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Communicating with the Court in Private Law cases - September 2022

Introduction
1.  During the pandemic, the Court needed to adapt to manage the particular circumstances in which we were all working and the workload. This involved the Court accepting and acting upon emails to a far greater degree than previously. This document reminds practitioners of the need to revert to more formal means of communication. 

2. The Court is not an office dealing with correspondence: it is a Court dealing with applications. This document reminds practitioners of how and when to communicate with the Court.

3. Court users are expected to return to a process of litigating in accordance with the Family Procedure Rules (FPR). It is likely that from now on judges will not accept requests for actions which do not comply with the FPR and may consider costs sanctions in appropriate cases.

4. The Court currently receives many emails in relation to matters which should be the subject of an application, not simply an email request. Whilst it is accepted that this was necessary at times to manage the volume of work during the pandemic, that is no longer the situation.  Appropriate applications must be made on the proper form, and the appropriate fee paid, if necessary.  Email requests which should be the subject of an application will not be actioned by the Court. 

How to communicate with the Court

5. The email address for private law cases is:

Family.birmingham.countycourt@justice.gov.uk


6. If you are emailing Part A documents for Circuit Judges, then they must be sent to 

urgentfamilyprep@justice.gov.uk 

7. All email correspondence should follow the following naming protocol in the subject line:

Name of case; date of hearing; what the document is; case number; name of judge. 
For example:  Smith v Khan; 12.09.22; position statement for applicant; BM21P70000; DJ Webb.

8. Direct email addresses for staff must not be used unless in response to an email received directly from them. 

9. Please do not copy emails to multiple addresses, save that direct correspondence to District Judges should be copied into the above Family address.

Direct contact with Judges

10. District Judges will usually accept Part A documents being emailed directly to them in the 72 hours before a hearing.

11. Circuit Judges will also accept direct emails in appropriate cases. However, use of the urgentfamilyprep account is encouraged in accordance with paragraph 4.3 of Practice Direction 27A FPR (in accordance with the guidance provided by the Court and available on the West Midlands Family Law Bar Association website under ‘Resources’).

12. For matters proceeding before the Magistrates the preliminary documents should be in the bundle and not sent piecemeal.
   
13. Practitioners should expect that documents may be rejected and not considered if they are sent or handed in on the morning of the hearing. This does not assist the parties or the Court in the preparation of the case. 

Communication with the Court

14. Correspondence is not to be copied to lay parties or litigants in person and, as such, not to be in the form of ‘round robin’ correspondence.

15. Bundles and documents should be copied into the Family inbox, so that if a different judge is hearing the matter these can be transferred to the new judge.

16. It is appropriate to correspond by email with the Court in the following circumstances:

(i) Filing court documents, as provided for by court orders or the FPR.
(ii) Providing contact details for remote or hybrid hearings.
(iii) In the event of a genuine emergency, such as the ill health of a party or an advocate which imperils a pre-existing court date.
(iv) Requesting a hearing date when an application has been made, and a date has not been received within 7 days.
(v) Seeking an update from the Court, where correspondence has not been responded to within 14 days.
(vi) Updating the Court where there is a significant likelihood that either a hearing will not be required or the time estimate needs to be substantially reviewed, but where that party might not be in a position to make a formal application.

17. It is inappropriate to correspond by email with the Court and not by way of an application in the following circumstances:

(i) Requests for a change in the mode of the hearing.
(ii) A significant change in the number of attendees at a hearing or a request for special measures.
(iii)  In correspondence, intended to provide a general update to a case or to indicate a potential future problem.
(iv) In correspondence between parties, which is copied to the Court without any request for court action.
(v) By way of an informal request for matters which should properly be dealt with by way of an application, for example an application to vacate a hearing or to extend the time for evidence to be filed. 

18. All practitioners are reminded that it is their responsibility to ensure that their communication with the Court is in the appropriate form. 

Sybil Thomas
Designated Family Judge for Birmingham
HHJ.Sybil.Thomas@ejudiciary.net
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