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SCHEDULE 3 Paragraph 3(1)

Standard Orders

The Simple Procedure
Order of the Sheriff

Response Form received. ordering a case management discussion

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemmining disputes with a value of less than £5,000.

This is an order of the shenff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

|
Date of order: . l
|

Claimant:

Respondent: |

Court ref no: |

The responding party has indicated to the court that this claim will be disputed.

The sheriff has considered the Claim Form and the Response Form and has given the
following orders.—

Settlement and negotiation

The claimant and the respondent are encouraged to contact each other to seek to settle the
case or to narrowthe issues in dispute, before the hearing date_ If the case is settled befare
the hearing date then the parties must contact the court immediateky.

Case management discussion

The sheriff would like to discuss this case with both parties before ordering a formal court
hearing. Both parties are therefore ordered to attend a case management discussion in the
sheriff court.

The purpose of a case management discussion is to allow the sheriff to discuss the claim
and response with both parties and to clarify any concerns which the sheriff has. At the case
management discussion, the sheriff will also discuss with both parties their attitudes to
negotiation and alternative dispute resolution.
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At the case management discussion, the sheriff will give both parties orders in person
arranging a hearing at which the case will be considered and their dispute resclved. The
sheriff may make a decision at a case management discussion.

Clarification
The claimant is ordered to write to the court and to the respondent at least 14 days before
the date of the case management conference to clarify these issues:

1. [list]

The responding party is ordered to write to the court and to the claimant at least 14 days
before the date of the case management conference to clarify these issues:
1. [list]

Documents and other evidence

The claimant is ordered to bring the following documents or other evidence to the case
management discussion:
1. [list]

The respondent is ordered to bring the following decuments or other evidence to the case
management discussion;
1. [list]

Date
Both parties are ordered to attend a case management discussion at [sheriff court] on [date]
at [time]. Both parties should arrive in good time at the sheriff court building.

At the case management discussion, the sheriff expects both parties to be prepared to
discuss the case and to have an open and constructive attitude to the possibility of
negotiation or alternative dispute resolution.

Signed by:
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e 22 The Simple Procedure
AR 5 Order of the Sheriff
g . Response Form received: ordering a hearing

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The respondent has indicated to the court that this claim will be disputed.

The sheriff has considered the Claim Form and the Response Form and has given the
following orders—

Settlement and negeotiation

The claimant and the respondent are encouraged to contact each other to seek to settle the
case or to narrow the issues in dispute, before the hearing date. If the case is settled before
the hearing date then the parties must contact the court immediately.

Documents and other evidence
The sheriff has considered the evidence and other docurnents which the claimant thinks
would support the claim.

The claimant is erdered to also lodge the following documents or other evidence at least 14
days before the hearing date, as the sheriff considers them necessary to support their claim
1. [is)

The claimant is ordered not to lodge the following documents or other evidence, as the
sheriff considers them unnecessary to support the clain
1. [ist]
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The sheriff has considered the evidence and other documents which the respondent thinks
would suppert the response.

The respondent is ordered to also lodge the following documents or other evidence at least
14 days before the hearing date, as the sheriff considers them necessary to support their
response:

1. [list]

The respondent is ordered not to lodge the following decuments or other evidence, as the
sheriff considers them unnecessary to support the response:
1. [list]

Both parties are ordered to bring two copies of every document that is lodged to the
hearing.

Clarification
The claimant is ordered to write to the court and to the respondent at least 14 days before
the hearing date to clarify these issues:

1. [list]

The respondent is ordered to write to the court and to the claimant at least 14 days before
the hearing date to clarify these issues:
1. [list]

Hearing Date
Both parties are ordered to attend a hearing at [sheriff court] on [date] at [time]. Both parties
should arrive in good time at the sheriff court building.

At this hearing, the sheriff will expect both parties to be prepared to argue their case in full.
Both parties should be aware that the sheriff may make a decision in their case even if they
are not fully prepared to argue their case.

The case may be decided or dismissed in the absence of a party, if that party fails to attend
the hearing.

Signed by:
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The Simple Procedure
Order of the Sheriff

I-F: flig 4E L'.:_'._
W = ]
Ay S
i \"\'F.{A . Response Form received: considering making a decision without a
hts Sd hearing

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The respodent has indicated to the court that this claim will be disputed.

The sheriff has considered the Claim Form and the Response Form and has given the
following orders—

Settlement and negotiation

The claimant and the respondent are encouraged to contact each other to seek to settle the
case or to narrow the issues in dispute, before the hearing date. If the case is settled before
the heanng date then the parties must contact the court immediately.

A decision without a hearing

The sheriff considers that the dispute between the parties is capable of being resolved
without a hearing. This is because the dispute appears only to involve a question of law [or
because the dispute appears capable of being resolved based only on consideration of the
documents and other evidence listed in the Claim Form and Response Form). If the dispute
is resolved without a heanng then the shenff will give parties an opportunity to wite to the
court setting out their arguments in the case in advance of making a decision.

Opportunity to object

Both parties are being given an opportunity to object to this dispute being resolved without a
heanng.
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Both parties are ordered to write to the sheriff by [date] stating whether they are content for
a decision to be made without a hearing. If parties are not content for a decision to be made
without a hearing, they must set out the reasons why a hearing will be necessary to resolve
this dispute.

Parties should be aware that failing to write to the sheriff may result in the sheriff deciding to
resolve this dispute without a hearing.

Next steps

The sheriff will issue further written orders within 14 days of [date]. These written orders will
state whether the sheriff has decided to resolve this dispute without a hearing.

Signed by:
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The Simple Procedure
Order of the Sheriff

Response Form received: making a decision without a hearing

ETr T

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The sheriff sent the parties written orders stating that the sheriff was considering making a
decision in this case without a hearing.

The sheriff has considered the responses received [or no responses were received] and has
given the following orders:—

Settlement and negotiation

The claimant and the respondent are encouraged to contact each other to seek to settle the
case or to narrow the issues in dispute. If the case is settled befare the date on which the
sheriff intends to make a decision (below) then the parties must contact the court
immediatehy,

A decision without a hearing
The sheriff has decided to make a decision in this case without a hearing.

The sheriff will make this decision on [date].

Clarification
The claimant is erdered to write to the court and to the respondent at least 14 days before
the hearing date to clarify these issues:

2. [list]



Document Generated: 2023-07-17
Status: This is the original version (as it was originally made).

The respondent is ordered to write to the court and to the claimant at least 14 days before
the hearing date to clarify these issues:
2. [list]

Notes of argument

Parties are ordered to send the court notes of argument at least 14 days before [date].
These notes should set out any legal points which they wish to make to the sheriff and
should comment on any aspect of the evidence which they wish the sheriff to consider.

Documents and other evidence
Documents and other evidence may be lodged by sending copies to the sheriff clerk.

The claimant is ordered to lodge the following documents or other evidence at least 14 days
before the hearing date, as the sheriff considers them necessary to support their claim:
2. [list]

The respondent is ordered to lodge the following documents or other evidence at least 14
days before the hearing date, as the sheriff considers them necessary to support their
response:

2. [list]

Both parties should be aware that the sheriff may make a decision in this case on [date]
even if they do not follow the orders above.

Signed by:
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e 22 The Simple Procedure
'*‘"{ij Order of the Sheriff
. Transferring a case between courts

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The sheriff has considered this simple procedure case and has given the following
orders:-

Transfer to a different sheriff court

[The sheriff considers that this claim ought to have been raised in a different sheriff court.]
The case is ordered to be transferred to [name of shenff cowd].

What happens next

Youwill be contacted by the sheriff clerk at [name of shenff courd] with the next orders in this

case.

Signed by:
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The Simple Procedure
Order of the Sheriff

Unless order

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court: |

Date of order:

|
Claimant: |
|

Respondent:

Court ref no: |

Order

The sheriff orders [the claimant / the respondent] to take the followang step(s] by [date]:
1. [list].

Possibility of dismissal

The sheriff considers that taking the steps listed above is necessary for the progress of this
case. The claimant is warned that unless these steps are taken, this case will e dismissed
without further warming.

If the step(s] listed above are not taken then the sheriff dismisses the claim against the

responding party.

Signed by:

10
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e 22 The Simple Procedure
'*‘"{@f Order of the Sheriff
g : Application to Pause

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The court has received an Application to Pause.

The sheriff has considered the Application and has given the following orders:—

[The order below can be used where (he sheriff has decided lo grant the applicafion, wihout
a discussion in cowt]

Pausing Order

The sheriff orders the progress of this case to be paused.

This means that all upcoming hearings in this case have been cancelled. No procedural
steps may be taken in this case until the case has been restarted. Either party can ask for
this to happen by sending an Application to Restart Form to the court and to the other party.
Both parties should be aware that after six months, the shenff clerk may write to you
directing that a particular step should be taken. If this is not done, the daim may be

dismissed.

[The order below can be used where the sheriff has decided to refuse the apolication,
without & discussion in court)

Refusing a Pausing Order

11
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The sheriff has not ordered the progress of this case to be paused.

This means that all upcoming hearings in this case are still to go ahead. Parties may
continue to progress this case.

[The order below can be used where the sheriff has decided that a discussion in court is
necessary fo decide the application:]

Discussion in court

The sheriff wants to hear from both parties before deciding whether to pause the progress of
this case.

Both parties are ordered to attend a discussion at [sheriff court] on [date] at [time]. Both
parties should arrive in good time at the sheriff court building.

At this discussion, the sheriff will expect both parties to be prepared to discuss whether the
progress of the case should be paused. Both parties should be aware that the sheriff may
make a decision in their case even where they are not fully prepared to discuss this.

The application may be decided in the absence of a party, if that party fails to attend the
discussion.

Signed by:

12
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e 22 The Simple Procedure
'*‘"{ij Order of the Sheriff
. Application to Restart

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The court has received an Application to Restart.
The sheriff has considered the Application and has given the following orders:—

[The order below can be used where the sheriff has decided to grant the application, without
a discussion in cowd]

Restarting Order
The sheriff orders the progress of this case to be restarted.

Both parties are erdered to attend a discussion at [sheriff court] on [date] at [time]. Both
parties should arnve in good time at the shenff court building.

[The order below can be used where the sheriff has decided to refuse the apphication,
withou! a discussion in court]

Refusing a Restarting Order
The sheriff has neot ordered the progress of this case to be restarted.

This means that the progress of the case continues to be paused. There are no upcaming
heanngs or discussions arranged in this case.

13
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[The order below can be used where the sheriff has decided that a discussion in court is
necessary to decide the application:)

Discussion in court

The sheriff wants to hear from both parties before deciding whether to restart the progress of
this case.

Both parties are ordered to attend a discussion at [sheriff court] on [date] at [time]. Both
parties should arrive in good time at the sheriff court building.

At this discussion, the sheriff will expect both parties to be prepared to discuss whether the
progress of the case should be restarted. Both parties should be aware that the sheriff may
make a decision in their case even where they are not fully prepared to discuss this.

The application may be decided in the absence of a party, if that party fails to attend the
discussion.

Signed by:

14
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e 22 The Simple Procedure
'*‘"{ij Order of the Sheriff
. Paused case — unless order

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The sheriff clerk has presented this case to the sherniff hecause it has been paused for aver 6
months.

The sheriff has considered the case and has given the following orders -
Possibility of dismissal

This case has now been paused for over 6 months. Both parties are warned that the sheriff
will disrmiss this claim unless the following steps are taken:

[Both parties / the claimant / the re spondent] must write to the sheriff to explain what they
would like to happen to this case. If they would like the case to continue to be paused, they
st explain wiy.

[or

The sheriff wants to hear from both parties before deciding what the next steps in this case
should be,

Both parties are ordered to attend a discussion at [sheriff court] on [date] at [time]. Bath

parties should arfve in good time at the shenff court building. At this discussion, the sheriff
will expect both parties to be prepared to discuss the progress of the case. |

15
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Signed by:

16
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e 22 The Simple Procedure
'*‘"{ij Order of the Sheriff
. Crder to recover documents

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court:

Date of order:

Claimant:

Respondent:

Court ref no:

The court has received a Recovery of Documents Application.
The sheriff has considered the Application and has given the following orders:-
Order to recover documents

[This order can be used where ihe sheriff has decided to grani the application {in whole or in
part) withow! & eliscussion in cour]

The sheriff orders the person mentioned in colurmn 2 of the table belowto send the
document mentioned in column 1 to the court within [number of days] after this order is
farmally served.

Description of document Name of person who has the document

The sheriff also orders that person to fill in part A of this order ('the rephy’) and return it to the
court within [nurmber of days] after this order is formally served.

17
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Refusal of Recovery of Documents Application

[This order can be used where the sheriff has decided fo refuse the application withouf a
discussion in court]

The sheriff refuses to make an order to recover documents.
Discussion in court

[This order can be used where the sheriff has decided that a discussion in court is necessary
fo decide the application]

The sheriff wants to hear from both parties before deciding whether to make an order to
recover documents.

Both parties are ordered to attend a discussion at [sheriff court] on [date] at [time]. Both
parties should arrive in good time at the sheriff court building.

At this discussion, the sheriff will expect both parties to be prepared to discuss whether an
order to recover documents should be made. Both parties should be aware that the sheriff
may make a decision in their case even where they are not fully prepared to discuss this.

The application may be decided in the absence of a party, if that party fails to attend the
discussion,

Signed by:
THE REPLY
[for use only where the sheriff makes an order fo recover documenis)
A. ABOUT YOU
A1. What is your full name?
Mame |
Middie name |

Sumame |

Trading name or |
representative capacity (if
any)

B. DECLARATIONS

B1. How have you complied with the order to recover documents?
(i} Tick the box next to the appropriate declaration

18
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O | enclose the following documents.
They are all the documents in my
possession which fall within the

description above.

O | have no documents in my possession which fall within the description above.

B2. Do you have any additional information about the order to recover documents?
(i) Tick the box next to the appropriate declaration.

O | believe that there are other
documents which fall within the
description above but they are not

in my possession. | have the
fallowing information about them:

O | have no additional infermation about documents which fall within the description
above.

B3. Do you believe that any of the documents that you possess are confidential?
(1 If your answer is yes, you must still send the document to the court. You should:

WL

If the party who obtained the order to recover documents wants to open the envelope, the party has to
make an applicaticn o the court first. You will be toki about any application and you can explain to the
sheriff why you think the document is confidential before the sheriff decides whether to grant the

application

Yes

Mo

19
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The Simple Procedure
Order of the Sheriff

Special order to recover documents

The Simple Procedure is a speedy, inexpensive and informal court procedure for settling or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court: |

Date of order:

|
Claimant: |
|

Respondent:

Court ref no: |

The court has received a Special Recovery of Documents Application.
The sheriff has considered the Application and has given the following orders:-
Special order to recover documents

[This order can be used where ihe sheriff has decided to grant the application {in whole or in
part) withow! & eliscussion in cour]

The sheriff grants commission to [narme], solicitor, [address] (‘the commissioner’) to
recover the documents mentioned in column 1 from the person mentioned in colurmn 2.

Description of document Nare of person who has the document

The sheriff also appeints the commissioner to send a report to the court, together with any
documents recovered, as soon as possible.

20
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Refusal of Special Recovery of Documents Application

[This order can be used where the sheriff has decided fo refuse the application withouf a
discussion in court]

The sheriff refuses to make a special order to recover documents.
Discussion in court

[This order can be used where the sheriff has decided that a discussion in court is necessary
fo decide the application]

The sheriff wants to hear from both parties before deciding whether to make a special crder
to recover documents.

Both parties are ordered to attend a discussion at [sheriff court] on [date] at [time]. Both
parties should arrive in good time at the sheriff court building.

At this discussion, the sheriff will expect both parties to be prepared to discuss whether a
special order to recover documents should be made. Both parties should be aware that the
sheriff may make a decision in their case even where they are not fully prepared to discuss
this.

The application may be decided in the absence of a party, if that party fails to attend the
discussion.

Signed by:

21
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The Simple Procedure
Order of the Sheriff

Ordering an expenses hearing

The Simple Procedure is a speedy, inexpensive and informal court procedure for settiing or
detemnining disputes with a value of less than £5,000,

This is an order of the sheniff in a case which you are a party in. You should read it and
follow it.

Sheriff Court: |

Date of order:

|
Claimant: |
|

Respondent:

Court ref no: |

The sheriff has decided the case and is going to make an order about expenses. The sheriff
has given the following orders.—

Account of expenses
The sheriff orders the [claimant / respondent] to send an account of expenses to the court
and to the other party by [date 4 weeks before the expenses hearing].

Assessment of expenses
The sheriff orders the sheriff clerk to assess that account of expenses and send hoth parties
a notice of that assessment by [date 2 weeks before the expenses hearing).

Expenses hearing

The sheriff orders both parties to attend an expenses hearing at [shenff court] on [date] at
[time]. Both parties should arrive in good time at the sheriff court building. If either party does
not intend to challenge the assessment of expenses made by the sheriff clerk, they should
contact the shenff clerk by [date before the expenses hearing).

A failure to attend the expenses hearing will be considered an acceptance of the expenses
as assessed by the sheriff clerk.

22
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Signed by:
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