
Law Commission Core Standards  
(Agreed June 2004, revised December 2007)  
 
 
Communication with people outside the Law Commission 

  
Written work – we will: 

 write in plain English, and structure and tailor to the recipient 
 
 use Law Commission standard work templates or any team formatting (where applicable)  
 
 use Departmental spell checker to check for correct spelling, punctuation and grammar 
 
 ensure all contents are accurate, at least 95% of the time 
 
 reply (or send holding letter) in response to enquiries from MoJ, HMCS, PQs, Ministerial 

correspondence and general correspondence, within 10 working days of receipt (or to agreed 
timetable) 

 
E-mails – we will:  

 reply (or send holding e-mail) within 2–5 working days of receipt depending on the level of 
importance (or to agreed timetable)  

 
 display “out of office” message if we intend to be out of the office for one day or more (including a 

contact for any urgent queries)  
 
 include our full name, job title, office, telephone number, fax number and (for home-workers) 

official e-mail address 
 
 consider whether to send the message as high or low importance 
 
Telephone calls – we will: 

 answer within 5 rings or as soon as possible if, for example, we are already speaking to someone 
in person 

 
 answer by saying Law Commission (if a general line) and adding our first name (if a personal line) 
 
 offer to transfer the caller to someone else or take a message, if the person required is not 

available 
 
 prior to transferring a call, extract all the relevant information (e.g. name of caller or nature of 

call), then transfer the call and await pick up before passing on caller’s details and replacing 
receiver 

 
 make use of any Voicemail or answer phone facility we have 
 
Health and safety and security 

 ensure that registered files under our control are stored, transmitted and handled securely in 
accordance with Departmental policy, including the Departmental Protective Marking system, and 
local procedures  

 
Information technology 

 contribute to a secure and safe environment for all Law Commission and Departmental assets 
namely IT equipment and information, by complying with all instructions and guidance notified by 
any means (e-mails, shared drive, literature (including manuals), the Intranet etc.): 

  
For example:  
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1. ensure that assets under our control are stored, transmitted and handled securely in 
accordance with Departmental policy 

 
2. not to download, possess, distribute or copy a copyright work (whether it be a document, 

photograph, a piece of music or video or something else) unless we are properly authorised 
to do so by the copyright owner 

 
3. not to communicate (whether by e-mail or otherwise) outside of the Department any personal 

data as defined under the Data Protection Act without first obtaining specific approval. 
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