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GUIDANCE NOTES 
 

SOLICITOR’S APPLICATION FORM 
 
General 

These notes are to be read in conjunction with the explanatory notes to be found on the form itself.  
 
Unless indicated otherwise, please assume that all questions are mandatory.  If you cannot provide an 
answer to a question, please mark the box “not applicable” or “not known”.  Do not leave any of the boxes 
blank unless the form directs you not to answer a particular question. 
 
Please do not attach covering letters or additional sheets – if you require additional space, use appendix 
A and clearly state to which question(s) the additional information relates.  If, in exceptional 
circumstances, appendix A does not provide sufficient space, please use a photocopy of the form; do not 
attach covering letters.  
 
We may photocopy or scan the completed form and it will help us if you use typescript or black ink.   
Where typescript is not used please write legibly.  
 
Have any specially urgent steps been certified?   

If the Board has certified specially urgent steps prior to lodging this application please advise us of the 
legal aid reference number allocated for this and the date of certification.  
 
Date of certification 

This information allows us to link the current application with the legal aid reference number for the 
specially urgent work which has been certified should you not provide us with the correct legal aid 
reference number.   
 
Section A  Details of the applicant (questions 1 – 13) 

Please try to supply all the requested details about the applicant.  
 
Although we ask the same questions in the applicant’s form, this information is essential should the 
solicitor’s and applicant’s forms become separated; without the applicant’s details on the solicitor’s form 
we may be unable to connect the two forms.  
 
If the applicant is seeking legal aid in a representative, fiduciary, official or other capacity, then you should 
enter that person's details here.  However, you should ensure that the applicant is fully advised as to 
whose means require to be declared on the applicant's form. 
 

Question 2 – Applicant’s national insurance number 

It is very important that we have the applicant’s national insurance number.   If you are unable to supply 
this (because, for example, the applicant is an asylum seeker or a child and does have a national 
insurance number) please include an explanation in Appendix A.  
 
This information is particularly important for applicants who are in receipt of benefit and without it we may 
be unable to determine the application.   We may use an applicant’s national insurance number to check 
with the Benefits Agency the information given in the applicant's form.   
 
Question 7 – Known as  

This is only required where the applicant prefers to be known by a different surname to the one given at 
question 6.  Otherwise, please mark the box “not applicable”. 
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Question 9 – Maiden surname of applicant’s mother 

We ask for this information to help us identify the applicant where the other identifying information 
(particularly names) is the same as that of other applicants.  We use the maiden surname of the 
applicant’s mother (along with other details such as date of birth) to make sure that we do not confuse the 
details of one applicant with another.  For example, should an applicants’ national insurance number be 
incorrectly given, we can use this piece of information to avoid confusion with another applicant.  
 
Section B - Details of solicitor(s) acting 

Where two firms are involved in the representation of the applicant, details of both should be entered in 
this section.  
 
The nominated solicitor should submit the application for legal aid and sign the form where indicated - the 
solicitor’s declaration on page 6 and the statutory statement (previously referred to as the Memorandum) 
on page 8.  
  
Section C - Special urgency requirements  

This section is included to allow you to intimate to us special urgency steps already taken under 
Regulation 18(1)(a).  A list of all the steps which may be taken under this regulation is attached for ease 
of reference. 
 
You do not need to complete a separate SU2.  The only circumstances in which an SU2 will be used is 
when you have completed and submitted a solicitor’s application form and then require to take special 
urgency steps under Regulation 18(1)(a) before we have notified you of the decision in respect of the 
application.  
 
We do not require details of the steps undertaken; please just tell us the date the special urgency work 
commenced (this differs from the old SU2 form).  
 
You will still need to complete an SU4 when you wish to apply for certification of urgent work to be carried 
out under Regulation 18(1)(b). 
 
Remember that to comply with the time limits in Regulation 18(3) you must send us this application form 
within 28 days of commencing the urgent steps whether intimated to us or following specially urgent work 
certified by us. 
 
Section D - Documents necessary for the full consideration of the application 

The documents listed on the form are necessary for consideration of the application in all cases, unless 
you have indicated why a particular document(s) is inappropriate to the specific case.     
 
Unless you are using this application to notify us of special urgency steps or following our certification to 
you of special urgency steps, all necessary documents must be attached.    
 
Where you are intimating under Regulation 18(1) (a) using this application or where we have certified that 
urgent work may be undertaken you need not submit all the necessary documents for an application if you 
are not in a position to do so.  You need supply only the mandate and the statutory statement with 
sufficient copies to be sent to all opponents.  If, in these circumstances, you are not enclosing additional 
documents, such as the applicant’s form, please tick “to follow” as appropriate.  
 
You are also reminded that if, for any reason, you are unable to obtain the client’s signature to the 
statutory statement where you are undertaking Regulation 18 work, we now have the discretion to accept 
the statutory statement signed by the solicitor instead of the client.  
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Section E -  Determination of statutory tests  

Questions 1-25 are designed to help the Board assess whether the application meets the statutory tests 
of probable cause and reasonableness.    
 
Question 1 – Nature of the case 

We have introduced a new, simplified system for describing the nature of the case.  This is based on 
category codes and uses both a general case description and sub-headings.    
 
A list of the category codes is included in this information pack and further copies can be downloaded 
from our website (www.slabpro.org.uk) or obtained by telephoning 0131 226 7061. 
 
Please refer to the list of category codes and insert the appropriate primary category code and ancillary 
category code(s).  While there may be multiple ancillary codes there will only be one primary code for the 
case.  For example: 
 
� a family case e.g. DIVUN - primary category (divorce - unreasonable behaviour) with ancillary codes 

RES (residence), INTAL (interim aliment), PERAL (periodical allowance) and CAPSM (capital sum),  
 
� a personal injuries case e.g. MEDNE - primary category (reparation - medical negligence) and 
 
� judicial review e.g. JR - primary category with ancillary codes DEC (declarator) and REPO (damages) 
  
Question 2 – Applicant’s interest in the proceedings 

Where several parties are involved, please use the “other” box to show the specific interest of the 
applicant, for example, “third defender”.  
 
Also use the “other” box to indicate where there is dual interest, for example, if the applicant is concerned 
in the proceedings in both a personal and representative capacity.  
 
See also question 3 below.   
 
Question 3 – Is the applicant concerned in the proceedings in a representative, fiduciary, official 
or other capacity 

Please indicate where the applicant has already been appointed in such a capacity, or where he/she is 
applying for legal aid to be appointed into a representative, fiduciary, official or other capacity (for 
example, as an executor or applying to be appointed a guardian under the Adults With Incapacity 
(Scotland) Act 2000). 
 
Please use the box to describe the capacity and indicate whether the applicant is already in a 
representative capacity or is applying for/intends to apply for representative capacity. 
 
If the applicant is concerned in the proceedings in a dual capacity a separate application must be 
submitted for each.  
 
Question 4 – Court  

Please indicate the court in which proceedings have already been, or are to be, brought or defended.   
 
You may wish to refer to Schedule 2 of the Legal Aid (Scotland) Act 1986 for the courts in which civil legal 
aid is available and excepted proceedings.  
 
Question 6 - 8 – Opponent(s) 

To make sure that intimation of the application is promptly made to the opponent, please give full and 
accurate information as to the opponent’s name and address.   
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The following is a list of some organisations where the incorrect address is often used. When giving the 
address for any of these organisations, please use the following:    
 

Organisation  Address 

Glasgow City Council  Glasgow City Council 
Legal Services 
City Chambers 
DX GW 145 
Glasgow 

Highland Council The Highland Council 
Glenurquhart Road 
Inverness 
IV3 5NX 
LP9 Inverness 1 

Lothian NHS Trust 
 

Central legal Office 
Lothian NHS Trust 
Trinity House 
South Trinity Road 
Edinburgh 

Scottish Executive  Scottish Executive 
Legal & Parliamentary Services 
Solicitors Office 
Area 1F 
Victoria Quay 
Edinburgh  EH6 6QQ  

 
(We will amend or expand this list and issue revised copies as appropriate).  
  
Similarly, to ensure that the necessary intimation is made promptly to the solicitor concerned, where the 
name and address of any solicitor acting for the opponent is known, full details should be given.  
 
Space has been provided to give details of one opponent only. If the case involves more than one 
opponent, please give details of the other opponents in Appendix A.  For each additional opponent, 
supply all the information requested in questions 6 – 8.  
 
Note that an opponent is any party interested in the proceedings other than the applicant (regulation 2(1) 
of the Civil Legal Aid (Scotland) Regulations 2002). 
 
Question 9 – Any other person, firm, body or organisation jointly concerned with or having the 
same interest as the applicant 

The Board must be told if there is someone anybody else with an interest in the case, as it may be 
appropriate for them to pay some or all of the costs of the action.  In circumstances such as this, it may be 
inappropriate to make legal aid available unless not doing so would seriously prejudice the applicant.  
 
Question 10 – Is the applicant at present a party to any other proceedings in the UK 

The fact that the applicant is already a party in some other case may have a bearing on the tests of 
probable cause and reasonableness and it may also be relevant in assessing the applicant’s means.  

 

Question 11 – Are the proceedings covered by this application to be regarded as cross-action in 
relation to other proceedings 

If the applicant is already liable to pay a contribution for other proceedings, an additional contribution for 
the cross-action would not normally be chargeable.  
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The Board would, however, have to consider whether it would be reasonable to make legal aid available 
for cross-actions if all matters in dispute could be deal within one action.  
 
Question 12 – Previous applications for civil legal aid 

Note that this question is no longer restricted to applications during the preceding two years, but asks for 
details of any previous applications for civil legal aid 
  
Question 14 – 16  - Rights or facilities for assistance in connection with the proceedings 

Please provide details of any rights or facilities the applicant has for assistance in connection with the 
proceedings. 
 
Question 14 relates to any right or indemnity and would include, for example, any rights under motor or 
house insurance. 
 
Question 15 asks specifically about membership of a professional or other body, which provides financial 
or other assistance; this would also include, for example, membership of a trade union.  
  
Question 16 covers any other rights or facilities, financial or otherwise, and includes any rights that may 
exist outwith any formal or contractual arrangements, for example, assistance offered by a charitable 
organisation or a pressure group.  
 
It is important that the client has confirmed whether he/she has insurance and that it does not provide 
cover or whether he/she has assistance from a professional body and it is not available.  The client may 
therefore need to raise the issue with his/her insurance company, trade union etc.  
 
Question 17(a) – What steps have been taken to avoid proceedings 

Please provide details of all steps taken, e.g. attempts at negotiation, mediation or arbitration.  
 
Question 17(b) – Has any offer to settle the issues been made 

Please provide details of any offer to settle made by any party to the proceedings and explain why the 
offer was rejected.  
 
Note that both parts of question 17 apply to all proceedings, not just those relating to a claim for money or 
property.   
 
Question 18 – What is your estimate of the applicant’s prospects of success 

Please provide your estimate of the applicant’s prospects of winning or successfully defending the action.  
Please explain the reasons behind your assessment. 
 
If you consider that the prospects of success are “poor” or “fair” please explain why it is reasonable for 
legal aid to be granted.  
 
Question 20 – What is your estimate of the prospects of recovery  

Where the applicant is claiming money or property, please provide your estimate of the applicant’s 
prospects of recovery of that money or property e.g. what is the ability of the opponent to pay.  
 
If you consider that the prospects of recovery are “poor” or “fair” please explain why it is reasonable for 
legal aid to be granted. 
 
Question 21 – Likely cost of seeing the litigation to a conclusion 

This information is required for three reasons:  
� to allow the Board to use its discretion to grant legal aid where the applicant’s disposable capital 

exceeds the upper limit if it appears that he/she cannot afford to proceed without legal aid 
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� to allow the Board to adjust downwards the applicant’s contribution where the estimated case cost is 
lower than the assessed contribution 

� as part of the cost-benefit analysis when considering whether it is reasonable for legal aid to be made 
available   

 
Please give your estimate of the likely cost of seeing the litigation to a close – on the basis of your current 
instructions and knowledge.  Your estimate should include the cost of any expert and/or counsel identified 
in Section F of the application.  
 
Should your estimate change as the case progresses you will be able to advise us of this during the stage 
reporting process. 
 
Usually we will only require you to estimate within the bands shown.  However, where you have estimated 
that the case is likely to cost more than £5,000 please provide an estimated total cost and an explanation.  
 
Question 22 – Wider public interest 

When considering the reasonableness test, we will look at whether a case has a wider public interest. 
Examples of cases where such an interest could arise include judicial review, or where the outcome of the 
case may have a direct tangible benefit to the applicant and others. When answering this question, you 
will also need to have regard to Question 9 (joint or same interest) 
 
Questions 23 and 24 – Probable cause and reasonableness 

Please tell us why you think there is probable cause and why it is reasonable for legal aid to be made 
available.  The level of detail required is likely to vary from case to case, but both questions must be 
answered for applications under all proceedings.     
 
The test of probable cause has a low threshold, covering as it does such things as jurisdiction, title to sue 
and the legal basis of the action.    For example, if dealing with a reparation case, issues such as the duty 
owed and how it has been breached should be addressed.   
 
The reasonableness test includes such things as cost benefit analysis, prospect of success and recovery.  
 
Please refer to Board guidance, particularly chapter 6 of the Scottish Legal Aid Handbook and (for 
reasonableness) the Guidelines on Reasonableness in Civil Legal Aid Cases issued in December 2002.  
 
Section F  Conduct of the case – applications for employment of counsel or expert witness 

It is recognised that in some cases it may be possible to identify the need for counsel or an expert at an 
early stage.  If you are in a position to do so, apply here, giving the requested information.  
 
The Board will only use this information and consider an application made here for sanction if and when 
civil legal aid is granted or sanction applied for under Regulation 18. 
 
The information requested is the same as would be required if you were completing a separate form to 
request sanction for counsel or expert witness.  A separate form may be still be required when sanction is 
requested at a later stage.  
 
Declarations and signatures 

The form must be signed by the solicitor acting directly for the client and by the applicant.  
 
The solicitor’s declaration has been expanded to include consent to release the application and 
associated documentation for quality assurance and stage reporting purposes.  
 
The solicitor’s declaration also includes confirmation that a copy of the application has been retained; a 
copy will be needed for reference when stage reports are completed.   
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The applicant’s declaration has been expanded to include reference to certain named bodies in the 
section relating to disclosure of information; this has been included at the request of the named bodies.  
 
The applicant’s declaration also includes reference to the Board’s new approach to disclosure of changes 
to financial circumstances (i.e. where capital increase by £500 or disposable income over the year 
increases by £500 or decreases by £200). 
 
Section G – Statement 

Please see the guidance contained in the third paragraph of page 3 of these notes – Board’s discretion to 
accept a statutory statement signed by the solicitor instead of the client.  
 
Please specify in the nature of the proceedings the specific section (or where applicable) the sub section 
of any Act – e.g. Family Law (Scotland) Act 1985, Section  14 (2) (a) and also what this in layman’s terms 
means – e.g. “sale of property”. 
 
Please remember, if for any reason, you have advised us that you do not wish the address of the 
applicant disclosed, e.g. where you are seeking interdict in respect, of domestic abuse, do not include the 
applicant’s address in the statement. 
 
We have tried to develop a “template” for statements that will be simple and straightforward for both the 
solicitor and the Board and also provide information in a way that will be readily understandable for 
opponents.  
 
The following are examples of styles of statement that it may be appropriate to use:  

 

(1)     REPARATION - PERSONAL INJURIES 
 
      1.The applicant is X. 
     
      2.The opponent is Y. 
 
      3.The applicant seeks legal aid to raise an action for damages in the Sheriff Court . 
 
      4.The court has jurisdiction. 
 
      5.On 28 August 2003,the applicant slipped on oil in the opponents' factory. He sustained injury as a 
result of their negligence, and claims damages for his loss. 
 
(2) DIVORCE - UNREASONABLE BEHAVIOUR 
 
         1.The applicant is X. 
 
         2.The opponent is Y. 
 
         3.The parties were married on_ _ and separated on _ _. 
 
         4.The applicant seeks legal aid to raise an action for divorce on the grounds of unreasonable 
behaviour in the Sheriff Court. 
 
         5.The court has jurisdiction. 
 
         6.The applicant also seeks legal aid to make the following claims for financial provision: 
             - capital sum 
             -periodical allowance 
             -pension sharing order 
             -order for transfer of opponent's title in the matrimonial home 
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REPORTING FORM 
 
Reporting stages 

There are two types of reports:  
 

• compulsory – which arise in two circumstances: 

• procedural – because the case has reached a key stage 

• timed – because a period of 6 or 12 months has elapsed since the grant of legal aid or last 
report 

 

• ad hoc or unprompted – where there has been a material change in circumstances 
 
Compulsory Reporting Stages 

Compulsory reports must be submitted  
 

• when a proof or debate has been assigned or 12 months after the grant of civil legal aid – 
whichever is the earlier   

 

• in family cases, involving a child welfare hearing, when a proof or debate has been assigned or six 
months after the date of grant of civil legal aid – whichever is the earlier  

 

• each subsequent 12 months after the initial report  
 

• final report at conclusion of proceedings (not the submission of the account) 
 
Ad hoc or Unprompted Reporting Stages 

Ad hoc reports should be submitted in circumstances where there has been a material change affecting 
the assumptions on which the grant of legal aid has been made.  As a result of these changes, the 
statutory tests of probable cause and reasonableness may no longer continue to be met, the assisted 
person may no longer be financially eligible to receive legal aid or there may be a need change to the 
contribution.  The report will enable us to take the appropriate action.  Such circumstances could include 
 

• where the case is sisted (not however where sisted for legal aid) 
 

• to advise the outcome of a debate 
 

• where a proof diet is adjourned 
 

• where a minute of tender is lodged but rejected 
 

• where the prospects of success or recovery change 
 

• where there has been a significant increase in the likely total cost of the case  
 

• where a case is transferred to you and your view about any aspect of the application, particularly 
in relation to questions 18 – 24, is significantly different from that of the solicitor who made the 
application 

 

• where you become aware of the following changes in the assisted person’s financial 
circumstances: 

• a change in the assisted person’s income or capital within the 12 month computation 
period (even where legal aid may have been terminated beforehand or the case 
concluded) or 
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• a change in the assisted person’s capital during the life of the case (even where legal aid 
may have been terminated beforehand) 

 
(However, please bear in mind that we need to be advised of changes only where the assisted 
person’s disposable income increases by £500 or decreases by £200 or his/her capital income 
increases by £500)    

 
This list is not exhaustive – the key is to use the ad hoc reporting process to advise us of any changes 
that you think might affect the Board’s view about whether legal aid should continue to be made available. 
 
If a case is transferred you to, a copy of the original application form and any Reports should be on the file 
but, if they are not, please contact the Board immediately to request copies.  
 
General 

These notes are to be read in conjunction with the explanatory notes to be found on the form itself.  
 
Unless indicated otherwise, please assume that all questions are mandatory.  If you cannot provide an 
answer to a question, please mark the box “not applicable” or “not known”.  Do not leave any of the boxes 
blank unless the form directs you not to answer a particular question. 
 
We may photocopy or scan the completed form and it will help us if you use typescript or black ink.   
Where typescript is not used please write legibly.  
 
The reporting form must be completed and signed by the solicitor acting directly for the client.  
 
You must send a copy of the form to the assisted person at the same time the form is sent to the Board. 
 
Note that where we are considering withdrawing legal aid on the basis of a report, we will not do so until 
we have sought the applicant’s and the nominated solicitor’s comments.   
 
Section C – Reporting information 

Question 2 – Do you have a copy of the solicitor’s section of the application form and all previous 
reports on you file?  

You will need a copy of the solicitor’s section of the application form (and, if applicable, any previous 
reports) to be able to complete the reporting form. 
 
A copy of the application form and any previous reports should be on the file.  If this is not the case, sign 
the reporting form, but do not compete it further; instead contact the Board with an explanation and a 
request for a copy.      
 
Question 3 – What stage has the litigation now reached 

Please supply a basic description of the stage reached, e.g. “Pleadings being adjusted”, “ Tender lodged” 
or “Proof set”. 
 
Questions 4 – 10 

Questions 4 to 10 are designed to help us assess whether there are any material changes that might 
cause us to revise the decision to grant legal aid. 
 
The questions only require you to provide supplementary information where you have changed your 
opinion since the application /last report.  
 
Where your view has not changed, please make sure you tick the relevant “no” box; do not simply leave 
the section blank.  
 



Scottish Legal Aid Board   Civil legal aid reform  

Issued September 2003   Page 10 of 14 

Where your view has changed since the application /last report, please provide us with details, including 
your current view and, if applicable, what caused you to alter your opinion.    
 
Question 10 allows you to include any other substantial matter not covered elsewhere that you think might 
cause the Board to revise the original decision to grant legal aid.   For example if any party has made an 
offer to settle (covered in question 17b of the original application) or some other additional step to avoid 
proceedings has been made (question 17a of the original application) please include details here, 
including why any offer was rejected.  
 
Question 11 – Are you claiming an interim payment with this report  

The submission of a compulsory  (but not an ad hoc) report entitles you to claim payment on account for 
the blocks completed up to the point the report is submitted.  
 
Before a case reaches the 6 or 12 month stage after the grant of legal aid (depending on whether a child 
welfare hearing is likely to be involved), a reminder will be sent to you. 
 
All reports should be submitted when they become due.  If, however, a compulsory report is slightly late, 
but submitted within 28 days of the date it was due, you will still be entitled to claim payment for the 
completed blocks.  If a report is submitted outwith the 28 day period, no such payment can be made and 
you will receive this payment at the conclusion of the case.  However, should any further compulsory 
reporting stages arise in the case you will, if the reports are submitted within the 28 day period, be entitled 
to payment on account for the blocks covered by the later stages.  
 
 

 

 
 
If you have any queries about the Quality Assurance system please telephone the Law Society on 0131 
476 8147.  
 
Further copies of the category codes and this guidance note can be downloaded from our website 
(www.slabpro.org.uk – the username is procurator and the password is LAACT1986) or obtained by 
telephoning 0131 226 7061. 
 
 
 
 
Guidance issued: September 2003 
 
 

 
Telephone Helpline 

 

If you have any queries about completion of the application or 
reporting forms please telephone our Civil Legal Aid Reform 

Helpline on  

0131 240 2007 
 

You can also use this number if you have a query about the 
registration process or accounts under the new system 

 
Alternatively, you can e-mail us with any queries  - 

civilreform@slab.org.uk 
 

 

http://www.slabpro.org.uk/
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CIVIL CATEGORY CODES 
 

To be used to complete Question 1, Part E of  the solicitor’s form 
 

FAMILY / MATRIMONIAL / INTERDICT PROCEEDINGS 

Code Description 

ADO Adoption             

ALI Aliment               

BOI Breach Of Interdict 

BRUSC Brussels Convention Applications 

CAPSM Capital Sum  

CNT  Contact 

DECMA Declarator Of Marriage 

DECNP Declarator Of Non Parentage 

DECNU Declarator Of Nullity (Marriage) 

DECPR Declarator Of Parentage 

DEL Delivery 

DIVAD Divorce On The Grounds Of Adultery 

DIVDE Divorce On The Grounds Of Desertion 

DIVFI Divorce On The Grounds Of Five Year Separation 

DIVTW Divorce On The Grounds On Two Year Separation 

DIVUN Divorce On The Grounds Of Unreasonable Behaviour 

DPPAR Deprivation Of Parental Rights And Responsibilities 

DSAL Division And Sale 

EJEC Summary Ejection 

EXCL Exclusion Order 

FAOB Minute For Failure To Obtemper 

FLA Orders Under Family Law (Scotland) Act 

FREA Freeing For Adoption 

HAG Hague Convention Applications 

INT Interdict 

INTAL Interim Aliment 

INTAR Interdict Against Removal Of Child/Children 

INTDA Interdict Against Disposal Of Assets 

INTNM Interdict Non-Molestation 

INTRF Interdict Against Removal Of Furnishings And Plenishings 

LAWB Lawburrows 

LUXC Luxembourg Convention Applications 

MHA Orders Under Matrimonial Homes (Scotland) Act 

NHO Non Harassment Order 

PARRR Declarator Parental Rights And Responsibilities 

PASA Protection From Abuse (Scotland) Act 2001 

PATER Declarator Of Paternity 

PENSS Pension Splitting Order 

PERAL Periodical Allowance 

POA Power Of Arrest 

RENF Reciprocal Enforcement 

RES Residence 

SEPAD Separation - On The Grounds Of Adultery 
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Code Description 

SEPDE Separation  - On The Grounds Of Desertion 

SEPFV Separation - On The Grounds On Five Year Separation 

SEPTW Separation - On The Grounds Of Two Year Separation 

SEPUB Separation - On The Grounds Of Unreasonable Behaviour 

SETMA Setting Aside Minute Of Agreement 

SPEIO Specific Issue Order 

TRAPM Transfer Of Property – Matrimonial Home 

TRAPO Transfer Of Property – Other 

TRATN Transfer Of Tenancy 

VAR Variation 

REPARATION / DAMAGES PROCEEDINGS 

Code Description 

BOC Breach Of Contract 

MEDNE Reparation – Medical Negligence 

REP Reparation – Personal Injury 

REPO Reparation – Other/Damages 

REPPN Reparation – Professional Negligence (Non Medical) 

DEBT / PAYMENT PROCEEDINGS 

Code Description 

ADJUC Adjudication 

CIVIM Civil Imprisonment 

CREPA Count/ Reckoning/ Payment 

DBT Debt 

DELGD Delivery Of Goods 

FURTH Furthcoming 

MULPG Multiple Poinding 

PAY Payment 

RECOM Recompense 

RHP Recovery Of Heritable Property 

RESTT Restitution 

SEQ Sequestration 

UNEN Unjustified Enrichment 

APPEALS 

Code Description 

APPL Appeal 

APPSP Appeal To Sheriff Principal 

APPIH Appeal To The Inner House 

APPHL Appeal To The House Of Lords 

APPPC Appeal To The Judicial Committee Of The Privy Council 

CGA Civic Government (Scotland) Act 

COMAP Appeals To Social Security Commisioner 

COMCS Appeals To The Child Support Commisioner 

EMAP Employment Appeal Tribunal 

POAC Proscribed Organisations Appeal Commission 
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OTHER PROCEEDINGS  

Code Description 

AISA Adults With Incapacity (Scotland) Act 2000 

AJA Administration Of Justice Act 

CFRA Conveyancing & Feudal Reform (Scotland) Act 1970 

DEC Declarator 

EDUC Education (Scotland) Act 

EXE Executry 

FAI Fatal Accident Inquiry 

JR Judicial Review 

JRASB Judicial Review Against The Scottish Legal Aid Board 

LIC Licensing Act 

MEN Mental Health Act – Part VI Only 

MRA Mortgage Rights (Scotland) Act 2001 

ORDDF Minute To Ordain  

OTH Other Civil 

PETOT Petitions (Other Than For Judicial Review) 

REDUC Reduction 

SPEIM Specific Implement 

SUSIT Suspension And Interdict 
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LEGAL AID IN MATTERS OF SPECIAL URGENCY – LIST OF STEPS THAT 
MAY BE TAKEN UNDER REGULATION 18(1)(a) 

 

 

 (a) such steps as may be appropriate to intimate an intention to oppose proceedings;  

 (b) such steps as may be appropriate to state the basis upon which proceedings are opposed; 

 (c) such steps as may be appropriate to repone or otherwise recall a decree in absence; 

 (d) moving to sist further procedure or opposing the recall of a sist; 

 (e) moving to prorogate the time for compliance with any order or rule; 

 (f) moving or opposing a motion for discharge of any diet; 

 (g) moving for or opposing decree by default; 

 (h) moving for or opposing a motion for summary decree; 

 (i) initiating proceedings to avoid time-bar; 

 (j) moving for interim orders for custody or interdict or interim orders under section 11 of the 1995 
Act, including (where not already done) initiating or entering proceedings in which such orders 
may be sought; 

 (k) opposing interim orders of any kind; 

 (l) moving for or opposition to an exclusion order; 

 (m) moving for or opposition to an order for a power of arrest; 

  (n) opposing a motion for variation of an order relating to parental responsibilities or parental rights 
under section 11 of the 1995 Act; 

  (o) opposing a freeing order for adoption or an application by a local authority for a parental 
responsibilities order under section 86 of the 1995 Act; 

 (p) obtaining reports on custody or access or on residence orders or contact orders within the 
meaning of section 11(2)(c) and (d) of the 1995 Act when the court so orders; 

 (q) appearing at a Child Welfare Hearing which has been fixed under rule 33.22A of the Ordinary 
Cause Rules 1993; 

 (r) obtaining warrant for inhibition on the dependence or arrestment on the dependence, including 
(where not already done) initiating proceedings containing an application for such warrant, and 
taking steps to have the warrant executed; 

 (s) initiating proceedings for suspension or suspension and interdict; 

 (t) initiating or opposing appellate proceedings other than such proceedings in the House of Lords; 

 (u) initiating such proceedings as are necessary to enable an application to be made for interim 
liberation in an immigration matter;  and 

 (v) initiating an application to the Court of Session which is certified by the Secretary of State to be a 
Convention application as defined in regulation 46 below. 
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