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Legal Services Overview

   Introduction
Legal Services (LS) provide a wide range of legal advice and support to the University and its related companies.

In particular, LS:

· support with the legal aspects of preparing, negotiating and approving contracts; and

· work closely with departments and schools across the University to manage contract and other legal risk.

Legal risk impacts on all areas of the University and its activities to varying degrees. The University has put policies and procedures in place to manage these risks. 
As well as outlining our remit, this document includes a summary of the main LS-owned policies and procedures which staff must comply with during their employment. 
If you have queries about any of our policies and procedures, or need legal advice or support for your work, please contact LS using the details below.
	Contact for queries, advice and support

	Address: 

Legal Services 

M209 Melbury House
1-3 Oxford Road
Bournemouth 

Dorset 
BH8 8ES
	Email: 
legalservices@bournemouth.ac.uk
Telephone: 
01202 961315


   Contracts 

Under the University’s Financial Regulations, contracts the University or its subsidiary companies wish to enter must receive legal and financial review before signature.  To achieve this, the University has put in place the Contract Signing Policy and Procedures (CSPP). 

The CSPP apply to all contracts the University or its subsidiary companies are to enter: in other words, all agreements which will or might have legal effect. 
Under the CSPP, unless covered by an exception agreed by LS, all contracts must have a Contract Authorisation Form (CAF) from LS before they can be signed.  
The CAF is an internal-only document authorising a contract to be signed. It outlines key risks arising from the contract and any further actions needed.  It sets out the level of authorised contract signatory.  This will follow the University’s Financial Authority Limits, which are on the Staff Intranet. 
The CSPP require any contract to be approved and signed by all parties before any work under it starts.

The prevailing CSPP is available to view here. 

   Research and Enterprise
LS get involved by reviewing terms and conditions that apply to external research funding awards and enterprise bids in the following way.
Pre-award (bid stage) – Unless covered by specific exception agreed by LS, the CSPP require a CAF where a contract is to be entered into by the University or its wholly owned subsidiaries. 

 

Usually the University will not be entering a contract at bid stage; this normally comes later at the award stage.  There are, however, some cases where, by putting in the bid, you are making a contractual commitment; these need formal CAFs at bid stage. 

 

LS have, however, agreed that bids to the following funders do not need to be referred to them at bid stage.  Referral will only be needed whenever they reach award/contract stage:

 

· Research Councils (for grants on standard terms); 

· British Academy;
· Royal Society;
· Wellcome Trust;
· Leverhulme Trust; and 
· Cancer Research.
In addition quotes for enterprise work on un-amended Standard BU Terms of Business do not need to be referred to LS.   
Award Stage - On award, including enterprise work, the principal investigator should tell RKE Operations in good time to enable them to instruct LS to:

· review the standard terms and conditions and any bespoke terms outlined in the award letter; and 

· draft any further agreement that may be necessary to govern the relationship with sub-contractors and/or joint parties.

If in doubt, please phone your usual contact in RKE Operations or LS (details above) to check.
  Conflicts of Interest

Occasionally, a staff member’s outside interests may conflict, or appear to conflict, with their University duties. The Conflicts of Interest Policy and Procedures (COIPP) aim to:

· protect the University, its staff and agents from any appearance of impropriety; and
· enable the University, its staff and agents to comply with their legal duties. 

The COIPP apply to all:
· University employees; 
· Board and Committee members (internal or external); and 
· other persons working in or for the University, whether or not the University employs them. 

The prevailing COIPP is available to view here.
Anti–Bribery
The University adopts a zero-tolerance approach to bribery and corruption in all jurisdictions.  It will uphold the relevant laws for countering bribery and corruption, in particular the Bribery Act 2010.

The Anti–Bribery Policy and Procedures (ABPP) set out the University’s approach to monitoring, identifying and ultimately avoiding incidents and/or risks of bribery.

The prevailing ABPP is available to view here.
Information Requests 

LS co-ordinate the University’s information requests.  These are requests from students, staff and the general public for: 
· their personal data, by subject access request under the Data Protection Act 1998; 
· information within the Freedom of Information Act 2000; and

· environmental information within the Environmental Information Regulations 2004.
These are all laws that apply to the University.  They mean any information you create while working, including opinions and references to third parties, may be subject to a request.  Subject to exemptions applying, the University may have to disclose this information.   

Further information on Data Protection and Freedom of Information is available via the following links:

· Data Protection Act 

· Freedom of Information Act
· 
Data Protection Policy
· BU Publication Scheme
Related Companies
The Related Companies Policy and Procedures (RCPP) apply where activity is proposed to be conducted through a company related to the University.  You can view the RCPP here.

  Disputes

You must tell LS about any actual or potential legal disputes.  Our contact details are above.

We will inform the University’s insurers as necessary.  We may need to ask you for more or updated information from time to time to meet their needs.
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All documents mentioned in this overview can be found at: https://staffintranet.bournemouth.ac.uk/aboutbu/professionalservices/legalservices/

