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General
1. For general enquiries consult the following sources which provide helpful and relevant information:

a. The County Court website - http://www.countycourt.vic.gov.au
b. County Court Practice Notes of the particular List 
2. Correspondence that does not comply with the guidelines may be returned

3. Correspondence from legal practitioners should be by email (except Applications for s134AB costs orders and for leave to Cease to Act), not fax or mail. This guideline will not be applied to self-represented litigants

4. Put the court reference number in the subject of the email

5. Ensure that the court reference number is correct
6. Ensure that any one sided correspondence to the court is copied to all other parties to the proceeding and ensure that this is apparent from the face of the correspondence

7. Please state clearly and briefly what action or outcome you are seeking by 

submitting the correspondence
Obtaining a copy of your court orders 
8. Find your orders on Court Connect .  Orders are not mailed to parties
Provide explanations
9. Provide explanations for applications to adjourn court dates. For extensions to orders previously made, use the extension orders provided in this guide

10. It is expected that parties will request that the matter be set down for trial when submitting consent orders in response to an Administrative Mention. Parties should explain their reasons if requesting interlocutory orders and an Administrative Mention (instead of a trial date)
Requests to vacate Trials, Directions Hearing, Summons and Objections Hearings

11.  Requests to vacate Trials, Directions Hearing, Summons and Objections Hearings, should be sent by 12 noon the previous day.  
12. If your application is to vacate an impending date, please indicate this in the subject of your email e.g. Application to vacate Trial/Directions Hearing on XX

13. Parties are expected to attend court listed dates unless advised by the court that no attendance is required.
14. If application by consent is made to vacate a trial date, directions hearing or application date, practitioners are required to check the daily lists to ensure the matter is not listed for hearing. If the matter is in the daily list, the practitioner is obliged to contact the associate of the Judge who is listed to hear the matter before court. If a matter is listed and there is no appearance, then either the matter will be struck out, or the parties will be required to attend before the Judge to explain why there was no appearance.

Court Connect

15. Check to see that your consent orders and correspondence are noted as received on Court Connect
16. Find your orders on Court Connect .  Orders are not mailed to parties.

17. Vacated court dates are noted in Court Connect under Filing Entries

18. Check Court Connect on the County Court website for the current update of a specific case.

Affidavits
19. Affidavits that are filed in support of an application for s134AB costs/ leave to cease to act/ or other orders should be accompanied by a covering letter requesting the orders sought. Affidavits filed without a request for orders are liable to be filed only.
20. Affidavits: must be filed as originals. Please file original copies of documents with Client Services by post, at the Counter or by e-filing.  
Please DO NOT

21. Please do not send correspondence for the WorkCover List and Commercial Division Expedited List, to the Directions Group. Please send this material to the Associate to the WorkCover Judge or to the Associate to the Commercial Division Duty Judge

22. Please do not copy the Directions Group in on correspondence between parties. Correspondence copied to the Directions Group will be disregarded

23. Please do not send in correspondence in separate pieces with consents from different parties and explanations in separate emails and expect the Court to match these together
TIPS
SAVE TIME by checking on Court Connect on the County Court website

- To see if your correspondence has been received

- To see if a court date has been vacated or listed

- To find your orders – Orders are no longer mailed out

Instructions for preparing consent orders
Formatting of orders
24. Cut and paste orders from Directions Group Orders 2015 to update your precedents. This is the easiest way to ensure that you are using the current version of the orders and to comply with these guidelines
25. Parties are to submit consent orders:

a. using the Form for Consent Orders (below p.8) and 

b. using the current standard orders for the List provided in Directions Group Orders 2015
c. via email to directions.group@countycourt.vic.gov.au
d. in a word document and a PDF copy with signatures indicating consent

Preparing consent orders – general

26. Ensure that consent orders have been signed by all parties on the record

27. Send in consent orders, rather than requests in letter format
TIPS

Tip for inserting dates in the standard orders.

*Use F11 to move from one grey field to the next. 
Tip for searching the Booklet for content. 

*Press Control and F to search the document for a word.
Dates 

28. For the trial date, trial fee and jury fee dates for Melbourne proceedings, leave the grey field boxes       blank. The Court nominates these dates

29. Parties are to include dates for interlocutory steps and administrative mention dates sought

30. The dates for interlocutory steps given by parties will be those used in the orders prepared by the Court.  Parties wanting their interlocutory timetable to commence after the Orders appear on Court Connect should take into account the time delay in producing orders, and extend the dates provided in their orders.  The current time taken to produce orders is on the Directions Group page of the County Court website. 
Requests for Directions Hearing

31. The subject of the email should read ‘Request for Directions Hearing’
32. Please state clearly and briefly why a Directions Hearing is being sought 
33. Provide an estimate of the time required for the Directions Hearing
34. Clearly outline the steps parties have taken to negotiate consent orders and the outstanding matters in contention
35. Ensure that the correspondence requesting the Directions Hearing is copied to all other parties to the proceeding and that this is apparent from the face of the correspondence 
36. IF THE APPLICATION IS URGENT, the Registry or the Directions Group should be notified shortly after the application is emailed
Miscellaneous 

Applications to List Proceedings Together at Trial
37. For applications to list proceedings together at trial, please include separate minutes of consent orders for each proceeding and consent from the parties in each proceeding, for the matters to be listed together. Consent orders are required in both proceedings so that each proceeding has an order that the proceeding be listed together. 

38. Where proceeding A is already listed for trial and orders are sought for proceeding A and B to be listed together, and B is not yet listed for trial, the orders to be sought would be:

Proceeding A:

The trial of this proceeding is to be listed together with CI-10-0000B subject to any Order to the contrary by the Trial Judge.

The trial listed for XXXX is confirmed.

Signatures of Parties in Proceeding A

Proceeding B

The proceeding is set down for trial on XXXX as a Cause (estimate XXXX days).

The trial of this proceeding is to be listed together with CI-10-0000A subject to any Order to the contrary by the Trial Judge.

(usual timetabling orders)

Signatures of Parties in Proceeding B
List together or consolidate proceedings
39. To list together or consolidate proceedings. Refer to the orders above. Proceedings that are listed together remain two separate proceedings with two trial fees payable. Proceedings that are consolidated become one proceeding, with one proceeding being struck out.

Applications to file a Notice of Ceasing to Act
40. For applications to file a Notice of Ceasing to Act, please consult the information provided in the following link to ensure that all requirements are met: Applications to file a Notice of Ceasing to Act
Form for Consent Orders

IN THE COUNTY COURT OF VICTORIA

AT      
      Division -        List







PROCEEDING NO: CI-     
PLAINTIFF:
     
DEFENDANT:
     
	Date of Document:      
	Solicitors Code:      

	Filed on behalf of:                                                              
	DX:      


	Prepared by:                                                                      
	Tel No:      

	Solicitors:      
	Ref:      


	BEFORE:
	     

	TYPE OF ORDER:
	In Chambers Order (based on signed Minutes of consent orders dated      )

	DATE OF ORDER :
	     

	ORDERS:
	


(insert text of orders sought)

……………………………….


……………………………….

Signature of Solicitor for Plaintiff

Signature of Solicitor for Defendant

Sample extension Order
IN THE COUNTY COURT OF VICTORIA

AT VICTORIA
Common Law Division -  General List







PROCEEDING NO: CI-13-01234
PLAINTIFF:
John Le Guin
DEFENDANT:
Susie McCaffrey

	Date of Document: 22.11.2014
	Solicitors Code: 560

	Filed on behalf of: the plaintiff                                                        
	DX:      

	Prepared by:                                                                 
	Tel No: 03 99994444

	Lonsdale Lawyers


	Ref: ABCD


	BEFORE:
	     

	TYPE OF ORDER:
	In Chambers Order (based on signed Minutes of consent orders dated      )

	DATE OF ORDER :
	     

	ORDERS:
	


The orders of His/His Honour Judge       dated       are varied as follows:

1. The trial listed for       for is confirmed.

2. The time for the       to make discovery (including full inspection) of the following documents: 

a. each document referred to in the party’s pleadings or the particulars of the  pleadings;

b. any document which may be produced by the party during evidence at the trial;

c. any document which may harm the party’s case;

d. any document or class of documents which any other party reasonably requests the party to discover.

is extended to      .
3. The time for the parties to serve Interrogatories for the examination of each other is extended to      .
4. The time for:
a. the parties are to exchange any medical and/or expert reports concerning damages and liability;

b. the Plaintiff is to serve particulars of special damage, loss of earnings and loss of earning capacity.

is extended to      .
5. The time for parties to mediate the dispute is extended to      .
6. The Orders of       (or My Order) dated       are otherwise confirmed.
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PAGE  
9

[image: image1]