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FOREWORD

The Office of the Attorney General is committed to maintaining and improving the delivery of quality client service.  The commitment to excellent client service is a fundamental theme of Delivering Better Government (1996) and receives renewed support from the social partners in the Programme for Prosperity and Fairness (PPF).  

The Office of the Attorney General is conscious of the need to provide the highest level of service to our clients. The Attorney General has control and responsibility for the Office of the Parliamentary Counsel to the Government and the Office of the Chief State Solicitor which are constituent parts of the Office of the Attorney General. 

The Client Service Guide, agreed following consultation with the relevant Partnership Committees, details the agenda we have set ourselves for the next two years to maintain and improve our existing client service. We are confident that we can meet these targets.

 The flexibility, commitment and willingness of staff to adapt and embrace change have been a key building block in our success to date. 

This Client Service Guide ensures that a suitable framework exists within the Office of the Attorney General for the implementation of the principles of quality client service and for making further improvements in the years ahead.
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1. THE ROLE OF THE OFFICE OF THE ATTORNEY GENERAL
The principal roles of the Office are:

· to support and advise the Attorney General in carrying out the duties of that office;

· to provide the highest standard of professional legal services to Government, Departments and Offices;

· to draft legislation;

· to provide litigation services;

· to contribute to effective public service by encouraging and participating in the 

co-ordination of the legal services of the State;

· to ensure efficient delivery of legal services to, and an effective and productive working relationship with, Government, Departments and Offices taking into account the Public Service Change Programme.

2. CLIENTS OF THE OFFICE
2.1 External clients

The principal clients of the Attorney General and the Office are the Government itself, its individual members and the Departments they head. The Office also services and participates in a significant number of Committees and Commissions listed in Appendix 1. The Office provides legal advisory and legislative drafting services to its clients. A wide range of legal issues are dealt with by the Office and these are detailed in Part 1 of Appendix 3. 

2.2 Internal clients - staff of the Office

The Office recognises that the quality of service provided by its staff to the external clients of the Office is, to a large extent, dependant on the quality of support provided to them internally. Such internal support can include ensuring that staff are resourced through the provision of appropriate training, administrative and clerical support and IT systems.  

The Office is committed to ensuring that its staff are properly supported and consulted with regard to service delivery issues and are equipped to carry out their functions. The dedication of our staff is recognised as one of the main strengths of the Office. We are committed to a staff development policy to ensure that we continue to have a highly motivated and skilled  workforce. 

The Office has put in place business plans for each division of the Office and has provided  training for staff for the purposes of implementing the Performance Management and Development System.
2.3 Progress to date

The Office has been reviewing its organisation and practices over a number of years under the Strategic Management Initiative. Considerable progress has been made in implementing the Office's Statement of Strategy 1999-2002. Further initiatives are being implemented including a new IT Plan, a Case and Records Management System, a Financial Management Information Framework and the creation of a Change Management Unit. 

This Guide sets out specific measures for enhancing the standard of our services and for securing valuable feedback from both our clients within Departments and Offices and our own staff on how further improvements might be effected. 

2.4 Members of the Public

It is important to note that the Attorney General and the staff of the Office do not give legal advice to members of the public or undertake any legal research on their behalf. Members of the public who wish to seek legal or political advice should consult their own advisers.

Bills, Acts of the Oireachtas, Statutory Instruments and other Government publications are available from the Government Publications Sales Office, Molesworth Street, Dublin 2.

2.5 Freedom of Information Act 1997

The Freedom of Information Act 1997 applies only to a record held or created by the Attorney General or by the Office of the Attorney General concerning the general administration of the Office.

3. ORGANISATION AND LEGAL, ADMINISITRATIVE AND SUPPORT SERVICES

3.1 Organisation

The Office of the Attorney General has an authorised complement of 125 staff comprised of 30 Advisory Counsel, 20 Parliamentary Counsel and 75 administrative staff. Clients are referred to the organisation chart at Appendix 2.

3.2 Advisory Counsel

The Advisory side of the Office is divided into five specialist groups covering all legal specialisms. It is comprised of barristers (Advisory Counsel) each of whom specialises in a variety of specific areas of law.  The principal duty of the Advisory Counsel is to assist in the performance of the Attorney General's functions and duties. Each Group has dedicated clerical support staff familiar with the business of the Group.  The range of subjects covered is extensive but the activities themselves fall into three broad categories, namely:


(a) the provision of advice;

(b) the direction of litigation;

(c) involvement in the provision of a drafting service to Government Departments.

3.2.1 Work of Advisory Counsel

The Office has put in place structures and systems to accommodate and address all routine queries as well as requests for urgent advice on significant legal and constitutional issues. There is a high degree of specialist legal knowledge within the Office. Advisory Counsel work closely with lawyers in the Office of the Parliamentary Counsel in relation to advising on legal issues arising in the drafting of legislation and with the Chief State Solicitor’s Office in relation to advising on the conduct of litigation and other legal matters.

The range of advisory work normally undertaken by the Office is very broad and includes constitutional law, administrative law, European law, commercial law, public international law and criminal law – in fact, all areas of legal work in respect of which Government or a Department or Office may require legal advice. Advice is frequently provided under extreme pressure of time. Requests for advice may be received from the Government as a whole, from Ministers, or from civil servants in Government Departments or Offices. Requests from Government or Ministers are usually made directly to the Attorney General. An Advisory Counsel is usually assigned to assist the Attorney in dealing with such a request. Most requests for advice, however, come from civil servants in Departments or Offices. Such requests either come directly to the Office or via the Chief State Solicitor’s Office.

3.2.2 Structure

Each of the five specialist groups has a group co-ordinator who is an Advisory Counsel Grade 1 (equivalent to an Assistant Secretary). Each group takes responsibility for specified areas of work grouped together in broad categories. The group co-ordinators have a combination of both professional and managerial responsibilities. Administrative support for Advisory Counsel is provided by a number of clerical officers. Each group has a complement of 2 dedicated clerical support staff who are familiar with the business of the Group. 

Details of the Groups and their areas of responsibility are set out in Part 1 of Appendix 3.

3.3 Permanent Representation to the European Union
The Office has assigned an Advisory Counsel to be seconded as legal attaché to the Permanent Representation of Ireland to the European Union in Brussels. Since its establishment in 1996, the role of the legal attaché has become an essential and intrinsic element of the effective functioning of the Permanent Representation.  The role is very varied and involves a wide range of functions and duties. 

The legal attaché furnishes legal advice to the representatives of all Government Departments who are members of the Permanent Representation on the wide range of legal issues which arise on a day-to-day and often very urgent basis. Due to the participation of the legal attaché in important EU negotiations, including Treaty reform and other significant legislative developments, the Attorney General is now involved from an early stage in advising on significant EU legal issues. The role involves furnishing oral and written advices, opinions and briefings on matters of EU law, domestic legal and constitutional issues which arise in the context of Ireland’s membership of the Union.  This service facilitates the seeking and provision of legal advice in respect of community initiatives and seeks to ensure that Departments are aware of, and as up-to-date as possible with, their obligations under European law. The diplomatic aspect of the role includes extensive consultation, briefing and negotiations within the Council for the protection and promotion of the State’s legal interests. 

3.4 Parliamentary Counsel to the Government

The Office of the Parliamentary Counsel to the Government ("OPC") comprises a team of specialist lawyers (drafters) trained to a high level in the discipline of drafting legislation. The mission of the OPC is to provide the highest standard of professional legislative drafting service to its clients and to maintain information on the progress of the drafting of legislation.

3.4.1 Work

The main work of the OPC is to draft Government Bills to be introduced into the Houses of the Oireachtas and to draft secondary legislation, where appropriate, for Government Departments or Offices, including instruments transposing EU legislation into domestic law under the European Communities Act 1972. An integral part of the work of the OPC is providing drafting advice to each instructing Department or Office so that the policy of that Department or Office is given full effect through clear and precise language. 

3.4.2 Structure

The Chief Parliamentary Counsel is the head of the OPC and, within the Office of the Attorney General, has overall responsibility for the legislative drafting services provided by it. 

The OPC is organised into three groups, each having responsibility for the provision of drafting services to specific Government Departments and Offices.  Each group is headed by a group manager who is of a rank not lower than Parliamentary Counsel (equivalent to an Assistant Secretary). The Group Manager has responsibility for managing the delivery of the drafting services of the OPC to the Departments and Offices allocated to his or her group.

Administrative support for the OPC is provided by an administrative officer and 7 clerical officers. Each group has dedicated clerical support staff familiar with the business of the Group. One of the clerical officers acts as Private Secretary to the Chief Parliamentary Counsel and one is attached to the Statute Law Revision Unit.

Details of the Groups and their areas of responsibility are set out in Part 2 of Appendix 3.

3.5 Statute Law Revision Unit

The mission of the Statute Law Revision Unit (SLRU) is to draw up a programme of statute law revision, restatement and consolidation in the context of the Regulatory Reform Agenda and to co-operate with the Department of the Taoiseach on the development of a 'Better Regulation" policy. Two drafters have been seconded from the OPC to staff the SLRU, one of whom, a Parliamentary Counsel (equivalent to an Assistant Secretary), is the Director of the SLRU.

3.6 Administration and Support Services

This division of the Office is headed by the Head of Administration (Principal Officer). 

Details and contact information are set out in Part 3 of Appendix 3 in respect of the following- 

· Library and Know-how Unit

· IT Unit

· IT Project Development

· Registry

· Finance Unit

· Human Resources Unit

· Internal Audit Unit

· Change Management Unit

· Services Unit

· Attorney General's Private Office

· Director General's Private Office

· Chief Parliamentary Counsel's Private Office.

4. OUR COMMITMENT TO DELIVERING A QUALITY SERVICE

4.1 Objectives

The Office of the Attorney General fulfils all relevant statutory obligations including those set out in the Freedom of Information Act 1997, the Data Protection Act 1988, the Employment Equality Act 1998 and the Equal Status Act 2000.

The Office is committed to providing a professional service to the highest standard taking into account the needs of its clients. The co-operation of Government Departments and Offices is, of course, a necessary prerequisite to delivery of a quality service: the Office and the Departments and Offices it advises all have the same aim – that of delivering better government – and in the face of this aim, they operate as a team.   

As regards all requests for advice – whether on issues which may later become the subject matter of a Memorandum for Government or otherwise – the Office, in order to carry out its functions, needs to receive requests for advice which clearly identify the legal issues and refer to the relevant legislation, as set out in Appendix III to the Cabinet Handbook.  Time is required for an adequate consideration of the issues and this, too, is a matter which Departments should factor into their requests.

Regarding matters for Government, Government Departments and Offices can also contribute to the quality of the service the Office delivers by ensuring compliance with the Cabinet Handbook as regards Memoranda for Government: ensuring that legal issues are identified and advice obtained on them before the Memorandum is circulated and abiding by the time limits set in Appendix II to the Cabinet Handbook.  

Where advice is being sought in respect of legislation or where instructions are given to draft legislation Government Departments and Offices can greatly facilitate and speed up the drafting of the legislation by ensuring that all policy issues have been identified and resolved before such a request is made or instructions given and by providing adequate, well-considered and appropriate instructions in respect of the drafting of legislation. 

The Office is aware that our clients may be subject to conditions outside their control which affect the urgency with which they require advice and the quality of the brief which they prepare in seeking the advice.   The Office has, accordingly, the capacity to adapt in cases of real emergency.

In the provision of a quality service, the Office complies with the Cabinet Handbook and clients of the Office are referred to the Cabinet Handbook with a view to ensuring prompt delivery of service. For ease of reference the following extracts from the Cabinet handbook  are set out in Appendix 4 - 

· Guidelines for Departments in respect of the preparation of the General Scheme of a Bill (Appendix II to the Cabinet Handbook).

· Guidelines for Government Departments or Offices seeking legal advice from the Office of the Attorney General (Appendix III to the Cabinet Handbook).

4.2 An ethical and confidential service

The Office will observe a high standard of public and commercial ethical standards in the discharge of its functions. All staff are bound by the Official Secrets Act and by professional duties of confidentiality.

The requirement for an ethical and confidential service will be strongly emphasised in all induction and continuing staff training.

4.3 Commitment to equality of treatment

In the delivery of our services, the Office is committed to fairness, equality of treatment and impartiality. The Office is committed to principles of equality particularly as enshrined in the Employment  Equality Act 1998 and the Equal Status Act 2000. These principles will be adhered to within the Office and particularly in the recruitment, development and promotion of staff and in the selection of external advisers and consultants. 

4.4 Irish language
The Office supports the provision of services through Irish giving practical expression to the Government’s commitment to delivering quality service to Irish speakers made in Delivering Better Government (1996).  The Office is committed to encouraging the development of skills and proficiencies in the Irish language within the Office and to supporting and participating in Civil Service Irish language training initiatives.
The Office will continue to endeavour, where necessary and appropriate, to provide a service in the Irish language and will co-operate with the Chief State Solicitor's Office in briefing and working with Irish speaking counsel in appropriate cases.

4.5 Consistency of advice

The Office co-operates closely with the Chief State Solicitor's Office to ensure consistency of advice as between both Offices. Ability to co-operate fully with the Chief State Solicitor's Office will be enhanced by the development of the knowledge-management component of the IT strategy.

Advisory Counsel and Parliamentary Counsel meet on a monthly basis to exchange information and experiences on legal issues arising and this forum provides an opportunity for short presentations to be given on topical issues of concern of both a drafting and advisory nature. Advisory Counsel and Parliamentary Counsel meet separately also to discuss matters of specific relevance within their own areas of responsibility.

4.6 Government Legislation Committee
The Attorney General and the Office of the Parliamentary Counsel to the Government participate in the work of the Government Legislation Committee. This Committee is chaired by the Government Chief Whip. It is the co-ordinating Committee that oversees each proposed Government Bill from the time of its inclusion in the Government Legislation Programme to the completion of its progress through the Houses of the Oireachtas. It assists the Government in prioritising legislation. Every week drafters complete, electronically, returns on the progress to date on the Bills that are being drafted or are proceeding through the Houses of the Oireachtas. After checking by the Group Manager concerned and by the Chief Parliamentary Counsel, those returns are sent to the Government Chief Whip to assist the Cabinet in its work. They are sent weekly in advance of the meetings of the Committee. 

5. PROVISION OF INFORMATION
5.1 Library & Know-how Unit

The Library & Know-how Unit exists to support the mission of the Attorney General’s Office which is to provide the highest standard of professional legal services to Government, Departments and Offices.

The primary clients of the Unit are the Attorney General, Advisory Counsel, Office of the Parliamentary Counsel to the Government, Statute Law Revision Unit and AGO administrative and support staff.

The secondary clients of the Unit are the legal staff in the Chief State Solicitor's Office, Law Reform Commission and the Office of the Director of Public Prosecutions, departmental legal advisers and civil servants. 

5.2 Website  www.attorneygeneral.ie 
The Office of the Attorney General website provides detailed information on the role of the office and its main constituent parts being the Office of the Attorney General, Office of the Parliamentary Counsel to the Government and the Chief State Solicitor's Office. The mission statement, Attorney General's Scheme and relator actions are included.

There is a publications section on the website and it includes information in relation to the Freedom of Information Act 1997 and its application to the Office. 

The website also includes a gallery of previous Attorneys General, the Statement of Strategy of the Office, the First Progress Report on Implementation of the Strategy and a contact page with information on all three constituent offices.

The website includes links to other sites of interest with regard to legal issues and shows how to gain access to other Government Departments and Offices.

5.3 Irish Statute Book

The web site gives access to the Irish Statute Book which includes Acts of the Oireachtas and Statutory Instruments from 1922 to 1998. The Chronological Tables to the Statutes 1922 to 1999 are also available. This database of statute law represents the first phase of a project to make the complete statute book available in electronic format and is a major step in making the law more accessible to the public.

 The database is in the process of being updated following which the Acts, Statutory Instruments and Chronological Tables for 1999 and 2000 will be made available on CD-ROM and subsequently on the web site.

Queries about the content and functionality of the Irish Statute Book can be emailed to info@ag.irlgov.ie.

The help-desk for users of the Irish Statute Book 1922-1998 CD-Rom is managed for the time being by FirstLaw at 01 679 0370. This help-desk will be superseded by a new help-desk when the upgraded CD-ROM is released and details of it will be available on the CD-ROM.

6. CLIENT SERVICE TRAINING
It is recognised that effective training in client service is essential in achieving our goal of delivering a quality service.  We will continue to improve, enhance and formalise our training in client service. The delivery of quality client service is a key Office competency for the Performance Management Development System as implemented in this Office. As part of this, we will continue to pursue the following objectives:

· the Performance Management and Development System (PMDS) will enable us to review the necessary skills and training needs of staff to deliver quality client service;

· the Induction Course for new recruits includes a section on the Office’s commitment to client service and identifies what is expected of staff in terms of dealing with our clients.  It also highlights the fact that many of our staff colleagues will also be clients;

· the provision of targeted client service training to staff will be a feature of the overall training programme of the Office.

The Office also continues to refine methods by which greater specialist legal knowledge and expertise is engendered and legal skills developed and maintained and ensures that the expertise of all legal staff is maintained in the general areas of law such as constitutional and administrative law. The Office seeks to ensure that where possible the relevant legal staff anticipate and are facilitated in increasing their expertise and knowledge in respect of emerging legal issues and trends and current legal developments.

7. COMMUNICATIONS
7.1 Objectives

We aim to communicate well with our clients and carefully monitor and review our performance and progress.  In pursuance of this commitment we undertake to do the following:

· provide a structured approach to meaningful consultation with and participation by the client in relation to the development, delivery and review of services;  

· ensure meaningful evaluation of services delivery;

· ensure an organised, systematic and regular review of services provided by the Office including obtaining feedback both formally and informally and ascertain directly from Government, Departments and Offices whether their needs for professional legal services are being met;

· regularly assess the efficiency of the Office and existing procedures by internal review, including obtaining feedback;

· continue to review and reorganise internal communications systems and procedures to provide the best support for the delivery of a quality service;

· regularly review and update the Office of the Attorney General website to ensure that it is relevant and timely;

· publish an Annual Report on the activities of the Office including a progress report on the achieving of commitments in this Guide.

7.2 Correspondence (by letter, fax or email)

Clients are referred to Appendix 5 for contact and correspondence details.

All items of correspondence received in the Office are assigned a daily correspondence number and are recorded, tracked, added to or associated with an existing or new file by our Registry by means of a number of electronic databases, filing and tracking systems. 

Similarly, all internally created documents, memoranda, submissions, minutes of meetings etc., are recorded on those electronic files.

The Office accepts requests for advice and correspondence by email. It should be noted however that such requests for advice and correspondence require to be transmitted to our Registry at registry@ag.irlgov.ie  to be processed as described above.

All correspondence issued by this Office carries a file reference, contact name, the telephone and fax numbers and email address.

Where correspondence is received from members of the public it is acknowledged and replied to where and as appropriate.

 As stated previously, it is outside the constitutional and statutory functions and remit of the Office of the Attorney General to give legal advice to members of the public.  Accordingly, if a request for legal advice is received from a member of the public, in the normal course, that member of the public will receive an acknowledgement stating that the Office does not give legal advice to members of the public.
7.3 Contacting the Office by telephone
The Office switchboard is open from 9 am until 6pm, Monday to Friday, and may be contacted at 01-6314000.
Office induction procedures detail telephone techniques for all members of staff. 

Messages may be left directly using the voicemail facility the purpose of which is to enable messages to be left outside Office hours or when a member of staff is unavoidably absent.

The Office does not provide information to members of the public and members of the public do not have direct contact with members of the staff relating to the business of the Office. A caller seeking general information about the Office will be referred to the Office of the Attorney General website, the Statement of Strategy of the Office, the First Progress Report on the Implementation of the Strategy or the Government Information Services, as appropriate.

Where a member of the public contacts the Office about relator actions or the Attorney General's Scheme, the caller will be given every assistance possible and where appropriate will be referred to section 16 (1) of the Freedom of Information Act 1997 statement which is available at our reception and on the Office of the Attorney General website. 

7.4 Meetings 

Meetings are held with client Departments to review and evaluate the service that the Office is providing and to identify any areas in which the service could be improved.  These meetings are held regularly, their frequency being dependent upon the nature of the subject area under review (see paragraphs 8 and 9 for more details about the content of these meetings). 

The aim of the Office is to ensure that all meetings are of the highest professional standard.  The Office is committed to ensuring that the central three elements are addressed, namely, the manner in which the meeting is conducted, its efficiency and effectiveness and the need to ensure that account is fully taken of the client’s concerns.

Meetings on specific legal files are held between the lawyer assigned to a file and the client Department where it is necessary.  The purpose of such meetings can include clarification of the issues involved, to take instructions or review joint progress on a specific file.  They may also serve to create a shared understanding of the policy and legal issues involved and the legal constraints applicable to the specific file.   In the case of litigation files, an Advisory Counsel will attend consultations with the client Department, the Chief State Solicitor's Office and Counsel, when necessary.   One of the functions of the Advisory Counsel at such a meeting is to ensure that all legal issues relating to broader Government policy of which Counsel may not be aware are identified, considered and factored into decisions in the individual case.  

7.5 Physical access 
Our objective is to provide accessible offices that ensure, insofar as is practicable, compliance with occupational and safety standards and as part of this facilitate access for people with disabilities and others with special needs. A programme of works has been carried out in recent years to further improve access and this is regularly monitored.

8. CLIENT FEEDBACK
The Office will maintain an accessible system of dealing with issues of concern regarding the quality of service provided to our clients.

· A systematic and organised approach to the review of the services provided by the Office has been established and is being further developed by establishing continual and regular interim meetings and reviews. This has been done pursuant to the key performance indicators of the business plans of each group within the Office, both Advisory Counsel and Parliamentary Counsel, and pursuant to the Office's sectoral performance indicators.

This process has involved each group, both Advisory Counsel and Parliamentary Counsel, identifying key areas of work which would benefit from such work reviews and the establishment of such reviews by way of regular meetings (at least once a year, but in relation to most legal areas on a more frequent basis) with sections or divisions of client Departments and Offices. Such meetings are held to gauge feedback from client Departments and Offices as to the delivery of legal services to them by the Office in specific areas.

· A system for feedback from clients has also been established which will identify reasons for deficiencies and indicate the necessary steps to remedy them.

· The Office consults staff of the Office through the Partnership process with regard to service delivery issues.

9. REPORTING AND EVALUATING PROGRESS 

It has been necessary to establish methods to monitor and evaluate the performance of this Office from the point of view of delivery of a quality client service. The Office's Management Advisory Committee will examine client feedback on a planned basis and will also consult with staff representatives to gauge performance in this regard.

This is primarily done by way of analysis of the outcome of the work review meetings held by each group outlined in paragraph 8 and of reports on the implementation of the business plans of each group.

Both client feedback and reporting and evaluating progress as to performance is an integral part of the business plan each of each Advisory Counsel and Parliamentary Counsel group as are key performance indicators.

The MAC evaluations will be reported in the Annual Report of the Office.

APPENDIX 1

COMMITTEES AND COMMISSIONS

Advisory Board National Children’s Office
Assistant Secretaries Network

Change Management Network

Civil Service IT Group
Civil Service IT Managers Network
Civil Service Metadata Group

Civil Service Training Officers Network

Civil Service Webmaster Forum
CMOD Content Managers Stakeholders Group

Commission on the Assisted Human Reproduction
Commission on the Private Rented Residential Sector

Company Law Review Group
Consultative Committee on Law Reform 

Consumer Advisory Council.
Council of Europe Committee on Administrative Law

Council of Europe Committee of Experts in Family Law
Court Rules Committees

Cross-Departmental Team on Infrastructure
Expert Group on Proposals arising out of Garda S.M.I. Report

Expenditure Reviewers network

FOI Interdepartmental Working Group

FOI Liaison Officers Network
FOI Users Network Group

Government Legislation Committee

Hague Conference on Private International Law

Implementation Group on Compensation Issues
Interdepartmental Committee on Hearing Loss Litigation

Interdepartmental Group on EU Justice and Home Affairs

Interdepartmental Group on the EU Convention

Interdepartmental Group on Legislative Issues for the Information Society
Interdepartmental Group on Oireachtas Scrutiny of EU legislation

Interdepartmental Group on the Presidency of the EU 2004

Interdepartmental Task Force on the Report of the Commission on the Status of People with Disabilities

Interdepartmental Working Group on Compensation Issues

Internal Audit Network

International Maritime Organisation Legal Committee 

IT Managers Network

Library Managers Network

Management Group for Judicial Reviews in Asylum Cases 

MIF Consultative Committee
MIF Project Management Sub-Group
Ministerial Committee on Nuclear Safety

Ministers and Secretaries Group on European Matters

“No-Fault” Advisory Group (a working group established to recommend a “no-fault” scheme of compensation for babies with birth-related brain damage)

Northern Ireland (various groups dealing with Northern Ireland matters)

Personal Injuries Assessment Board Implementation Group.
Personnel Officers Network

PMDS Network

Post Nally Committee on Issues Relating to DPP

Public Prosecution System Study Group

Secretaries General and Heads of Offices Group

Senior Officials Group on EU Affairs

Single Regulatory Authority Implementation Advisory Group

State Claims Agency Liaison Committee

Steering Committee for the Pilot Project to establish an on-line small-claims procedure
Steering Group on Systems Review of Department of Agriculture and Food

Strategic Management Initiative Communications Sub-Group

Strategic Management Initiative Implementation Groups

Tax Strategy Group

Third Pillar Steering Group

Tribunals and Inquiries

UNCITRAL (The United Nations Commission on International Trade Law)

UNCITRAL Working Group on Arbitration

UNICITRAL Working Group on Electronic Commerce

UNICITRAL Working Group on Insolvency

Wilson Interdepartmental Committee on Trust Fund for Victims of Violence

Working Group on Accountability of Secretaries General and Accounting Officers.
Working Group on Company Law Compliance and Enforcement

Working Group on Jurisdiction of the Courts

Working Group to discuss the implications of the establishment of a Referendum Commission with limited functions

Working Group to Review Coroners Services
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APPENDIX 3

Part 1

Advisory Counsel

Group A has responsibility in the areas of health, garda compensation, Attorney General's Scheme, Attorney General's Functions, cultural issues, human rights, justice, the Criminal Injuries Compensation Board, prisons and licensing, nuclear law and Anglo-Irish issues.

The group is comprised of the Group Co-ordinator and 4 other Advisory Counsel.

Group B has responsibility in the areas of intellectual property, private international law, casual and occasional trading, statistics, Statutory Instruments Act, health litigation, censorship, State Claims Agency, Tribunals and Inquiries, adoption, assisted human reproduction, education, family law, health and safety prosecutions and environmental law.

The group is comprised of the Group Co-ordinator and 5 other Advisory Counsel.

Group C has responsibility in the areas of state aids and state grants, competition law, aquaculture, broadcasting, credit unions, double taxation agreements, electricity, sea fisheries prosecutions, fisheries, Government contracts, international trade law, the foreshore, law of the sea, gas, postal law, public procurement, road haulage and buses, shipping law, revenue law, single currency, Oireachtas Reform, harbours, national infrastructure, Gaeltacht, forestry, Irish Coastguard Service, Commissioners of Irish Lights,  army deafness, public service, defence, arts and air transport.

The group is comprised of the Group Co-ordinator and 4 other Advisory Counsel.

Group D has responsibility in the areas of the tourism body, agriculture, relator actions, ethics law, electoral law, company law, banking law, insurance law, landlord and tenant law, planning law, telecommunications law, Information Society Services law, Social Welfare law, appropriation and public expenditure, civil service authorities, bankruptcy, insolvency and liquidation, charities and the Comptroller and Auditor General.

The group is comprised of the Group Co-ordinator and 4 other Advisory Counsel.

Group E has responsibility in the areas of European Union law, institutional issues, EU horizontal issues, fundamental rights in the EU, Law Reform Commission, justice and home affairs issues, fraud, extradition, asylum and immigration, mutual assistance in criminal and civil matters, public international law, data protection law and freedom of information law.

This group also comprises the legal attaché to the Permanent Representation to the European Union in Brussels.

The group is comprised of the Group Co-ordinator and 5 other Advisory Counsel.

Part 2

Parliamentary Counsel

Group 1 has responsibility for drafting legislation for the following Departments and Offices-

· Agriculture and Food

· Finance (including the Revenue Commissioners)

· Communications, Marine and Natural Resources

· Transport

· Taoiseach

The group is comprised of the Group Manager, 3 other Parliamentary Counsel and 1 contract drafter.

Group 2 has responsibility for drafting legislation for the following Departments-

· Defence

· Education and Science

· Enterprise, Trade and Employment

· Environment and Local Government

· Social and Family Affairs 

The group is comprised of the Group Manager, 3 other Parliamentary Counsel and 1 contract drafter.

Group 3 has responsibility for drafting legislation for the following Departments-

· Community, Rural and Gaeltacht Affairs

· Foreign Affairs

· Health and Children

· Justice, Equality and Law Reform

· Arts, Sport and Tourism

The group is comprised of the Group Manager, 2 other Parliamentary Counsel and 1 contract drafter. 

Part 3

Administration and Support Services to the Office of the Attorney General

	Head of Administration


	Pat O'Sullivan

	Contact details
	Tel. 6314066

Fax. 6761806

Email: pat_osullivan@ag.irlgov.ie



	
	

	Section
	Human Resources Unit



	Section head
	Padraig McMahon



	Contact details
	Tel. 631 4016

Fax. 631 4190

E-Mail: padraig_mcmahon@ag.irlgov.ie



	Service provided
	To facilitate the recruitment of staff to the Office

To ensure that payroll details are kept up to date and all changes are implemented in good time

To create, maintain and monitor records relating to staffing levels and staff attendance

To organise internal competitions and to assist in the holding of external competitions

To provide an information resource for all staff concerning their conditions of service and to ensure enforcement of all relevant Civil Service Regulations 

To liase with staff and with other Departments as required in the provision of and sharing of information

To ascertain training needs in the Office, to advertise and provide information on upcoming conferences and to arrange talks/presentations for the Office as requested.



	Client
	Dept of Finance, Office of Civil Service and Local Appointments Commissioners, Dept of the Taoiseach, Dept of Social, Community and Family Affairs, Office of the Revenue Commissioners, staff of the Office, course organisers


	
	

	Section
	Library and Know-How Unit



	Section head
	Madelaine Dennison



	Contact details
	Tel.631 4109

Fax. 631 4197

E-Mail: madelaine_dennison@ag.irlgov.ie



	Service provided
	The provision of law library facilities and legal information and know-how services



	Client
	Office of the Attorney General

Office of the Parliamentary Counsel to the Government

Other Government Departments and Offices



	
	

	Section
	IT Unit



	Section head
	Brian Scannell



	Contact details
	Tel. 631 4069

Fax. 6761806

E-Mail: brian_scannell@ag.irlgov.ie



	Service provided
	IT Strategy development and implementation 

IT systems development/procurement, implementation and on-going management and development

IT infrastructure procurement, implementation and on-going management and development   

End-user support



	Client
	Staff of the Office, suppliers, CMOD, Office of the Houses of the Oireachtas



	
	

	Section
	IT Project Development



	Section head
	Anne Barron



	Contact details
	Tel. 631 4010

Fax. 676 1806

Email; anne_barron@ag.irlgov.ie



	Service provided
	Management of business application projects relating to:

development of records management policy; 

specification, procurement, integration and implementation of electronic case and matter management system.



	Client
	IT Steering Committee

Staff of Office



	
	

	Section
	Registry



	Section head
	Mary Daly



	Contact details
	Tel. 6314103

Fax. 6761806

E-Mail: nora_coyne@ag.irlgov.ie



	Service provided
	Registering all post including electronic e-mails where appropriate and maintaining an efficient filing system



	Client
	Staff of the Office, CSSO, Government Departments, Custody of archives and transfer to National Archives Office



	
	

	Section
	Internal Audit Unit



	Section head 
	Stephen Brady



	Contact details
	Tel. 6314075

Fax. 6761806

E-Mail: stephen_brady@ag.irlgov.ie



	Service provided
	Provide advice, assistance and guidance on control and good practice

Carry out audits on all areas of the AGO and CSSO and produce reports of findings to the Audit Committee, MAC and the relevant line managers

To provide assurance to the Accounting Officers as to the adequacy of the Office's internal control system



	Client
	Staff of the AGO and CSSO, Internal Audit Committee, C&AG



	
	

	Section
	Change Management Unit



	Section head


	Paul Gibney

	Contact details
	Tel. 631 4000

Fax. 676 1806

E-Mail: paul_gibney@ag.irlgov.ie



	Service provided
	To implement change management throughout the Office



	Client
	Staff of Office of the Attorney General and Office of the Chief State Solicitor



	
	

	Section
	Finance Unit



	Section head
	Anne Moroney



	Contact details
	Tel. 631 4017

Fax. 631 4050

E-Mail: ann_moroney@ag.irlgov.ie



	Service provided
	Preparation of  Annual Estimates  and Multi-Annual Budgets

Negotiate Administrative Budget

Monitor Expenditure on a monthly basis

Processing the payment of all invoices promptly

Travel Service – To ensure travel arrangements are made for staff and processing of travel claims

Preparation of Brief for the Director General, as Accounting Officer, for appearance before the Public Accounts Committee



	Client
	Payment of fees to barristers and solicitors, Department of Finance, Law Reform Commission, suppliers



	
	

	Section
	Services Unit



	Section head
	Emma O'Reilly



	Contact details
	Tel. 6314002

Fax. 6761806

E-Mail: emma_oreilly@ag.irlgov.ie



	Service provided


	The maintenance and upkeep of the building

Accommodation/Furniture & Fittings

All non IT supplies

Security Arrangements

Telephonist Service and Telephone Communications

Liaison with the Telephonists and Service Officers

Arrangements for functions within the Building or in other venues as appropriate


	Client
	Office of Public Works, suppliers



	
	

	Section
	Attorney General's Private Office



	Section head
	Nora Coyne



	Contact details
	Tel. 631 4088

Fax. 662 3969

Email: nora_coyne@ag.irlgov.ie



	Service provided
	To provide support services to the Attorney General so as to ensure an effective interface between the Attorney and the Office



	Client
	All Departments and Offices, judiciary, members of Bar Council and Law Library



	
	

	Section
	Director General's Private Office



	Section head
	Brian Hendrick



	Contact details
	Tel. 631 4070

Fax. 662 1079

Email: brian_hendrick@ag.irlgov.ie



	Service provided
	To provide administrative secretarial support to the Director General, Deputy Director General and head of Administration



	
	

	Section
	Chief Parliamentary Counsel's Private Office



	Section head
	Teresa Farrelly



	Contact details
	631 4061

Fax. 6611287

Email: teresa_farrelly@ag.irlgov.ie



	Service provided
	To provide administrative secretarial support to the Chief Parliamentary Counsel

	
	

	
	Requests under the Freedom of Information Act 1997 



	Freedom of Information Liaison Officer


	Padraig McMahon



	Contact details
	Tel. 6314016

Fax. 6761806

Email: padraig_mcmahon@ag.irlgov.ie



	
	Requests for information under the Freedom of Information Act 1997 must be made in writing addressed to:*

Padraig McMahon

Freedom of Information Liaison Officer

Office of the Attorney General

Government Buildings

Upper Merrion Street

Dublin 2

*Replies will be made by post only and not email.




APPENDIX 4

PART 1
 “Appendix II

GUIDELINES FOR DEPARTMENTS IN RESPECT OF

THE PREPARATION OF THE SCHEME OF BILL

Note:   The purpose of the following guidelines is to remind Departments which are sponsoring legislation of matters they should have regard to when drawing up Schemes of Bills for the approval of the Government.  Failure by a Department to observe these requirements is likely to result in the preparation of the legislation in the Office of the Attorney General taking longer than would otherwise be the case.  A Department which has failed to observe the guidelines cannot expect the drafting of its legislation to receive priority over the drafting of legislation for Departments which have observed the guidelines.
Preliminary

1.
In the preparation of the Heads of a Bill, it is necessary for the civil servants in a Department promoting legislation to be  knowledgeable in the subject matter concerned and with the requirements and procedures of the process for proposed legislation; for that reason they should have thoroughly familiarised themselves with the existing body of legislation and administrative practices to which the Heads will relate to enable adequate Heads to be prepared by them on - 

(a)
the substantive matter,    

(b)
the administrative requirements or consequences resulting from the substantive matter, and

(c)
the consequential provisions (e.g. amendments and repeals, transitional provisions, etc.) necessary in the context of points (a) and (b).

General
2.
The Heads and notes should contain sufficient background information to enable the draftsman to see in perspective and in context the facts and the problems which the legislative proposals intend to meet. 

3.
The principal objects of the legislation have to be clearly and fully stated and the heads and notes have to be sufficient to enable the draftsman to see what is the intended result. 

4.
The Heads and notes should refer to all known implications and difficulties, whether legal, social or administrative.

5.
Although certain supplementary policy implications may only become apparent after discussions with, or a draft has been supplied by, the draftsman concerned, all policy matters that may have a bearing on the draft should be resolved by the Department (including inter-departmental matters) before the Heads are sent for drafting and supplementary policy implications should be resolved as quickly as possible. 

Jargon and Technical Language


6.
The Heads and notes should be expressed in language that will be comprehensible to the draftsman concerned, accordingly- 

(a)
the use of jargon (administrative or otherwise) ought to be avoided;

(b)
where possible, technical language ought to be avoided and where it cannot be avoided it should be explained. 

Use of Precedents

7.
(a)
Where Heads are based on a precedent, that fact should be referred to in the notes to the Head. 


(b)
Where more than one appropriate precedent for a provision is known, each should be referred to and the reason given for the choice of one precedent over the other. 


(c)
Care should be taken to check whether the precedent has been amended for any reason and, if it could be of relevance, drawn to the attention of the draftsman. 


(d)
Where a precedent is taken from another jurisdiction copies of it will have to be supplied to the draftsman (unless he or she indicates otherwise) together with other relevant provisions (e.g., where appropriate, the definition or interpretation section).

Conventions and EU Directives, etc.

8.
Where the proposed legislation is for the purpose of implementing international conventions or acts of the European Union, a copy of each relevant Convention or act to be implemented must be supplied to the draftsman together with-


(a)
either in the notes to the Heads or in a comparative table, sufficient information to identify where it is proposed in the Heads to implement each provision of the convention or EU act; 


(b)
where a provision is not proposed to be implemented, that fact should be drawn to the attention of the draftsman and the reason for the exclusion should be given;  


(c)
where a convention or EU act is amending an earlier one which has already been implemented into Irish Law, copies of all the earlier Conventions and EU acts must be supplied to the draftsman (unless he or she indicates to the contrary) together with sufficient information to identify all the earlier implementing provisions.

Priority

9.
Where priority over other Bills is sought for the drafting of a Bill, the request will be communicated by the Government Chief Whip to the Attorney General who will issue instructions to the draftsman concerned.

Provision of Facilities

10.
Where a Department considers it appropriate (e.g. urgency or size of proposed Bill) it should discuss with the draftsman concerned whether any facilities could be offered by it which would assist in shortening the timescale for drafting, e.g. the Department holding the material on a word processor for the draftsman, the supplying of the Heads or other material on disk or electronically or the provision of other secretarial facilities.

Other and Special Cases
11.
The above guidelines are guidelines for general application, in certain cases they may not all be of direct relevance or applicability because of the nature of the proposed legislation (e.g. the annual Finance and Social Welfare Bills); in such cases direct consultation is necessary on this matter with the draftsman concerned.

12.
While these guidelines primarily deal with Bills, they are also generally of relevance to the drafting of statutory instruments, in particular, the drafting of Regulations to give effect to acts of the European Union.

Office of the Attorney General

May 1998.”


PART 2

"Appendix III

GUIDELINES FOR GOVERNMENT DEPARTMENTS OR OFFICES SEEKING ADVICE FROM THE OFFICE OF THE ATTORNEY GENERAL
These guidelines are intended to assist officers of Government Departments or Offices who have occasion to seek legal advice from the Office of the Attorney General. The aim is to ensure that requests for advice are accompanied by all necessary information so as to eliminate unnecessary requests for further information from the Office of the Attorney General which may delay the provision of the advice sought.

1. When advice is being sought on a particular matter, previous relevant advices should be consulted by the Department in advance and should be referred to in the request for advice.

2. A request for advice about a law or statutory instrument which the Department is responsible for administering should, where appropriate, include relevant information about the Department’s experience in such administration and the Department’s views on the point raised and its reasons for those views.

3. A request for advice should include details of all relevant legislation, primary or secondary, domestic or E.U. and Treaties or Conventions of which the Department is aware. A copy of the relevant legislation or Treaty, etc., with the exception of Acts of the Oireachtas and E.U. Treaties, should be attached. The Department should also refer to any relevant court judgements or decisions of which they are aware particularly if these are unreported or unlikely to be contained in any legal databases.

4. Requests should be as specific and precise as possible. The more specific a request is, the faster it can be dealt with.

Office of the Attorney General
9 October, 1996."

APPENDIX 5

CONTACT AND CORRESPONDENCE DETAILS

The Attorney General is based in Government Buildings, where the Director General, Advisory Counsel, the Office of the Parliamentary Counsel to the Government and the Statute Law Revision Unit are located (Merrion Street Office). 

PART 1

OFFICES

	
	OFFICE OF THE ATTORNEY GENERAL

Government Buildings

Upper Merrion Street

Dublin 2

Telephone: 00 353 1 631 4000

Fax: 00 353 1 6761806

Email: info@ag.irlgov.ie



	
	OFFICE OF THE PARLIAMENTARY COUNSEL TO THE GOVERNMENT

Government Buildings

Upper Merrion Street

Dublin 2

Telephone: 00 353 1 631 4000

Fax: 00 353 1 6611287

Email: info@ag.irlgov.ie


	
	STATUTE LAW REVISION UNIT

Government Buildings

Upper Merrion Street

Dublin 2

Telephone: 00 353 1 631 4000

Fax: 00 353 1 6611287

Email: info@ag.irlgov.ie
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