
Protocol for Schools to follow – Commercial Disputes and Scams

1. The initial point of contact for a school which believes that it has been misled in respect of a contract that it has entered into or wishes to obtain more information in respect to a scam alert is the LCC Trading Standards Service.
2. Contact can be made in two ways:-

· 0116 305 8000 (Traded Standards Business Advice Line)

· tradingstandards@leics.gov.uk
3. Referrals received from schools by other sections (e.g. Legal Services, Internal Audit, CYPS Finance) will be routinely redirected to the main contact point(s) above to reduce the risk of inconsistent (or even incorrect) advice being given.

4. The Trading Standards Service will typically look to respond to queries within one working day.   Clearly the length of time taken to fully address a referral will be dependant upon a number of factors.

5. The Trading Standards Service will initially assess the referral coming in and make a decision whether it needs to be dealt with within the Service, or whether elements of the referral require it to be more appropriately dealt with by other specialist officers (e.g. within Legal Services where there are issues surrounding contract law or litigation).   Where it is assessed that the referral is better dealt with by another Department, it will be duly forwarded on, and the person / school making the initial referral made aware of this.

6. Should the Trading Standards Service consider that the referral needs to be forwarded on to Legal Services for specialist advice, the named contact within Legal Services is:-

Phil Adams
Phil.Adams@leics.gov.uk
Telephone Contact No.   0116 305 6095

7. In some circumstances, the Trading Standards Service may decide to pass the details of the query over to another authority’s Trading Standards Service and, in some cases, to other organisations (e.g. the Office of Fair Trading).

8. The Trading Standards Business Advice Team is also available to give pre-contractual advice to prevent falling victim to scams, for example in relation to common scams to look out for, and potential pitfalls when dealing with businesses who make unsolicited calls.

9. Where contracts need to be drafted or reviewed, or schools require other legal advice, queries should continue to be directed to Legal Services (see contacts at (6) above).

10. The Trading Standards Service will consider periodically of any need to further publicise potential frauds, scams, etc.   The Service will liaise with the CYPS Finance Service and the Internal Audit Service, as appropriate, to take advantage of their individual avenues to notify schools and colleges of potential risk areas.   These avenues could include:-

· Posting urgent fraud and scam warnings on the Schools’ Intranet (EIS) - contact Jenny Lawrence, CYPS Head of Finance (Jenny.Lawrence@leics.gov.uk)

· Publicising fraud and scam warnings at the termly LA Bursar Meetings - contact Jenny Lawrence, CYPS Head of Finance (Jenny.Lawrence@leics.gov.uk)

· Adding articles to the Internal Audit termly Schools’ Bulletin (Audit Matters) – contact Scott Brownlow, Internal Audit, Resources Department (Scott.Brownlow@leics.gov.uk)

