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HM Courts & HM Courts & Tribunals Service
Tribunals Service Social Security & Child Support Appeals
Copthall House
9 The Pavement, Grove Road
SUTTON. SM1 1DA
Phone: 0300 123 1142
Fax: 0870 739 4229
_ www.tribunals.gov.uk
Mr. M Barras
Citizens Advice Wandsworth
Battersea Library
265 Lavender Hill
London
SW11 1JB

Reference number: S{&&N
Date: 08/07/2020

Dear Mr. Barras
About the UNIVERSAL CREDIT appeal for N\ R
Further to your recent request of the Record of Proceedings for this appeal.

Please see enclosed guidance notes and form for requesting transcriptions of Tribunal
proceedings.

Your request for a Statement of Reasons has been referred to the Judge and will be issued in due
course.

Clerk to the Tribunal
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EX107GN
Guidance Notes ~
Request for Transcription of Court or Tribunal proceedings

If you want a transcript of proceedings in any court or tribunal (except the Court of Appeal Criminal Division
or the Administrative Court*), please complete form EX107. If you want to order a transcript for more than
one case, please complete a separate form EX107 for each different case in which you're interested.

Please note that not all Tribunals record proceedings so transcription services may not be available,
Enquiries should be made to the relevant tribunal prior to completion of this form,

EX107 can be sent digitally or by post to the court or tribunal. Contract details for the relevant venue can be
obtained via Court Finder at https://courttribunalfinder.service.gov.uk/search/

For Civil and Family jurisdictions where you are selecting a transcription company, you are advised to talk
with the transcription company before you complete form EX107. If an EX107 is requested by your chosen
transcription company this should, where possible, be sent digitally using the e-mail addresses in

Section 2a. You may send by post if you do not have an e-mail account.

There may be occasions where a transcript you have requested via the EX107 may have already been
produced for HMCTS. There may also be times where the court’s authorised Transcription Company provided
a stenographer or court logger to make a record of the proceedings. In these circumstances the court’s
authorised Transcription Company will provide the transcript and the court will tell you who to contact.

Where a transcript is required of a court hearing which was held in private (ex parte) the process will vary by

jurisdiction as follows: i

a) In cases heard at the Royal Courts of Justice and Crown Courts and some tribunals (orif the Court
so orders at other venues), where a transcript is required of Court proceedings which were officially
designated by the judge as being held in private (ex-parte), authorisation will be required from a Judge.
All such transcripts of private proceedings will be produced by the authorised transcription company for
the Sensitive Case Service, Opus 2. Due to the sensitive nature of these proceedings, transcription will
take place at the Secure Transcription Unit through an attendance based service,

b} In the County Court, for civil cases, non-parties to a designated private hearing must make a formal
application to the Court for permission to access a transcript using N244 and pay the appropriate court fee,

In Family (Lower) Court, non-parties to any Family Hearing must make a formal application to the Court
for permission to access a transcript, using form C2 for family cases or D11 for divorce cases and pay the
appropriate court fee,

If permission is granted to obtain a transcript then form EX107 should be completed as normal and the
appropriate transcript fee paid to the transcription company chosen by the applicant (see table B2 below).

¢) Forall private and ex parte cases, you are advised to consult with the relevant court prior to completion
of the EX107 form.

*¥f you want a transcript of a judgment given by the Court of Appeal Criminal Division or the
Administrative Court {ie. the itidae's rescnmne Frr Hha mmrmieimmt b oo il oo oo o vmo
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the Court. See Section 2d for the contact details for the authorised suppliers of Court of Appeal Criminal
Division and Administrative Court transcripts.

Please note, if the transcript you require is from a hearing of the Court of Appeal Criminal Division sitting
at a regional Crown Court on circuit of from the Administrative Court sitting in the regions then you can
choose any of the six suppliers to undertake the work and are not restricted to the authorised suppliers of
Court of Appeal Criminal Division and Administrative Court transcripts.



Table A

details

relevant part of the proceedings,

Type of transcript Description and comments . el | Jurisdiction
Transcript of the whole hearing from start to finish. For a hearing lasting a day
_ or less, please supply the start and finish times. For a hearing lasting over a day,
Whole hearing please supply the different dates and, if possible, the start and finish times for | Crime
each day. Please note that if you request a transcript of a criminal trial, this will
cover the Prosecution opening speech up to and including the verdict.
gg?j}eecgatﬁ?{)pemng The Prosecution’s summary of the facts of the case following a guilty plea. Crime
Mitl atioﬁ Transcript of the defence barrister's speech to the judge putting forward factors Cim
g on behalfl of the defendant about the type of sentence which should be imposed.
/ : The judge’s directions on law and summary of the evidence heard during trial .
Judge’ Summing Up Lo assist the jury in making their decision. Gl
Sentencing Remarks | The judge’s decision on sentencing and reasons for imposing the sentence. Crime
Antecedents The defendant’s background and previous offences, Crime
\F"’:;?Ce;dmgs after Transcript of proceedings and discussion after the jury has delivered its verdict. | Crime
; Please provide the name of the witness and if relevant state whether you want
Evidence ; . : g g Nt All
all the evidence or just evidence in chief/cross examination/re-exarnination.
Counsels'Opening/ | Please specify the name of the relevant barrister (or their role e.g. Prosecution) Al
| Closing Remarks and whether you want the opening or closing speech(es).
Sidishit A formal decision and reasons given by the judge at the end of the proceedings | Civil, Family,
i in a Civil or Family case (or in the Court of Appeal Criminal Division). CACD, Tribunal
The submissions (argument) made to a Judge/Master by a legal representative
Legal Argument(s) Or party on a specific issue during the proceedings and a transcript of the Al
and Ruling decision (ruling) given by the Judge/Master. Please indicate if you are seeking
Just the arguments or just the ruling.
Confiscation Ruling | Transcript of the Ruling given by the Judge in a Confiscation hearing.
Cthigr=Bioiide For any other transcript request, describe the precise nature of the proceedings
P for which the request is being made. Include the start and finish times forthe | All




Table B

B1 - Transcription Companies authorised to provide transcripts of
Crown Court proceedings in the Regions

Service Service Ubiqus [1 Epiq % Auscript ! Marten | The 1; Opus2 |
Level Band | Description ] | ~ |walsh | Transcription |
| 1 : i : l Cherer | Agency ; !
Band 1 Overnight (24 hours)
Band 2 48 Hours
Band 3 3 Working days
All prices on application to the individual transcription companies
Band 4 7 Working days
Band 5 12 Working days
Band 6 Copy rate

B2 - Transcription Companies authorised to provide transcripts of
proceedings other than in the Crown Court

The price shown is the cost per folio. A folio consists of 72 words. The total cost of the transcript will be the
number of folios multiplied by the price show.

| Service Service Description | Ubiqus | Epig Austript |Marten | The Opus 2
Level Band ' : Walsh | Transcription
s ; _ Cherer Agency
Band 2 48 Hours £130 £1.27 £1.28 £1.39 £1.86 £2.30
fand 5 12 Working days £0.74 £1.02 £0.99 £1.16 £1.40 £167
Band 6 Copy rate £0.00 £0.32 £0.10 £0.32 £042 £0.42

Any of the 6 Transcription Companies in Table B2 above can be used to provide a transcript in Civil, Family

or Tribunal proceedings. Table B2 above shows the maximum cost charged by each of the six suppliers for
the two standard service levels which are available. If you require the transcript at an alternative service level
please contact the Transcription Company to agree the charge.

The prices above shall apply where the transcript is delivered within the requested timescale (service level).
If it takes the Transcription Company longer to deliver the transcript (i.e. they deliver a lower service level),
the price payable will be the price applicable to the lower service level.

Please note: any request for a transcript to be delivered in less than 12 working days or greater than
48 hours will be charged at either the 12 working day or 48 hour rate, as agreed with the supplier.



SECTION 2 - Additional information for persons ordering transcript

2a) Contact details for authorised Transcription Companies

Eptq Eumpe Ltd {formeriy DTl)

Auscript Lid

Central Court

Marten Walsh Cherer Ltd

Opus 2 International Ltd

The Transcription Agency

Lower.Gfound Floorw
18-22 Furnival Street
London

EC4A 1]

DX 414 LDE

Suite 303

25 Southampton Buildings
London

WC2A 1AL

15{Flochua§|tyHouse
6-9 Quality Court

Chancery Lane

London

WC2A 1HP

DX 410 LDE

24-28 High Street
Hythe

Kent

CT21 5AT

Name Address Telephone/Email
Ubiqus UK Ltd 291-299 Borough High Street | T 020 7759 2695
London F 020 7405 9884
SE1 G E legal@ubiqus.com
DX 149165 Southwark 9 W https://www.ubiqus.co.uk/

T 020 74214036

E civil@epigglobal.co.uk

E crown@epigglobal.co.uk

W http://www.epiqglobal.com/en-gb

T 03301 005223
F 03301005213

E uk.clientservices@auscript.com

W https://www.auscript.com/

T 020 7067 2900
F 020 7831 6864

E crown@martenwalshcherer.com
(for Crown Court)

E civil@martenwalshcherer.com
(for Civil, Famnily and Tribunals)

W httpsi//www.martenwalshcherercom/

.........................................................................................................

T 01303 230038 {public)

E court@thetranscriptionagency.com

W https://www.thetranscriptionagency.com/

5th Floor
5 New Street Square

London
EC4A 3BF

Helpdesk 020 7831 5627
T 0207831 5627

E criminal@opus2.digital
(for Crown Court orders)

E civil@opus2digital
{for all other orders)

W http://\.yww.opusz.com/

..........................




2b) Tracking the progress o7 your oruel

1. Authorised Transcription Companies are required to provide up to date tracking and order status
information on your transcription. Details of the tracking system are available on the relevant
Transcription Company’s website or by using the contact details in the previous table.

2. Please note that, save for audio recordings in open court in the Crown Court, there will be a’lead
time’ of on average 10 working days for the Court staff to locate and send the audio recording to the
transcription company. Courts will always try, where possible, to accommodate requests of an urgent

nature.

3. Any requests for a transcript for a Judgment will need to be approved by the Judge therefore
additional time will be required before the transcript can be released.

2¢) Judgments of the Court of Appeal Civil Division

Appeal Judgments are usually available free of charge online at www.bailii.org

2d) Contact details for Court of Appeal Criminal Division and Administrative Court transcripts

| Court of Appeal
Criminal Division

for Court judgments

Epiq Europe Ltd

Authorised Transcription Company | Court Contact details - for transcripts of proceedings other

Criminal Appeal Office

than judgments

Lower Ground Floor
18-22 Furnival Street
London

ECAA 1JS

DX 414 LDE

T 020 7421 4036
E ricj@epigglobal.co.uk

Royal Courts of Justice
Strand

London

WOC2A 2LL

T 020 7547 6011
E criminalappealoffice.generaloffice@hmcts.x.gsigov.uk

:ﬁdministratiue
Court

Opus 2 International Ltd

A_dministrative Court Office

5th Floor

5 New Street Square
London

EC4A 3BF

T 0207831 5627

E civil@opus2 digital

Raval Courts of Justice
Strand

London

WC2A 201

T 020 7947 6655
E administrativecourtoffice.generaloffice@hmcts.x.asi.gov.uk

2e) Complaints about Transcription Companies

All suppliers on the above list of authorised Transcription Companies are subject to a contract with the
Ministry of Justice. Under the terms of that contract, providers are obliged to have a robust complaints
procedure in place.

If you wish to make a complaint relating to the provision of a transcript, including in relation to prices,
billing, and quality of product or other technical issues this should be directed initially to the relevant
Transcription Company.

If you wish to make a complaint relating to the response or conduct of the Transcription Company
further information can be found on GOV.UK.



EX107
Request for transcription of
Court or Tribunal proceedings

Please refer to the Guidance Notes (EX107GN) before completing this form,
If completing this form by hand please use BLOCK CAPITAL letters.
Once completed, send this form to the relevant court or tribunal.

You can find the address of the court or tribunal at:
https://www.gov.uk/find-court-tribunal

Part A: Your details
A1. Yourname

A2. Your organisation/company name (if applicable)

A3. Yourinvolvementin the case
[]Party [] Party's legal representative [ ] No involvement

[] other (please specify)

A4, Your reference (if applicable)

A5. Youraddress

Postcode

A6. Your DX address (if applicable)

A7. Your phone number




A8. Your email address - we will Use Thi5 aGUIESs 0 SR YU RTIR L al AR

If you are unable to accept the transcript by email, tick this box.[ ]
It will be posted to the address shown above.

A9. Your preferred method of communication

(] Email
[] Phone

[ ] Post

Invoicing details

A10. Which transcription company have you chosen to do the work?
] Auscript [ ] The Transcription Agency

[7] Marten Walsh Cherer [] Ubiqus
[] Opus 2 International Ltd [] Epig (formerly DTI)

A11. Is this transcript being paid for at public expense, costs to be shared
between parties, or clients public funded certificate?

[] Yes, attach a copy of the order and state the date of the order

Date of order | l

[1No

[] Don't know

A12. Purchase order no. (if available)

A13. Is the invoice to be split?

Yes, please give the names and contact details (Including email
[] addresses, where possible) of all the parties paying and how the
invoice will be split between them.

A10. If you want a transcript of
proceedings in a Crown Court,
you can only use the company
allocated 1o that court - see
Annex A in the guidance
notes for details.



