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This Agreement is made on the date agreed by the email of acceptance

BETWEEN

(1) Advanced Assessments Limited incorporated in England under number 3743892 and
whose registered office is at Africa House, 21 Shorwell Road, Nottingham, NG3 7THG
(“The Expert™).

and

(2) The organsiation or individual purchasing the service as confirmed by exchange of letter or
email (The Client”).

IT ISHEREBY AGREED THAT

Definitions

1.1 Agreed Sum means the sum set out in the Specification being the hourly rate that
the Client agrees to pay to Advanced Assessments Limited for providing Services.

1.2 Specification means the details of the services required by the Client as
notified by the Expert to the Supplier from time to time in accordance with the
Specification sheet in the form set out in the Schedule to this Agreement.

1.3 Personnel means the Supplier, Advanced Assessment’s Limited employees,
subcontractors, experts and substitutes as appropriate.

1.4 Services mean those services details of which are set out in the Specification
and, as the case may be, letter of instruction.

1.5 IP rights: patents, rights to inventions, copyright and related rights, moral rights,

trademarks [and service marks], trade names and domain names, [rights in get-
up,]. Rights to goodwill or to sue for passing off or unfair competition, rights in
designs, rights in computer software, database rights, rights in confidential
information (including know-how and trade secrets) and any other intellectual
property rights, in each case whether registered or unregistered and including all
applications (or rights to apply) for, and renewals or extensions of, such rights and
all similar or equivalent rights or forms of protection which subsist or will subsist
now or in the future in any part of the world.

2 Agreement

2.1

2.2

Subject to its agreement to do so, Advanced Assessments Limited shall
provide those Services detailed in the Specification to the Client.

Advanced Assessments Limited shall invoice the Client for the Agreed Sum in
respect of Services provided by it.

20180713020101_Client_Engagement_Agreement_v16



2.3 This agreement may be transferred, subcontracted, assigned or made over to a
third party by Advanced Assessments Limited or the Client provided that the
prior written consent of the other party is obtained (whose agreement will not be
unreasonably withheld).

3 Payment

3.1  Advanced Assessments shall submit invoices to the Client in respect of
Services provided by it to the Client.

3.2  The Client shall meet Advanced Assessment’s invoices in full immediately upon
presentation of the invoice before the release of the report unless you have
been given written confirmation that you may settle your account in full within
14 days submitting the invoice, report or, attendance, subject to the terms of
this Agreement. Where the case is publicly funded or where you have been
granted a credit account, invoices will be raised for the work by our sister
company, Sankofa Financial Services Limited. In the event of late or non-payment
of our bills, you agree that Sankofa Financial Services, Lloyds Bank Commercial
Finance or Advanced Assessments will able to sue for the value of those invoices
and to claim costs at our professional rate rather than the litigant in person rate.

3.3 You also agree that Sankofa Financial Services or Advanced Assessments may
assign any invoice to Lloyds Bank Commercial Finance. You agree to cooperate
with Lloyds Bank Commercial Finance and that you will confirm any invoiced
amount, invoice number and Project ID.

3.4 In the event of there being an error in the invoice for payment, the invoice will
still be due within the time specified in this agreement or on the invoice. It is the
responsibility of the client to bring any errors to in the invoice to the attention of
Advanced Assessments Limited within two days of issue of the invoice.

35 In the event of late payment by the Client, Advanced Assessments Limited will
be permitted to raise a late payment pursuant to the current
rate in The Late Payment of Commercial Debits
(Interest Act) (1998). The Bank of England base rate from the
date when the interest became due. This rate will apply to any amount but, at our
sole discretion, your invoice may be reduced following resolution of the dispute.
In the unlikely event that there is a dispute about payment, it is in your interest to
raise this dispute within the seven-day period from which you receive the service
or invoice. At Advanced Assessments’ sole discretion, we may determine that the
amount of interest payable is from the date of the resolution of the dispute and not
of the original invoice.
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4 Duration and Termination

4.1 This Agreement shall commence on the dates confirmed in the email or letter of
acceptance and shall apply in respect of Services that Advanced Assessments
Limited agrees to provide to the Client in accordance with the Specification.

4.2 Either party shall be entitled to terminate this Agreement forthwith if:

(a) Either party is in breach of this Agreement and fails to remedy such
breach (if capable of remedy) within two weeks of receiving written
notice from the other party requiring it to do so.

(b) The other party goes into liquidation, becomes bankrupt or enters into an
arrangement with creditors or members or has a receiver or administrator
appointed.

(c) Either party acts in fundamental breach of any of the terms of this
Agreement.

4.3 If the Client reports its dissatisfaction, Advanced Assessments Limited will take
whatever reasonable steps are necessary to remedy the situation. All
complaints must be made to Advanced Assessments in writing immediately;
complaints raised outside of the seven-day period of receipt of the goods,
services or invoice will not be accepted.

5 Advanced Assessments’ Obligations

51  Advanced Assessments Limited will ensure that the Specification includes the
following detail as a minimum:

(a) The Services which the Supplier is to provide;

(b) The Agreed Sum;
(c) The required commencement date for provision of Services;

5.2 Advanced Assessments Limited shall retain responsibility for its Personnel.
Advanced Assessments Limited acknowledges, and shall require that the
Client’s acknowledges, that Advanced Assessment’s personnel are professionals
who will use their initiative as to the manner in which the Services are delivered
and will not be subject to, or to the right of, supervision, direction or control as to
the manner in which they render those Services.

53  Advanced Assessments will only offer to provide Services where Advanced

Assessments is satisfied:
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5.4

55

5.6

5.7

5.8

(a) That its Personnel possesses the required knowledge and expertise as
detailed in the Specification; and,

(b) That it is confident that it can meet the requirements set out in the
Specification.

(c) Advanced Assessments shall, in performing the Services:

i.  Comply with the Specification unless agreed otherwise by the
terms of this Agreement;

ii. At the end of each month (or at the end of the work to be
included in the specification of a period less than one month or if
the work is completed before the end of a month) the expert shall
reflect on the number of hours worked during the preceding
month in the invoice.

Advanced Assessments shall:

(a) Ensure that it has valid and adequate Public and Employer’s Liability
Insurance and Professional Indemnity in force throughout the duration of
the Specification; and,

(b) Ensure that its Personnel complies with any relevant legislation or
regulations relating to the Specification and/or the working environment.

Advanced Assessments shall have the right to supply one or more substitutes
of equivalent Expertise to work in place of the first Personnel. Advanced
Assessments acknowledges that the Client has the right, under its contract with
Advanced Assessments, to refuse to accept the substitute Personnel if, in the
reasonable view of the Client, the substitute Personnel has insufficient
qualifications or Expertise to carry out the Specification.

Where substitution occurs, the other Terms and Conditions of this
Agreement and the Specification, and in particular, the Agreed Sum, will
remain unchanged unless varied by the provisions of this Agreement.

If Advanced Assessments Limited cannot provide either the original Personnel or
acceptable substitute Personnel, the Client is entitled to terminate the
Specification and/or this Agreement forthwith.

Advanced Assessments will be solely responsible for: the payment of Statutory
Sick Pay, Holiday pay or statutory maternity pay to its Personnel, and will be
responsible for any PAYE, Income Tax, National Insurance contributions and
other taxes and deductions payable in respect of its Personnel in respect of
any Specification undertaken.
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5.9

5.10

511

5.12

5.13

Advanced Assessments acknowledges its obligations under relevant statutes
and statutory instruments.

Advanced Assessments agrees to ensure that all regulatory requirements
regarding Company reporting procedures are met, and the Company is
legally able to trade.

Advanced Assessments confirms that it will comply with all the requirements of
the VAT legislation and the Companies Act 2006.

Nothing in this Agreement shall prevent Advanced Assessments from providing
its services and/or those of its Personnel to any other person or organisation
other than the Client.

Neither party wishes to create or imply any mutuality of obligation between
themselves either in the course of or between any performance of Services
under the Specification.

6 Client’s obligations

6.1

6.2

6.3

To inform the Expert when his or her fees are to be paid and whether the Client
needs to obtain authority to incur the estimated costs and disbursements
before confirming the Expert’s instructions. In all cases to ensure that the Client
has sufficient funds in the account to pay for the assessment, should payment
from any third party be delayed.

In legally aided cases to:

(@) notify Advanced Assessments that a funding certificate or legal aid order
has been applied for, granted or amended and to provide Advanced
Assessments Limited with copies of such documents;

(b) apply to the Area Office of the Legal Aid Agency for prior authority to
incur the Experts anticipated fees and disbursements and immediately advise
the Expert should this authority be refused; and

(c) apply to the area office for interim payments on account to settle our

invoices immediately upon presentation or within a maximum of 14 days
from the date of the invoice (if you have written confirmation from
Advanced Assessments Limited that a 14-day account has been
granted).

In all cases, to ensure that the Expert’s fees and disbursements are paid
immediately upon presentation of the invoice or within 14 days from the date
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6.4

6.5

6.6

6.7

6.8

6.9

6.10

of the invoice if Advanced Assessments has provided you with 14 days
interest- free credit, whether or not the instructing party has been placed in
funds. Invoices must be paid in full without deduction or set off.

To respond promptly to any reasonable requests from the Expert for example
for:

(@) clarification of instructions already given;
(b) further information or documents;
(c) permissions to enter expense additional to that already estimate;

(d) for authority to engage others in undertaking part of the assessment.

Not to alter or allow others to modify the text of the Expert’s report in any way
without the Experts permission.

To give prompt written warning of every meeting or hearing that the Expert is or
may be required to attend and provide an immediate notification should they
be cancelled. To keep the Expert informed as to the progress of the case and its
outcome.

Not to use or allow others to use the Expert’s report for any purpose other than
the litigation in the matter on which the Expert’s advice was sought.

The Client’s instructions are accepted by the Expert only upon the basis that
the Client gives the Expert full, timely and proper instructions, which will
enable the Expert to lawfully and properly carry out the assignment, and
comply with the Expert’s duty to the court and that the Client will indemnify the
Expert accordingly.

In the absence of any written agreement to the contrary, the Client, who
instructs the Expert, does so as principal and shall be personally responsible
for payment of the Experts fees and disbursements. The client shall be liable
for whether or not the Client has been placed in funds by the person being
assessed, the insurance company, Legal Aid Agency, Criminal Injuries
Compensation Fund or another body. The Client shall pay the invoices in full,
notwithstanding any provisions of the civil procedure rules with regard to the
amount, recovery or otherwise, and whether or not the full amount has been
allowed in any assessment of costs of the case, taxation or assessment will not
reduce our fees by a court or other authority.

Fees will be charged for an on a ‘time spent basis’ at the Expert’s hourly rate
from time to time applicable, and notified in writing by the Experts to the point.
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In cases where the Client has insufficient time to obtain an estimate for the work
being undertaken or any extension of work that is undertaken, it is at Advanced
Assessments Limited’s sole discretion to determine whether the amount of time to
produce the report or service was reasonable. The Experts fees will not be subject
to reduction under section 15 of the Supply of Goods and Service Act 1982. In
any event, it is a term of the contract, with respect to time and quality that the
Expert owes its primary duty to the court and not those that instruct it.

6.11  Where it becomes apparent that the costs of producing the assessment are
more than the original cost estimate, the Client must urgently seek to fund any
additional costs. (Advanced Assessments Limited will be unable to carry out any
further work until written confirmation of additional funding has been seen and
agreed on.)

6.12 By continuing to instruct us, you will have entered into a binding agreement
whether or not you have signed and returned our Terms and Conditions. For the
avoidance of doubt or if, for any reason, the Client chooses to stop instructing us
once we have commenced work, the client will be Client will be liable for all the
work that has been carried out up to the time when Advanced Assessments
Limited ceased being instructed, whether or not a final report is produced.

6.13  The cost of the assessment does not include our cost of attendance at any court
hearing. In the unlikely event that we are required to give evidence at a court
hearing, we will charge for our services at our hourly rate prevailing at the time as
professional witnesses. The Expert will furnish the client with his or her dates to
avoid and liaise with the client in respect of his or her fee for attendance. It is up
to instructing solicitors to contact the court to agree our full fees (which will be
higher for giving evidence) if such an agreement is in place, we will bill HMCTS
and not the instructing solicitors. In the absence of such an agreement, we will be
entitled to charge the Client at our professional rate, whether or not we are
summoned to court under a witness order, irrespective of whether or not that
witness order/summons is issued after this contract expires. When we summoned
to court, we will be entitled to bill the party who applied for the summons for
travel, preparation and attendance at our professional rates, irrespective of
whether or not HMCTS fully reimburses the Client.

6.14  Advanced Assessments Limited may present interim invoices at such intervals
as it considers fit and payment of each invoice will be due within the area
specified, subject to any written waiver granted by the Expert in legal aid cases.

6.15 In the event of any invoice or part of an invoice remaining unpaid, Advanced
Assessments Limited reserves the right not to carry out any further work for
the Client until that invoice is settled in full.

6.16  Advanced Assessments Limited reserves the right to charge the Client the
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costs and expenses (including legal expenses) of recovering late payments and
to levy contractual and interest in under the Late Payments Commercial Debts
(interest) Act 1998.

6.17 If the Client does not make payment when due, the Expert may, also, modify
the payment terms so as to make all fees and disbursements payable in
advance or require the Client to give such assurance, guarantee or undertaking
as the Expert may reasonably require security pointers payment obligations.
Until payment in full has been made by the Client, Advanced Assessments shall
be entitled to retain all books, papers, reports, documents and other materials
whether or not these are the property of the Client and whether or not they relate
to the assessment in respect of which the Expert has been instructed.

6.18 In the case of a joint instruction, the lead solicitor is responsible for arranging
settlement of the invoice in full.

7 Warranties

7.1 Advanced Assessments warrants that all and any information regarding the
Suppliers and its Personnel’s Expertise, experience and qualifications provided to
the Client are complete, accurate and up to date.

7.2 Advanced Assessments warrants that it will, when utilising any of its equipment
or intellectual property in carrying out the engagement, ensure that any security
requirements reasonably required by the Client are complied with.

7.3 Advanced Assessments warrants that any intellectual property rights of
whatever nature and whether registered or not, which may be created by
Advanced Assessments or its Personnel in the course of performing the
Specification, will be transferred to the Client. Advanced Assessments agrees to
take whatever steps are necessary to transfer any such intellectual property to the
Client.

7.4 Insofar as Advanced Assessments makes use of any of its own IP Rights in
connection with the performance of this agreement, Advanced Assessments
hereby grants a licence to the Client to use Advanced Assessment’s IP rights
insofar as the use of such rights by Client is required for the proper performance
of this agreement.
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8 Limitations

8.1  Advanced Assessments puts its personnel forward for the Client’s
consideration in all good faith and therefore cannot be held to be responsible
for any misrepresentations or misleading information provided by the Client
concerning the qualifications or experience required of its personnel for the
Specification.

8.2  The parties agree that neither party may be held to be liable to the other in respect
of:

(@) Any loss, damage, costs, expenses or other claims for
compensation arising from the Client making use of Advanced
Assessment’s services for any purpose not explicitly disclosed
to Advanced Assessments in the Specification or from the
Client allowing a third party to make use of the Services
provided by Advanced Assessments;

(b) Any representation (unless fraudulent), or any implied
warranty, condition or other term. Any duty at common law,
or other than under the express terms of this Agreement, for any
loss of profit or any indirect, special or consequential loss,
damage, costs, expenses or other claims (whether caused by the
negligence of Advanced Assessments, their servants or Experts
or otherwise) which arises out of or in connection with the
performance of the Specification by Advanced Assessments or
its use by the Client.

8.3 Should the Specification be terminated by any party other than Advanced
Assessments, and, as a result of such termination, Advanced Assessments
suffers loss (in any form whatsoever) Advanced Assessments expressly
reserves the right to pursue the Client for that loss. Advanced Assessments shall
purse them insofar as that loss has resulted from any statement and/or act or
omission of the Client or persons for whose conduct the Client is responsible.

8.4 Our fees are expressly excluded from assessment by the Legal Aid Agency, the
Court or any other third party. The Client undertakes to pay the Expert’s fees
in full at the time of delivery of the report or service irrespective of whether
the Client’s costs have been recovered from the Legal Aid Agency, insurer or
any other third party.
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9 Confidentiality

9.1

9.2

9.3

9.4

9.5

9.6

9.7

9.8

9.9

Both parties will take all reasonable steps to ensure that any documents, other
materials and data or other information which are supplied to the other party
under this Agreement and are clearly marked as confidential, remain
confidential to the parties. Such information will only be made available by
the parties to those of their personnel who have a reasonable need to know of it
and the documents or other materials and data, or other information or copies
thereof will not be made available to any third parties except for professional
advisers in confidence or if required by law. Either party is entitled to demand
the return of all copies of any such documents, materials, data or other
information within two weeks, by giving the other party written notice.

This obligation of confidentiality will remain in force beyond the cessation or
other termination of this Agreement.

At the end or upon earlier termination of this Agreement, each party shall return
to the other all documents or other material containing the Confidential
Information, which, for the avoidance of doubt, shall include any copies of
the documents or material created by Advanced Assessments or its Personnel.

This clause shall not apply to any documents, other materials, data or other
information which are already in the public domain at the time when either
party provides them. It shall cease to apply where either party is required by
law to make a disclosure or if the information becomes public knowledge
through no fault of the other party.

Both parties undertake that, any information which is received from the other
party under this Agreement, will only be used for this Agreement.

Advanced Assessments Limited acknowledges, under the Data Protection Act
1998 and the General Data Protection Regulations tthat we have a statutory duty
as Data Controllers to protect personal data. Our Privacy Policy, annexed to this
agreement forms a binding part of the contact.

The Expert will not disclose to any person, firm or company any information
about the Client, the Client’s work or its policies and procedures without the
express written consent.

We agree to take technical and organisational measures against the unauthorised
processing of information of a confidential nature gained in the course of carrying
out work for the Client.

The Expert will take technical and organisational measures against the accidental
loss, destruction or damage of any information of a confidential nature, gained in
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9.10

9.11

9.12

9.13

the course of carrying out work for the Client.

Advanced Assessments Limited will ensure that all records obtained from the
customer in any medium, whether written, electronic and whether readable or
otherwise, will remain the property of the customer and shall only be used for the
purposes agreed by the customer.

Upon completion of the instructions, Advanced Assessments will return to the
Client records or data obtained from the customer.

In the event of an investigation by the Legal Ombudsman or other authority,
Advanced Assessments Limited will provide any information obtained during the
work carried out for the Client as a matter of urgency.

Advanced Assessments Limited will retain a file relating to these instructions for
inspection by the Legal Aid Agency or other authority.

10 General

10.1

10.2

10.3

The relationship between the parties is one between independent businesses
acting at arm's length, and nothing contained in this Agreement shall be
construed as constituting or establishing any partnership, joint venture or
relationship of employer and employee between the parties or their personnel.

In the event of the Client engaging Advanced Assessment’s personnel on an
additional assignment or extension of contact or introducing Advanced
Assessments Limited’s staff to any other party resulting in an offer of a
contract with the other party, the Client shall immediately notify Advanced
Assessments in writing. The Client agrees that Advanced Assessments shall
be provided and fee negotiated exclusively by Advanced Assessments in
advance of the commencement of any such engagement or re-engagement.

Where Advanced Assessments is commissioned to carry out particular
interventions such as assessment of the Clients or to attend court to give
evidence, Advanced Assessments will charge a 100% cancellation fee if that
intervention is cancelled and rescheduled within 72 hours.

10.4 Advanced Assessments shall not be liable to the Client or be deemed to
be in breach of the Agreement because of any delay in performing or any
failure to perform any of Advanced Assessment’s obligations under this
Agreement, if the delay or failure was due to any cause beyond Advanced
Assessments Limited’s reasonable control.
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10.5

10.6

10.7

10.8

10.9

10.10

10.11

10.12

10.13

The terms of this Agreement represent the entire agreement between the parties
and supersede any previous representations or agreements whether recorded in
writing or otherwise.

The terms of this Agreement or of any Specification provided under this
Agreement (other than as set out below) may only be varied where the
variation is recorded and agreed in writing by both parties.

For the avoidance of doubt, Advanced Assessments may change the
personnel carrying out the Services in accordance with the terms of this
Agreement.

The Client shall provide reports detailing the performance of Advanced
Assessments and is personnel at reasonable notice to our Head of Quality
Assurance.

All complaints about the quality of professional service should be referred to the
Expert instructed to carry out the assessment. Where the complaint remains
unresolved at Stage I, it should be referred to Advanced Assessments’ Chief
Executive. Where the Chief Executive is unable to resolve the complaint at stage
I1, he or she may direct that the complaint is referred to the Expert’s supervisor
for independent review. Where the complaint remains unresolved by stage IlI,
independent review by the Expert’s supervisor, the reviewing supervisor may, at
Advanced Assessments’ sole discretion, refer the complaint to an independent
mediation body on appeal. The final stage (IV) of the complaints process,
therefore, rests with the Expert’s supervisor unless he or she determines the that
the complaint is referred to a fifth (V) stage independent review body.

Both parties agree that the terms of this Agreement are fair and reasonable in
all the circumstances.

Advanced Assessments shall enter into written contracts with its Personnel to
ensure that those Personnel comply with those duties of confidentiality and
in respect to intellectual property as accepted by the Supplier herein.

It is agreed that this Agreement will be governed and construed according to the
laws of England and Wales and the parties submit to the exclusive jurisdiction
of the English Courts.

In the event of a dispute over the amount of Advanced Assessment’s fees or
disbursements, such sums that are not in dispute shall be payable when due,
irrespective of any counterclaim alleged. If means of negotiation mediation
does not resolve the dispute, the courts of England and Wales will have

exclusive jurisdiction over this dispute in its resolution.
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10.14 In this Agreement, unless the context provides otherwise, references to the
plural includes the single and vice versa. References to the masculine include the
feminine and vice versa and references to the neutral include either gender and
vice versa.

10.15 The headings contained in this Agreement are for convenience only and do not
affect interpretation.

Signed by

Print Name Dr Bernard Horsford

For and on behalf of (Advanced
Assessments Limited)

Signed by

Print Name

For and on behalf of the

Client
Partner/Director
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Schedule
The Specification

Client

As agreed in letter/email of instruction

Number of supplier’s personnel required

1

Minimum qualifications and experience required

Dr Bernard Horsford, Chartered Psychologist

Services to be performed

Medicolegal Report

Where services will be performed

Assessment of
Instructions:

Purchase order number or client reference

Project Reference

As agreed in letter/email of instrciton and estimate

Agreed rate & estimate

£ 200 per hr plus VAT

Expenses

As per estimate

Lead expert

Dr Horsford will prepare the report

Any other special provisions

Dr Horsford to travel to client

Anticipated start date for provision of services

As per email of acceptance/letter of instruction

Anticipated end date for provision of services

As per email of acceptance/letter of instruction

Timing or frequency of invoices to be rendered

Invoices to be paid before the release of the
report.

This Schedule forms an integral and binding part of the Contract signed between the Client and Advanced

Assessments

\

Signed

Dr Bernard Horsford

(for and on behalf of Advanced Assessments

Print Name




For and on behalf of the Client

Print Name:
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Annex 1

Advanced Assessments Ltd Privacy Policy

This Privacy Notice sets out how we protect your ‘data’ (personal details and records) we do this to
comply with the General Data Protection Regulation or GDPR (Europe) and The Data Protection
Act 2018 (UK). A summary of how GDPR is being implemented, why confidential information is
held and how this is protected can be found by visiting: https://ico.org.uk

It is assumed that by engaging in this assessment or service, you are consenting to records
being kept. For the avoidance of doubt, we (or those who instruct us) might ask you to sign
a consent form. If we believe you lack capacity or if you are a child we might seek consent
from an appropriate adult.

Keeping records is an essential component of healthcare, which helps in understanding how
best to help and forms the basis of any reports needed. We usually keep your records for
any of the following reasons:

o Preventative or Occupational Medicine.

o Legal defence necessary for the establishment, exercise or defence of legal claims
whenever courts are acting in their judicial capacity.

o Where the data subject has given explicit consent.

Research.

o Where it is necessary to protect the vital interest of the data subject or some other
person where the data subject is physically or legally incapable of giving consent.

o Employment relationship.

o Where a data subject has already put information in the public domain.
Confidentiality is maintained at all times (i.e. your information is not shared) unless there are
exceptional circumstances such as risk to yourself or others. If believe you or a child is at
risk other services such as your GP or police may be contacted without your consent, as this
is a professional obligation. Please see The British Psychological Society, Generic
Professional Practice Guidelines www.bps.org.uk
We operate a system of peer review and supervisor review, where we believe that it would
be helpful for a peer or supervisor to review the content of a report or therapeutic session we
will obtain your consent.

Consultation notes and questionnaires will be held for varying lengths of time depending on
the content (and then carefully disposed of). For example:

o Some records might be held indefinitely if there were any issues of concern that

could lead to a police investigation in the future.

o Where there is a legal obligation to hold those records to report our transactions to
HMRC, we will hold those records for seven years.

o Mental health records are subject to special legislation, e.g. children’s records are
kept until age 26 and adult records for eight years after the last contact with the
service Www.gov.uk/government/publications/records-management-code-of-
practice-for-health-and-social-care

All information recorded on paper will be securely stored in a locked filing cabinet, and if this
has to be transported outside of the office, great care will be taken in other premises and
likewise locked in a filing cabinet

o
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e Confidential digital information will be stored in a secure cloud service offering high levels of
security.

¢ Confidential information sent via the internet will be encrypted and password protected, the
password may be sent separately by text message.

e Letters sent by surface mail, e.g. to GP’s will be marked Confidential.

e All electronic devices (e.g. computers, laptops and phones) and used to access stored
information will themselves be password protected. Disc’s drives will be encrypted.

e The right of access called a ‘subject access request’ or SAR can be made for the data we
hold, but there may be an administration charge if all records are requested, as these may
be ‘excessive’. These will be provided within one calendar month of the request being made.

e Where we carry out psychological tests and assessments, we work within the British
Psychological Society’s Statement on the Conduct of the Psychologists providing
Psychometric Expert Evidence to Courts and Lawyers. Under these guidelines, it is not
possible to disclose some of our records to you. We cannot disclose certain test information
under these guidelines, or where disclosure would amount to a breach of a trade secret.

e Where a request is made by a bona fide data subject (the data subject might be an
organisation or individual), we will require proof of identity in the form of:

o acurrent passport,
o adriving licence; or
o a birth certificate.

And also one of these:

o arecent bank statement dated within the last the months (with full address); or
o arecent utility statement dated within the last three months (with full address).

¢ We might ask records to be collected in person from our office and for the data subject to
bring the original identification documents with them. Please also provide a certificate of
true likeness of the documents from the Post Office identity checking service. If records are
sent by post, they can only be sent to the registered address which is proved by the identity
documents.

¢ In the event of death or incapacity of any medical professional in Advanced Assessments,
arrangements have been made for records to be held by a named professional colleague
who will continue with the above obligations.

e We do not process your information outside of the EEA.

e Where you are under a statutory or contractual obligation to provide your data, this will be
set out in the letter of instruction from the lawyers involved in your case, the court or by your
employer.

¢ We do not use automated decision making in processing your data.

¢ You have the right to withdraw consent and ask us to delete the data that we hold on you. If
you have not provided consent, we will not retain your data unless we were lawfully obliged
to.

e This Privacy Notice will be subject to review, as needed or annually by 25 May each year.

e Advanced Assessments Ltd is registered with the Information Commissioner’s Office (ICO),
and you have the right to complain how we process your data to the ICO.
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Enquiries can be made by contacting the Data Controller in writing:
Tamsin Beeby

Data Protection Officer
Advanced Assessments Ltd
180 Piccadilly

Mayfair

London W1J 9HF

Email: tamsin.beeby@strategic-enterprise.com
Secure email: tamsin.beeby@experts.cjsm.net
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