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5. Indictable file checklist (non-sexual offence) – plea

To be completed at least two months before plea
Client name:
     
Lawyer name:
     
Date completed:
     
	Mandatory tasks
	Completed (Y/N)

	Funding applied for (including extensions for plea)
	     

	Notice of appearance filed in County or Supreme Courts
	     

	Reassess conflict
· Is your firm acting for co-accused in the plea and if so, does this create a potential conflict of interests?

· If the plea involves disputed facts does this create any potential conflict of interests?

· Do Victim Impact Statements raise issues to be disputed that create any potential conflict of interests?.
Record results of your assessment
	     


References 

County Court Practice Notes – criminal  – CC PCNR 2-2010

Issues and tasks checklist

	Issues
	Yes/no
	Tasks/notes
	Deadline

	Funding in place for plea?

If not, advise County Court at least 7 days in advance – CC PNCR 2-2010 para 50  
	     
	     
	     

	Choice of counsel
	     
	     
	     

	Crown documents served?

Indictment, criminal record (admitted?), prosecution opening, draft ancillary orders, status of any co-accused; pre-sentence detention at date of the plea calculated; any victim impact statements

5 days before plea in CC PNCR 2-2010 para 47. 

10 days before plea in Supreme Court – Practice Note 3 of 2011. 
	     
	     
	     

	Arraignment in writing if plea of guilty to all charges?

s216 Criminal Procedure Act
	     
	     
	     

	Related summary offences?

s242 Criminal Procedure Act
Prosecution details of offences filed and served 7 days in advance. Defence responses filed and served 3 days in advance – CC PNCR 2-2010 para 51 & 52.
	     
	     
	     

	Unrelated summary offences

s243 Criminal Procedure Act
Prosecution details of offences filed and served 7 days in advance. Defence responses filed and served 3 days in advance – CC PNCR 2-2010 para 114 - 119
	     
	     
	     

	Do any specific sentencing provisions apply?

· Mandatory minimum term

· Baseline sentence

· Serious Offender Part 2A Sentencing Act
· Continuing Criminal Enterprise Part 2B Sentencing Act 
	     
	     
	     

	Other orders/sentencing consequences?

· Restitution/compensation

· Sex Offender Registration

· Confiscation /Pecuniary Penalty

· Forfeiture / destruction

· Forensic sample

· Visa cancellation

· Parole
	     
	     
	     

	Agreed summary or facts in dispute?

If contested facts, advise Court in advance.
	     
	     
	     

	Defence documents filed / served?

Chronology, brief outline of submissions, pre-sentence detention 

2 days before plea in CC PNCR 2-2010 para 49 
	     
	     
	     

	Expert reports filed and served?

2 days before plea in CC PNCR 2-2010 para 49. 
5 days before plea in Supreme Court – Practice Note 3 of 2011.
	     
	     
	     

	Medical records / FOI requests?
	     
	     
	     

	Character witnesses? In person evidence, support letters or both?

Witness list to be filed 5 days before plea in Supreme Court – Practice Note 3 of 2011.
	     
	     
	     

	Non-publication/suppression orders? 
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