us about your solicitor’s conduct or service is in writing, signed by you and contains a full postal address.  

· We cannot accept telephone information as evidence since we need to be certain that our records properly reflect your position.  Therefore, any information given over the telephone will have to be confirmed by you in writing.  

· The Society, when investigating a complaint, has to rely on the evidence made available to it, it is therefore important you include all evidence, such as letters, e-mails, diary entries etc. you wish to rely on to support your concerns.  

· Where there is a dispute between you and the solicitor about an event or instructions, the Society usually is unable to chose between you as to whose version of events is correct in the absence of independent, corroborating evidence. 
· Ensure that all aspects of your complaint are included on the complaints form. Once a complaint is opened new issues cannot be raised at a later date.
· Please note that as the complaints investigation is part of a disciplinary process which could, in exceptional circumstances, result in a referral to the Solicitors Disciplinary Tribunal or other reputational damage, both the Society and solicitors take the process very seriously. 
· Solicitors are expected to respond in detail to the complaint which includes, producing significant documents to support the statements they make in response to the complaint. 
· All complaints to the Law Society must be lodged in writing and signed by you using the standard Complaint Form.  Feel free to add further pages of information if you think this is needed.

You must provide the Law Society with your full postal address.  Our preferred method of delivery is electronic submission of your forms and supporting documentation via our website, however, if this poses any difficulty for you, you may post or deliver the completed complaint form to us at the following address:

The Law Society of Northern Ireland,                                 
Law Society House,
96 Victoria Street,

                                            
BELFAST,
BT1 3GN.                                                                                

Other contact details

E-mail:

complaints@lawsoc-ni.org

Telephone:
028 9023 1614

Before you contact the Law Society it is important that you go through the following checklist below:





















































If you have answered NO to any of the above questions then the Law Society of Northern Ireland may not investigate your complaint.
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Complaints Form








We would encourage you to complete this form in TYPE 


or to please use BLOCK CAPTIALS in black ink.





Please give details ……………………





Please give details ……………………





Date received: 
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