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Electronic Working in Care Proceedings
The Family Court Sitting at Manchester
Practice Note 

Object

We intend to eliminate paper based systems for filing documents and providing bundles for hearings in all public law proceedings issued at this court. The new processes will be simpler, easier, and considerably less resource intensive for all parties, HMCTS, and the judiciary, including the family magistracy.  
Starting date 

Monday 2nd November 2015 

E-filing 

An electronic file will be created for each case upon issue. There will be no “paper” file.  

Parties will file all documents and correspondence with the court by sending them by email to manchesterfamily@hmcts.gsi.gov.uk
Attachments sent by email must be formatted as follows 
YYYY.MM.DD [Case Number] [Child's surname] [Document]  

e.g. 2015.11.06 MA15C00000 Smith Guardian’s report 
Provided that formula is used the document will lodge itself on the correct electronic file within minutes of sending. HMCTS staff will be responsible for ensuring that the electronic file is maintained in an organised fashion and that relevant correspondence is brought to the attention of the allocated judge, if s/he is available, within 48 hours. Hence documents and correspondence should not be sent or copied directly to the allocated judge.  
If the correct formula is not used, the document will not be deemed to have been filed with the court.  
The electronic file can be accessed by members of the judiciary and identified court staff via a number of mechanisms the simplest of which is a hyperlink from fdiary. 
No paper copies of documents are necessary and indeed will not be accepted by the court unless exceptionally, a party is not legally represented does not have access to a computer and a court so directs.  In those exceptional circumstances, the document will be scanned by a member of court staff, served (if appropriate) and added to the electronic file. 
E-bundling 

By noon, at least 3 working days before any hearing. 

The Local Authority will 

(a) file the bundle for each hearing electronically by emailing it to manchesterfamily@hmcts.gsi.gov.uk and will
(b) email  a copy to the solicitor for each of the represented parties 
The court will not accept paper bundles. 
It will be a matter for individual advocates and judges to determine which documents they personally choose to print in any given case. Unless (a) the circumstances are wholly exceptional and (b) the direction is approved by the DFJ or her deputy, judges will not require the Local Authority to provide paper versions of documentation provided within the electronic bundle.  

Until a better arrangement can be devised, the Local Authority advocate will bring to court, on the day of the hearing, a witness bundle in hard copy for any hearing when it appears that oral evidence may be necessary. Unless directed otherwise, that will generally encompass any contested application for an interim care order, the IRH and the final hearing. 

Where so directed by the court the Local Authority may also be required to provide a hard copy of the witness bundle to an unrepresented party   
Orders 

Orders will continue to be sent to familyorders.manchester@hmcts.gsi.gov.uk for approval by the judge. However, once the order has been drawn, it will now be emailed and not posted to represented parties. Accordingly, it is important that the court has current email addresses for each Local Authority and firm of solicitors.  

Wifi
Obviously, efficient wifi within the CJC would enable us to provide all litigants and advocates with the level of service they deserve. I continue to press for that facility and offer my apologies that, at this stage, I cannot promise when wifi will be installed. 
Transitional arrangements until 4.1.16 

From 2.11.15, existing orders for the filing of documents and bundles will be interpreted as requiring compliance in accordance with this Practice Note. 

It is recognised that where, for example, a case is listed for final hearing in November and the bundle has already been prepared for the IRH in paper form, it is likely  to be unnecessarily burdensome for the Local Authority to be required to also provide an additional electric version. Similarly there may be occasions when a judge has already noted and marked a paper bundle at an earlier hearing and wishes to use that particular bundle for a final hearing listed in the coming weeks. It is hoped that common sense arrangements can be reached in such cases during the transitional period. 

The initial stages of implementation are likely to give rise to challenges for all of us. Do not hesitate to let me know if you have any suggestions for improvement. 
This local Practice Note is issued by Her Honour Judge Newton, Designated Family Judge for Greater Manchester.
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