

1.1 About Southwark Law Centre 

Background 

Southwark Law Centre was set up in 1976, and originally provided a service in the south east of the London Borough of Southwark.  The catchment area expanded to cover the whole of the borough.  In recent years the Centre has also provided a limited service to residents in Bromley and Lewisham. 

Legal Structure 
The Centre is a registered charity and a company limited by guarantee. 

Aims and Objectives of the Centre 
The Law Centre’s primary aim is the relief of poverty by provision of legal advice, representation, education, research for people in need primarily in Southwark. 

Services 

The Law Centre works towards achieving our aims and objectives by providing specialist legal advice and representation, which is free and of high quality in the areas of 
· Housing
· Asylum/ Immigration 
· Employment 
· Welfare Rights 
· Public law 

We provide advice and representation for people who could not otherwise afford to receive legal services 

We prioritise cases which involve the prevention of homelessness, destitution, discrimination, breaches of human rights and poverty. We also provide training on legal rights and legal support to local advice and community agencies. We also campaign to influence law, policy and practice and promote human and civil rights.

We campaign strategically by researching the effects of laws, policies and practices which cause poverty and/or infringe human rights 

We provide a free service to clients in our area of benefit. The Law Centre serves any client regardless of race, colour, age, sex, marital status, gender, sexual orientation, religion or belief, disability, national or ethnic origin.  Please refer to our Equality and Diversity Policy for further information.

The Law Centre offices are open between the hours of 9.30am – 5.30pm, Monday to Friday. 

We see people by appointment following referral from a range of frontline support agencies such as Citizens Advice, Southwark Day Centres for Asylum Seekers and Kings College Hospital Pathways team

Clients are referred to other organisations if we do not have the capacity to take on the case, or if there is a conflict of interest or the problem presented is outside our expertise.   Please refer to our referral procedure for further details. 

The Law Centre is listed in Civil Legal Advice’s directory of legal advisers:
http://legaladviserfinder.justice.gov.uk/AdviserSearch.do and on the Law Centres Network’s website: www.lawcentres.org.uk.

Location

The Law Centre services are mainly delivered from its office in Peckham. 
The Centre’s premises are in the centre of the borough with excellent public transport links. There are frequent trains from London Bridge and Victoria to Peckham Rye and the London overground. 

If necessary to meet the needs of clients we may be able to arrange another suitable venue or home visit.  

We currently provide outreach in the premises of Citizens Advice Southwark and Southwark Day Centres for Asylum Seekers.  

We regularly review any outreach advice services provided.

We make details of our service provision available to clients and members of the public via our website and leaflets. We update these as and when there is any change that has an impact on access or the services we offer.

Management of the Centre 

We have a Trustee Board elected by our members annually at our annual AGM. Other members may be co-opted throughout the year

The Trustee Board’s decision-making process is documented in the written constitution as is its role, quorum and terms of reference. 

There are currently 2 sub committees of the Trustee Board. The Finance sub- committee and the Human Resource sub-committee.

Both of the committees have terms of reference and make recommendations to the full Trustee Board.

We keep an up–to–date list of members, which also identifies any specific roles and responsibilities, held by individual members.

We maintain an organisation chart that demonstrates how the Law Centre is structured. It also identifies all members of staff within that structure, their jobs and lines of accountability. 

We update the chart to reflect staff changes or changes to job titles within 3 months of any such change.



Managerial & Supervisory Responsibilities 

	Name
	Title
	Main responsibilities

	Sally Causer
	Executive Director
	· Overall financial management
· Contract management 
· Human Resources and recruitment 
· Health & Safety 
· Equality & Diversity
· Children and vulnerable adult protection
· Business Continuity 
· Promoting our Service 
· ITC and social media
· Data protection /information management
· Updating quality manual 


	Sarah Pearce 
	Deputy Director 
	· Risk Management
· Compliance with SRA requirements 
· Quality
· File reviews 
· Accepting and declining Instruction
· File Allocation & Management 
· Billing 
· Training 
· Complaints Handling / Client Care
· Conflicts of Interest
· Performance Management
· Outsourcing  


	Flozel Webley
	Senior Office
Administrator

	· Administration Team
· Volunteers
· Finance 
· Training
· Performance Management
· Health & Safety
· Information Technology

	Timothy Lawrence
	[bookmark: _GoBack]Solicitor and Head of Immigration
	· Risk Management
· Compliance with SRA requirements 
· Quality
· File reviews 
· Accepting and declining Instruction
· File Allocation & Management 
· Billing 
· Training 
· Complaints Handling / Client Care
· Conflicts of Interest
· Performance Management
· Outsourcing  



Please refer to our file review procedure for a list of staff with file review responsibilities.

Independence

The Law Centre operates as an independent body. This means that it provides advice and services without being influenced by any pressure that might prevent it from acting in clients’ best interests.

Regulation 

We employ solicitors who are regulated by the Solicitors Regulation Authority (SRA). The SRA publishes and maintains a Code of Conduct that the solicitors comply with.

Business planning

The Law Centre has an overall Business Plan, approved and monitored by the Trustees, which details key objectives for a period of at least 12 months. It also sets out the resources required to deliver those objectives, services the Law Centre wishes to offer, client groups to be served, and how services will be delivered and marketed. As part of risk management, a risk evaluation of those objectives will be carried out and the trustees will receive regular reports on performance against objectives.


Quality
The Law Centre has a Lexcel Quality Mark. The Law Centre provides a high quality, specialist service. The Centre gives second tier advice and training to agencies in the borough (for example to first tier agencies such as the CAB and other frontline advice services).  The Law Centre achieves excellent results for its clients. The Centre aims to take on more high profile cases, provide more training and second tier advice to other agencies and maintain its excellent reputation. 

In a recent testimonial the work of Southwark Law Centre’s immigration team was praised as follows:  

“Southwark Law Centre’s immigration team stand out as a team of specialist lawyers who are second to none. Their dedication and commitment is manifested in their work, which is of the highest quality.” 

We are enthusiastic about encouraging young people to become involved in social welfare law. We have a long established volunteer programme.

Current Projects/funding 

Legal Aid
The Law Centre carries out work under a Legal Aid Agency Contract. We have contracts in community care, housing, public law and immigration/asylum law. 

London Borough of Southwark
The Law Centre has a contract with the London Borough of Southwark to provide specialist advice, casework and legal representation by referral from local agencies. This contract runs from 1 August 2016 to 31 March 2018




Comic Relief 
We are funded by Comic Relief to provide an advice, casework and representation service to women fleeing sexual abuse and violence. 

Children In Need
Children In Need funds immigration and related advice for migrant children

Trust for London
Trust for London funds housing advice for destitute migrants

City Bridge Trust 
City Bridge Trust funds an immigration solicitor.

London Housing Foundation
London Housing Foundation funds immigration advice for street homeless people

AB Charity
Provides unrestricted funding to support Human Rights Work

London Legal Support Trust.
We are an LLST Centre of Excellence and receive support towards our core costs.

We also have other small amounts of funding and donations to support our work and training 

Housing and Immigration Group 
HIG is a group of representatives from refugee and asylum support organisations, solicitors, advice workers and barristers, and is currently coordinated by Southwark Law Centre.  There are between 15 and 30 people who regularly attend meetings and an email list of over 300 from across London and around the UK.  These include many of the most experienced practitioners in this field from specialist law centres, solicitors firms, voluntary sector organisations (e.g. the Refugee Council, Refugee Action and the Immigration Law Practitioners Association).

The HIG Forum meets quarterly bringing together voluntary organisations providing front-line advice and social care support services to destitute asylum seekers with specialist solicitors and barristers working at the forefront of challenging incorrect, unfair or unlawful decisions and bad policy/practice by the UK Border Agency and other statutory agencies to share updated information, knowledge and expertise. 

Southwark Homelessness Forum 
The Forum brings together representatives from the voluntary sector and representatives of Southwark Council to try and develop a joined up approach to tackling issues of homelessness and ensuring policies do not adversely affect local residents. Our Director chairs these meetings.



Job Centre/DWP liaison 
SLC facilitates and chairs this group which meets quarterly to raise welfare benefit issues affecting local residents and provides a channel of communication for DWP’s new policies and procedures. 
Refugee and Asylum Seeker Action Group
SLC facilitates this group which has an aim of improving access to support and services for refugees. Chaired by Southwark Day Centre for Asylum Seekers and Southwark Refugee Communities Forum. 
Immigration Advice Partnership 
We lead this cross Borough partnership aimed at increasing capacity to provide specialist immigration advice in South East London Boroughs.
Bookkeeping 
A bookkeeper is engaged to do the bookkeeping, prepare management accounts and assist the Director in preparing the annual budget. 

ITC 
In 2016 the Law Centre moved our data to a hosted Cloud system. Our providers are WorkPlace Live.

Technological and Communication systems. Online Service which provides a fully integrated time recording, word processing, accounts and practice management system. 

We have face book and twitter accounts and ensure our website www.southwarklawcentre.org.uk is regularly updated.

Training and Development of Staff
The Centre has a budget for training and development of staff and all members of staff have an individual training plan which is reviewed annually. 

















Current Staff Team

	Name 
	Job Title 
	Department 
	Date of joining 

	Sally Causer 
	Executive Director 
	Administration
	24/08/2015

	Sarah Pearce 
	Deputy Director/ Senior Housing Solicitor 
	Housing 
	16/04/2012

	Timothy Lawrence 
	Senior Immigration Supervising Solicitor 
	Immigration 
	30/07/07

	Flozel Webley 
	Senior Office Administrator 
	Administration
	17/03/2003

	Edel Crowley 
	Administrator 
	Administration
	05/06/2015

	Eva Chrysostomou
	Housing Solicitor 
	Housing 
	13/01/2004 

	Amy Clements
	Migrant Housing Solicitor 
	Housing 
	18/03/2013

	Clare Cruise 
	Employment Solicitor 
	Employment 
	20/06/16 

	Kay Foxall  
	Immigration Solicitor 
	Immigration 
	06/07/2009

	Michael Booker 
	Immigration Solicitor 
	Immigration
	20/06/2016

	Charlene Stakemire 
	Immigration Solicitor 
	Immigration 
	28/07/2010

	Julia Osmond
	Housing Solicitor 
	Housing 
	02/07/2001

	Maggie Pether 
	Welfare Rights Caseworker 
	Welfare Rights 
	15/03/16 
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