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Victoria Legal Aid	
Changes to reflect requirements under the Major Criminal Cases Framework
[bookmark: _GoBack]Changes to reflect requirements under the Major Criminal Cases Framework
This ATLAS user guide provides information about completing the amended ‘Simplified Process – Committal Mention and/or Plea in the County Court’, ‘Simplified Process – Committal Mention and/or Plea in the Supreme Court, ‘Simplified Process – Indictable Crime – Trial’ application form, ‘Submit Correspondence’ and ‘File Outcome’ menu items. 
[bookmark: _Toc425847488]Glossary 
‘Major Criminal Case’ includes committals exceeding four days and criminal trials likely to last more than 15 days in duration (including severed trials less than 15 days that collectively equate to more than 15 days).

New features in the Simplified Process – Committal Mention and/or Plea in the County Court and Simplified Process – Committal Mention and/or Plea in the Supreme Court application forms
There are three new menu items:
1. CO-ACCUSED
2. CO-ACCUSED DETAILS
3. DOCUMENT REMINDER / DOCUMENTS
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Co-accused
From 1 February 2016, practitioners seeking a grant of legal assistance or an extension of legal assistance for a major criminal case must provide details of all co-accused.
[image: ]
1. Select ‘Yes’ or ‘No’ depending on whether there are any co-accused. 
2. If you select ‘Yes’ you must select the number of co-accused at field COAN, even if it is more than 10 co-accused. 
3. If you select ‘Yes’, complete field COAN and click ‘Next’ you will proceed to the CO-ACCUSED DETAILS screen. If you select ‘No’ and click ‘Next’ you will skip the CO-ACCUSED DETAILS screen and move to the APPLICANT DECLARATION screen.
NOTE In applications seeking extensions of legal assistance, you only need to enter co-accused details for those you have not already provided to Victoria Legal Aid. When in doubt, you should provide the details of all co-accused.

Co-accused details
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1. You can only enter details for a maximum of 10 co-accused, even where you select a number more than 10 at field COAN on the CO-ACCUSED screen. If there are more than 10 co-accused, you must provide details of the remaining co-accused (full name, gender and date of birth) via Submit correspondence – Co-accused.
2. You may submit the application without having to complete every field on the CO-ACCUSED DETAILS screen. However, under the Major Criminal Cases Framework, you must provide co-accused details for all major criminal cases. If you do not have all of the co-accused details when you submit the application, for example the date of birth, you must provide this to Victoria Legal Aid at a later date via Submit Correspondence – Co-accused.



Documents
[image: ]
The DOCUMENT REMINDER screen will appear after you have completed the PRACTITIONER CERTIFICATION screen and when you have requested contested committal days exceeding four days. You may tick the field at ‘Contested Committal’ to acknowledge that you have read the information but it is not necessary to do so. 
The following screens have been updated:
1. PROFESSIONAL COSTS
2. ADDITIONAL COSTS

Professional costs 
[image: ]
From 1 February 2016, practitioners may recommend up to and including 4 contested committal days. 
Field ‘MC2’ has been amended and now includes the following drop down menu items:
· Contested committal exceeding 4 days
· Contested committal up to & including 4 days
· Limited committal – sexual offences cases
· No professional costs required
When you have a current grant of legal assistance for a contested committal and are seeking an extension of assistance for additional contested committal days, you will see the following PROFESSIONAL COSTS screen.
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1. If you are seeking assistance for additional contested committal days, you must complete fields ‘MC3’ and ‘MC4’. 
2. Field MC4 has three drop down menu items:
· Yes 
· No
· Not applicable – select when you are seeking additional contested committal days prior to the commencement of the contested committal.
If you select ‘Yes’ or ‘Not applicable’ you will skip the ADDITIONAL COSTS screen and proceed to the DISBURSEMENTS screen.
If you select ‘No’, you will proceed to the ADDITIONAL COSTS screen. 



Additional costs
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From 1 February 2016, practitioners must provide further information when requesting additional committal days that brings the total number of contested committals days to over four days. Practitioners are not required to provide further information when you are requesting up to and including four contested committal days (this is inclusive of any additional contested committal days).
· Field ‘AC1’ will appear if you tick the ‘MC3’ field on the PROFESSIONAL COSTS screen. This field must be completed for all requests for additional contested committal days.
From 1 February 2016, practitioners may request additional contested committal days within two business days of the last day that is covered under the contested committal grant of legal assistance (2 business day grace period). These requests will not be considered retrospective in nature. However, outside of this grace period, all requests will be considered retrospective. 
· Field ‘RETRO’ will appear if you select ‘No’ at field ‘MC4’ on the PROFESSIONAL COSTS screen and must be completed. 

New features in the Simplified Process – Indictable Crime - Trial application form
There are three new menu items:
1. CO-ACCUSED
2. CO-ACCUSED DETAILS
3. DOCUMENTS / DOCUMENT REMINDER

Co-accused
The CO-ACCUSED screen is the same as the CO-ACCUSED screen on the ‘Simplified Process – Committal Mention and/or Plea in the County Court’ and ‘Simplified Process – Committal Mention and/or Plea in the Supreme Court application form’. 
See page 2 for further information.

Co-accused details
The CO-ACCUSED DETAILS screen is the same as the CO-ACCUSED DETAILS screen on the ‘Simplified Process – Committal Mention and/or Plea in the County Court’ and ‘Simplified Process – Committal Mention and/or Plea in the Supreme Court’ application form. 
See page 3 for further information. 

Documents 
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The DOCUMENTS screen will appear after you have completed the PRACTITIONER CERTIFICATION screen and when you have requested trial days exceeding 15 days. You may tick the field at ‘Trial’ to acknowledge that you have read the information but it is not necessary to do so. 


The following screens have been updated:
1. PROFESSIONAL COSTS
2. ADDITIONAL COSTS

Professional costs
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1. ‘P10A’ is a mandatory field. Select ‘Yes’ or ‘No’ depending on how many initial trial days you are seeking. 

When you have a current grant of legal assistance for a trial and are seeking an extension of assistance for additional trial days, you will see the following PROFESSIONAL COSTS screen.
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1. You must complete field ‘P10’ if you are seeking additional trial days
2. At field ‘P10A‘ select ‘Yes’ or ‘No’ depending on the total number of trial days you are seeking assistance for (this includes the additional trial days)
3. Field ‘P10B’ has three drop down menu items:
· Yes 
· No
· Not applicable – select when you are seeking additional contested committal days prior to the commencement of the contested committal.
If you select ‘Yes’ or ‘Not applicable’ you will skip the ADDITIONAL COSTS screen and proceed to the DISBURSEMENTS screen. 
If you select ‘No’ you will proceed to the ADDITIONAL COSTS screen. 
4. Complete and check field ‘P11’ if you are seeking trial days over 60 days. If you check this field, you will proceed to the ADDITIONAL COSTS screen. 

Additional costs
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From 1 February 2016, practitioners may request additional trial days within two business days of the last day that is covered under the trial grant of legal assistance (2 business day grace period). These requests will not be considered retrospective in nature. However, outside of this grace period, all requests will be considered retrospective. 
· Field ‘RETRO’ will appear if you select ‘No’ at field ‘P10B’ on the PROFESSIONAL COSTS screen. This must be completed. 
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Practitioners can recommend a grant of legal assistance for up to 60 trial days. Practitioners must provide further information if seeking trial days in excess of 60 days (this is inclusive of additional trial days). 

New features in the Submit Correspondence menu item
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When you select ‘Indictable crime file outcome’, you will proceed to the above page. This has not changed. When you select ‘Next’ you will proceed to the DETAILS screen.
‘Type of Correspondence’ now includes the following menu items:
· Co-accused
· Committal docs
· General enquiry
· Police brief
· Proof of means
· Seeking exception
· Trial documentation
See Major Criminal Cases Framework for further information as to when and what documents you should submit.
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[image: ]New features in the File Outcome menu item
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Complete the ‘Indictable crime file outcome’ for all indictable matters. 
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1. Fields ‘D2’ and ‘D4‘ must be completed accurately. Victoria Legal Aid uses the information provided for reporting purposes. 
2. All other fields must be completed. 
1
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CO-ACCUSED DETAILS

Details of all co-accused must be included. ff there are more than 10 Co-accused please submit further details via Submit Comespondence.

COAIN - Co-Accused First Name, Middle Name, Surname

[John David Smith |

COA1G - Gender

MALE

COA1D - Date of Birth

I
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DOCUMENT REMINDER

fou advised that the contested comittal now exceed 4 days. Please ensure that you submit via Submit Correspondence the required

- Brief analysis and case strategy
- Prosecution summary of charges
- Witness list

- Charge sheets

Previous. Next
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PROFESSIONAL COSTS

MC1 - [JGeneral preparation Table E.
By selecting this item, your grant wilinclude General preparation under Table E, the “General ltems" under Table F, and a plea of guilty in the Country Courtf required.

P2 . [Circuit Fees - Table NN
Please selectinis option ifyou require a circuitfee.

P4 . []Ovemight Allowance for counsel
Please selectthis option ifyou require an overnight fee for the barrister whilst on circut.

P8 - Additional Preparation
Ensure that your file contains a copy of the worksheet, whichis available from the VLA website. Ifyou are selecting the “Exceeding $3000" option, the workshest must also be submitted to VLA Please.

dothis by using the “Submit correspondence” funcion after you have submitted this application

[NOT REQUIRED. T~

Previous. Next
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PROFESSIONAL COSTS

MC1 - [JGeneral preparation Table E.
By selecting this item, your grant wilinclude General preparation under Table E, the “General ltems" under Table F, and a plea of guilty in the Country Courtf required.

Additional committal hearing days 1

Is this request made within 2 business days of the last day that is covered by an existing grant of assistance?
" This question is only applicable for extension requests for additional trial days.

mca

P2 . [Circuit Fees - Table NN
Please selectinis option ifyou require a circuitfee.

P4 - [JOvernight Allowance for counsel
Please selectthis option ifyou require an overnight fee for the barrister whilst on circut.

P8 - Additional Preparation
Ensure that yourfile contains a copy of the worksheet, which is available from the VLA website. If you are selecting the “Exceeding $3000° option, the worksheet must also be submited to VLA Please

dothis by using the “Submit correspondence” funcion after you have submitted this application

[NOT REQUIRED. T~
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ADDITIONAL COSTS

AC1 - Reasons for additional contested committal days
fyou only require additional aid for a total of four ays o less, just write °4 days only" If you require a total of more than four days, please detail why the contested committal did not inalise within the
estimated tmeframe, whatissues contributed to the committal running over the estimated timeframe and what issuss are still o be resolved in these exira days. To attach supporting documents for
more than four days, please use Submit Correspondence once you have submitted this application.

RETRO - Reasons that retrospective funding should be considered.
You have indicated that the hearing date is priorto today, or that ths application is made more than two days after the last day covered by an existing grant,thersfore this is considered a retrospecive
grant Where you are seeking additional hearing days you must provide the following informatin: reasons for the delay in submitiing the extension request, reasons why the matter did not finalise within
the estimated tmeframe, what factors contributed to the matter running over the estimated timeframe and the issues to be resolved in the additional hearing days.
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CUMENTS

TRIAL - [] l}ou advised that the Trial now exceeds 15 days. Please ensure that you submit via Submit Correspondence the required Trial
locumentation. You do not need to resubmit documents that have already been submitted to VLA. See Notes on trials in the County or

Supreme Courts for further information

- Post committal report and trial preparation plan

- Charge sheets

- Form 32

- Briefanalysis and case strategy

- Prosecution summary of charges

- Witness list
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PROFESSIONAL COSTS

(Standard grant, with a single Senior Junior counsel)

“This grant includes further preparation fees

Ityou require more than 60 days tial on this nital application, please note that your application will be assessed by VLA,
You will be able to indicate the number of days required (notincluding Day 1) on the Scope of Work page.

Please note: You may applyfor and claim up to a maximum of five hours per rial day for an instructing solicior or co-counsel to attend at court as and when required (see VLA's Instructing/Co-counsel
‘quideline for futther information),

P4 - [ Circuit Fees for Trial (Fee Table NT) and Overnight Allowance

P5 . [ Solicitor Out of Office Fee for Trial
You can only claim this fee if you have to travel to another town or cityto insruct at the trial. Otnerwise, please leave blank.

P8 - Additional Preparation
Ensure that your file contains a copy of the worksheet, whichis available from the VLA website. Ifyou are selecting the “Exceeding $3000" option, the workshest must also be submitted to VLA Please.
dothis by using the “Submit correspondence” funcion after you have submitted this application

[NOT REQUIRED. T~

P10A * - Will the total number of trial days requested exceed 15 days?

=
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PROFESSIONAL COSTS

P3 - [JTrial (Standard grant, with a single Senior Junior counsel)
“This grant includes further preparation fees

Ityou require more than 60 days tial on this nital application, please note that your application will be assessed by VLA,

You will be able to indicate the number of days required (notincluding Day 1) on the Scope of Work page.

Please note: You may apply for and claim up fo a maximum ofive hours per trial day for an instructing solicior or co-counsel o attend at court as and when required (see VLA'S Instructing/Co-counsel
auideline for futher information)

P4 - [ Circuit Fees for Trial (Fee Table NT) and Overnight Allowance

P5 . [ Solicitor Out of Office Fee for Trial
You can only claim this fee if you have to travel to another town or cityto insruct at the trial. Otnerwise, please leave blank.

P8 - Additional Preparation
Ensure that your file contains a copy of the worksheet, which is available from the VLA website, ifyou are selecting the “Up to $3,000 (self assessed)” option. Ifyou are seeking preparation fees in
excess of $3000 in this matter, you must provide VLA with further explanations and a completed workshest.

[NOT REQUIRED. T~

P10 - [7Additional trial days

You sould only chosse this option ifou reauire futher hearing days - e o extend an exsting tral grant. | -

You will be able to indicate the number of days required on the Scope of Work page.
Please note: You may applyfor and claim up to a maximum of five hours per rial day for an instructing solicior or co-counsel to attend at court as and when required (see VLA's Instructing/Co-counsel
‘quideline for futther information),
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P10A * - Will the total number of trial days requested exceed 15 days?

o]

P10B * -Is this request made within 2 business days of the last day that is covered by an existing grant of assistance?

[—]

P11 - [JWill the total number of trial days requested (including this extension) exceed 60 days? a4

Previous.
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ADDITIONAL COSTS

RETRO - Reasons that retrospective funding should be considered
You have indicated that the hearing date s prior to today, or that this application is made more than two days after the 1ast day covered by existing grant, therefore this is considered a retrospective
grant

Where you are seeking additional hearing days you must provide the following information: reasons for the delay in submiting the extension request, reasons why the tial did not finalise within the.
estimated timeframe, what factors contributed to the trial running over the estimated timeframe and the issues to be resolved in the additional hearing days.

Previous. Next





image15.png
ADDITIONAL COSTS

ACT - Further information required to assess your request for a trial in excess of 60 days
You must provide the following information: the material which the instrucing practtioner andlor counsel must peruse in preparing for the trial, any disbursements to be incurred, whether full
instructing is necessary and,if o the reasons why, and any other factoers which may affectthe length of the tial. See Notes on tials in the County or Supreme Courls for futther information

Previous. Next
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Submit Correspondence ~ swmt | ciear | packTo searcn

O submi, the contents of the Detais box wil be converted info a PDF document and attached 1o the grant automaticaly. A copy of the generated PDF document wil be sent o your web portal inbox. You may stiladd any other attachments if you wish.

FilelD 154235783 MARY MAHONEY
Extension

Correspondence Detai

Type of Correspondence* [COMMITTALDOCS _ [v]

Subject”

Details

Attachments

‘Show ile Usloss Ares
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Submit Correspondence ~ swmit | Clear | BackTo Search

O submi, the contents of the Detais box wil be converted info a PDF document and attached 1o the grant automaticaly. A copy of the generated PDF document wil be sent o your web portal inbox. You may stiladd any other attachments if you wish.

FilelD 154235783 MARY MAHONEY

Btension |

Correspondence Details

Type of Correspondence* [COMMITTALDOCS _ [v]

‘Subject” [Mandatory documents

Details attached for
Form 32, Brief Analysis & Case Sirategy
Witness List

Prosecufion summaryof charges
Gontested Commital exceeding 4 days worksheef

Attachments
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Create File Outcome

This allow s you to submit an application, extension or request a reconsideration or review , as w ell as reporting on the final outcome of amatter. PLEASENOTE: If you are seeking further assistance on an existing file, please
ensure that your client's details are current.

Select Application Template

Peease select the Law Type and then choose the appropriate Application Template from the list below -

[ CRIMINAL LAW

» FILE OUTCOME

» INDICTABLE CRIME FILE OUTCOME





image20.png
FILE OUTCOME

Ifyour cient's detalls have changed since your last submission, please ensure o update client detal prir fo submiting i fie outcome o VLA

Please complete all fems.

Atwhat stage was this matter
finalised?*

Client Plea”
Result

Convicon"”

‘Sentence Details

Was your client awarded costs?*

Were any ssized monies or asssts
retumed to the client?*

1A - Bail
Please enter further details f the substantive matter is reported above.
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APPLICANT DETAILS

All details submited i tis form are compared wih any existing detais that might be on VLA's database. Please ensure that all information regarding income & assets is complted, including any savings and

O APPLICANT DETAILS
[ RESTRAINED PROPERTY

[0 APPLICANT EXPLANATIONS investments the appicant may have. Should you have any restrained assels, pease do no nclude them on the "assets" tab. Instead, provide those deta on the “Applicant Explanations’ page.
I coaccuse
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