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Guidance for Branch – ET Protocol 

[bookmark: _Toc362339420]What’s New

This guidance is to assist branches to deal with changes to Employment Tribunals that have been introduced by the Conservative led coalition government. UNISON has argued strenuously against the introduction of fees to lodge claims and proceed to hearings and will continue to campaign for their abolition. UNISON considers fees to be intrinsically unfair and an unjustifiable denial of access to justice for thousands of people. However, in order to ensure our members continue to receive a service from the union and are able to bring claims in the Employment Tribunal we have no choice other than to amend our forms and procedures to comply with the new rules. The changes and processes are explained in this document. Remember, if in doubt consult your region. 

From 29 July 2013 new Employment Tribunal rules come into force.  The new rules encourage Employment Judges to scrutinise claims so that weak claims will be dismissed at an early stage. Fees will have to be paid where an Employment Tribunal claim is made on or after 29 July 2013.  Attached at Appendix A is a summary of the fees payable.  There is an issue fee which is paid at the time when a claim is made and a hearing fee which is payable on receipt of a notice to pay. There is provision for those on benefits and low earnings not to have to pay a fee by applying to the Employment Tribunal.  This is known as an application for fee remission.   

Any legal claim to the Employment Tribunal which does not have either a fee or application for remission attached will be rejected by the Tribunal.  There are tight timescales when an Employment Tribunal claim form (known as an ET1) has to be lodged at the Employment Tribunal.  Generally the time limit is 3 months less one day from the act the member is complaining about.  So, for example, where a member is dismissed on 4 July, a claim will have to be lodged at the Employment Tribunal by 3 October.  The exceptions to this are claims for equal pay and redundancy pay which must be lodged within 6 months less one day. 

[bookmark: _Toc362339421]What is the effect on UNISON’s legal assistance scheme?

UNISON is committed to providing access to legal advice and assistance for our members.  Even though UNISON’s funds are limited we will not require members to pay a fee upfront.  

UNISON believes that most issues are best resolved in the workplace and encourages workplace reps and branch officers to seek a negotiated solution which is in the best interests of the member.  

UNISON supports those legal claims which have reasonable prospects of success.  Where the member comes to the Branch for advice and assistance less than 28 days before the time limit for lodging an Employment Tribunal claim expires, you must contact the Region immediately.  This is because  UNISON’s Solicitors will not have enough time to assess the merits of a claim.  Therefore you must explain to the member that the Region will decide if any Employment Tribunal application will be lodged by the Union or if the member will be responsible.  
[bookmark: _Toc362339422]UNISON’s Protocol

To ensure UNISON can continue to provide the best employment law service for our members we have reviewed our existing practices and procedures to take into account fees. This includes: 

1. A new ET Protocol, which sets out the rules for providing members with legal assistance at an Employment Tribunal; 
1. A revised CASE Form that incorporates a
1. Fee Advance Agreement.

If our Solicitors have not received an acceptance form, a copy of a completed fees advance agreement and a completed fees remission application by 4pm 28 days before the time limit for lodging an Employment Tribunal claim expires, the Region will decide whether to lodge an Employment Tribunal claim on the member’s behalf or to advise  the member that they will be responsible and that UNISON is not able to accept any responsibility for lodging the claim.  It would not be appropriate for UNISON generally to lodge protective claims at the last minute and it is not fair to other members who seek advice in good time.

UNISON has put together a pack of information to assist the Region, workplace reps and branches in light of the new Employment Tribunal Rules and fees.  This includes:

1. A revised CASE Form incorporating the fee advance agreement
2. An offer of assistance acceptance form 
3. A Remission form, some examples of filled out forms and the official guidance on completing the form
4. An ET1 and guidance on completing the ET1 (the ET1 can be downloaded.  Regions have the guidance on completing the form) 

This Guidance sets out what branches need to do where the member comes for advice when there are more than 28 days before the time limit for lodging an Employment Tribunal claim and how to complete the new Case Form.

[bookmark: _Toc362339423]What does the Branch have to do?

Before UNISON can provide legal advice and assistance a CASE form must be completed by the member and the Branch.  You should first check in accordance with Rule K, that the member :

1. has been in membership of the Union for at least 4 weeks prior to the incident that leads to her/him seeking legal assistance from the Union; and
1. is not in arrears of contributions.

Note that a member may also come to you for assistance after she or he has lodged their own Employment Tribunal claim and the matter is coming up to a Hearing for which a fee is payable.

Please remember that only UNISON’s regional and national managers can instruct our Solicitors and that branches cannot advance Employment Tribunal or other legal fees from branch funds. 

The CASE form is sent to our Solicitors by the Organiser/Case Unit and forms the basis on which legal advice is sought.  

Because of this it is crucial that the  CASE form is  fully completed.  Any which are not will be referred to the nominated Regional Manager who will decide whether legal assistance will be given.  Where the Case form is incomplete due to missing information from the member you must  inform the member that assistance may not be given until all the information is provided.  This is because it is difficult to give proper advice without all the information.  If there is a potential Employment Tribunal claim (see below) inform the member the time limit for lodging a claim is within 3 months less one day of the incident they are complaining about, 6 months less one day in the case of equal pay and redundancy pay and that fees are now required for ET claims. 

[bookmark: _Toc362339424]Step 1 – Carry out initial checks 

Check the CASE form for the following:

i. Is it fully completed by the member and the workplace representative?.  

See template completed CASE Form attached as Appendix B.

Personal Details  (Box 4) -  This now includes a request for the member to identify if they have a partner and children.  This is because, this information will be needed in any application for fee remission.  

If there is no workplace representative (Box 15) allocate to a representative and put their details on the form.

ii Has a legal claim been identified?  Check box 19 on the CASE form.

Not all members who complete a CASE form will have a legal claim for example: The Case Details on the form has no date completed and in the Box the member has put “I want to put in a request for flexible working but my manager won’t tell me how I can do this”.  If no legal claim is identified seek a workplace resolution. In the example given this could mean drafting a letter for the member to send to the employer requesting flexible working

In other cases it may not be clear if a member has a legal claim. For example, where a member put in the Case Details on the CASE form;  “I applied for early retirement and was dismissed on 30 June”.  In that case you should seek further advice from other colleagues e.g.  a senior branch officer, Organiser or member of the Case Unit as to how to proceed.  

In some cases you may need to see more documents.  A checklist is set out in step 2 below.

iii. Check time limits

If a legal claim has been identified or you think there may be a legal claim after consulting others as per ii above, check if the claim is still in time.  In most cases the time limit for lodging a claim to an Employment Tribunal is 3 months less one day from the act which your member is complaining about. The most common exceptions are equal pay claims and redundancy pay claims for which the time limit is 6 months less one day. 

Set out below are some examples but if in doubt you should contact your Organiser/Case Unit for further advice on time limits.  Do not guess the time limit, if you do not know or are unsure.  Always seek advice.  The earlier the better


	1. If the member has put that they were dismissed on 30 April 2013 the time limit for lodging a claim for unfair dismissal to an Employment Tribunal is 29 July 2013.

	1. If the member says they asked the employer on 5 June for a new chair because they have a disability and the employer has not responded, you should treat the time limit for lodging a claim for disability discrimination as running from the earliest date i.e when the member asked for the chair.  The time limit is 4 September 2013.

	1. There are a number of members who say that they transferred on 1 April and have not received their overnight allowance since then.  The time limit for a claim for unlawful deduction of wages is ongoing but it is best to refer the CASE form as soon as possible.



 (
NB: if the time limit for lodging an Employment Tribunal claim is less than 28 days away, you must remind the member of the time limit for lodging an ET1 and contact the Region 
immediately
.  You must explain to the member that the Region will advise whether it can put in an ET1 or if the member is responsible for lodging their own ET1.
)
You should submit the CASE form to the Organiser and confirm you have advised the member of the Employment Tribunal time limit.
								
[bookmark: _Toc362339425]Step 2 - Where a legal claim has been identified on the CASE Form and is in time 

Ensure the following is completed:

i. Financial information (Box 7)  -    

Explain to the member that this must be completed because it helps to decide if a fee has to be paid.   The member may be reluctant to provide this information either because they do not have it or because they believe the information is confidential.  If that is the case ask them to complete the remission form and remind the member that if a claim to an Employment Tribunal is assessed as having reasonable prospects of success that is a condition of legal assistance that they provide financial information and supporting evidence.  

In terms of completing the relevant financial information please note the following:

Benefits (Section A)  Where a member has been dismissed, they may not yet be in receipt of benefits.  If they have applied, but not been accepted for a benefit such as Income Based Job Seekers Allowance (JSA), they will need to complete Section B.  

Gross Annual Income (Section B) This is gross income for the year which means pay without deductions for tax and national insurance. The year is the 12 month period back from the date the member completes the form. If the member is completing the form in April/May they can refer to their P60.  If the member is dismissed in October they can use their pay slip and use the gross monthly sum on the pay slip x 12.  The member must state the amount of other income in addition to pay from employment.  The member must state the amount of child benefit and any other benefits such as housing benefit.

Net Monthly Income – the member should also complete the net monthly income.  This is the amount they receive per month less any tax and national insurance.  The easiest way to find this information is from the most recent pay slips.  Pay slips which are more than 4 months old should not be considered when deciding net monthly income. Expenses such as such as mortgage, rent child care, child maintenance or payments under a Court Order can be deducted so it is important that the amounts are completed.  

Please note that it is a requirement of the fee remission system that evidence is provided regarding income.  Where the member has the supporting documents, take two copies and ask the member to keep the original in a safe place.  Explain that the originals will be needed if a claim has to be lodged later.  If the time limit is imminent, explain that the member will need to submit originals or copies which have been certified by a solicitor. 

If the member does not have all this information to hand she or he must be informed that if any application for fee remission is to be made, copy documents will have to be provided.  If they cannot provide them, give the member the fee remission form and guidance and ask them to complete it more than 28 days before the time limit for lodging an Employment Tribunal claim.  

If you are referring the form to the Organiser, because the member is within 28 days of the Employment Tribunal deadline, you will need to inform the member that they must complete the application for fee remission and provide all supporting documents.

If an application for fee remission was not made because the member has failed to provide relevant information or has provided misleading information, the Union reserves its right to recover any fees it has paid.

In exceptional matters only, such as where the member is unable to provide information about their partner because they are subject to domestic violence, or in a divorce, then the Union may waive the right to recover the fee from the member.

 (
NB.   If you are completing the Case Form and the 
Employment Tribunal deadline is within 28 days, you must immediately refer the Case Form to the Organiser
.  Do not delay because financial information is missing.  Instead mark on the Case Form where the financial information is missing and set out in 
Box
 20
 what you have told the member to do, 
e.g
 “the member has been advised to complete the remission form and send to the region by X date”. 
)
[bookmark: _Toc362339426]Documents

The documents are important in supporting your member’s case.  If the matter is to proceed to an Employment Tribunal you will need, as a minimum, the following documents:  

	Dismissal
	Grievance

	Contract of Employment 
	Contract of employment

	Letter of dismissal
	Letter of grievance

	Appeal against dismissal letter
	Appeal against grievance letter

	Suspension letter
	Investigation letter employer

	Investigation hearing union notes/minutes
	Investigation union notes/minutes

	Letter outcome of investigation
	Letter outcome of investigation

	Disciplinary hearing minutes and union notes
	Grievance hearing minutes and union notes					

	Appeal hearing minutes and union notes	
	Appeal hearing minutes and note

	Appeal letter
	Appeal letter

	Disciplinary Procedure
	Grievance procedure

	Redundancy Procedure
	Harassment procedure

	Redeployment procedure
	Bullying procedure 

	Disability procedure

	



 (
Note if the relevant documents have not been included make a note of time limits.  You should ensure all documents are received more than 28 Days before the time limit for lodging an ET1 expires.
)
[bookmark: _Toc362339427]Declaration 

You must explain to the member what this means i.e. that the union will only support a legal claim to an Employment Tribunal if:

1. it has been assessed as having reasonable prospects of success;  and 
1. the fee advance agreement has been signed and completed ; and 
1. a remission application has been signed and completed.  

You must explain to the member that if they give misleading information including withholding documents that UNISON legal support will be withdrawn. 

[bookmark: _Toc362339428]Fee Advance Agreement

You must explain what this means i.e that where a claim has been assessed as having reasonable prospects of success and UNISON’s Solicitors have ongoing conduct of the case, UNISON will pay any fees due.  This is treated as an advance from the Union to the member so that the member does not have to pay the fee upfront.  

If the claim settles UNISON or its Solicitors will seek to recover the fee from the other side.   If the claim wins at Tribunal the Solicitors will seek to recover the fee from the other side.  

Where fees are recovered from the other side in addition to the settlement sum or are Ordered to be paid in addition to compensation awarded by a Tribunal, the fees paid will be reimbursed to the Union.  Where the fees are not Ordered by the Tribunal to be paid in addition to any compensation awarded, UNISON may at its discretion waive its right to deduct the fee advance from any compensation the member receives.

If the claim loses at Tribunal UNISON will write off the fee advance and lose the money it advanced to the member provided the member has complied with the Conditions of Legal Assistance.


You must check that the Declaration and Fee Advance on the Case Form has been signed.

You must explain that the union can only provide legal assistance if both the Declaration and Fee Advance Agreement are signed.


[bookmark: _Toc362339429]Remission 

You must explain to the member that completing a fee remission application is a condition of legal assistance for those that qualify and if it is not completed legal assistance may be withdrawn.  In most cases you will need to explain that even though UNISON will pay any fees up front for a claim which has reasonable prospects of success, the Union has limited resources and therefore expects members who might qualify for fee remission to apply.

Where the member has already lodged a claim and paid a fee, members who qualify for legal assistance are required to complete a further application for fee remission if the claim has been listed for hearing and/or the member has received a notice to pay.  

Explain you can assist in completing the remission form and refer to the remission guidance which is attached at Appendix C, together with two sample filled out remission application forms to assist you in filling out an actual form.  The first is a single male in receipt of benefits and with no partner or case number.  The second is an employed woman with 2 children, a partner and an existing case so there is a case number. 

[bookmark: _Toc362339430]Step 3  - Refer to the Organiser/Case Unit

You should refer the following to the Organiser/CASE Unit as soon as possible.

1. the fully completed CASEForm incorporating the fully completed and signed fee advance agreement;
1. the fully completed and signed remission application;
1. All the relevant documents, ( refer to check list above)
1. If the member has already lodged an Employment Tribunal claim (ET1),  a copy of the ET1 and, if there is one, the employers response (known as an ET3), together with any correspondence with the Tribunal; 
1. Any statements from the member and witnesses where appropriate;
1. [Any certificate from ACAS confirming that the case may be issued.]


[bookmark: _Toc362339431]Step 4 What happens after the case is referred to the Organiser/Case Unit?

The Organiser/Case Unit may do one of the following:

1. Refer back to the branch on the basis that the matter does not have reasonable prospects of success.  In most cases this will mean that you will receive a summary of the advice which explains why the claim does not have reasonable prospects of success.  This can lead to the following responses:

0. The advice includes points you may be able to use to negotiate a settlement in the case.  If it appears that the member may be at risk of being dismissed, the employer may contact her or him to attend a pre termination negotiated settlement meeting.  You can attend and use the information from the advice letter.  Please DO NOT show the advice letter to the employer as it is legally privileged.  Showing the letter to the employer may leave you open to claim of negligence if the employer reduces any offer to settle as a result. [Alternatively the case may be suitable for Early Conciliation]

0. The member still wants to pursue the claim.  They may ask if you can help.  You can give them a copy of an ET1 and guidance, and Remission form and guidance.  You should gently remind them that as the claim has been assessed as having no reasonable prospects of success that they remain responsible for lodging the claim and paying the issue fee or attaching an application for fee remission.  You can inform them that they can  come back to you for further advice later and before a hearing fee becomes payable.

1. Request further documents from member – this is likely to come back to the branch -  in which case you will be need to ensure that you get the documents from the member and refer them to the Organiser well before the time limit for lodging a claim to the Employment Tribunal to allow time for a merits assessment. 

1. Request all financial information  - if the information which you have requested from the member has not been provided within the time limit which you have set out at Box 20, the Organiser will request these directly from you and you will need to chase the member for copy documents.  

1. Refer to the Solicitors who assess the claim as having reasonable prospects and go on record as the legal representative.  In those cases where the branch has been involved in representing the member the Solicitor may need to contact you for further information or as a witness in the case.  

Rarely you may be contacted by the Solicitor or the Organiser/Case Unit for assistance in recovering the fees from the employer. The Organiser/Case Unit will inform you of the outcome.
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Appendix A  - Summary of Fees Payable

What fees are payable?

Claims are split into two categories: Type A and Type B. There is a list of Type A claims (summarised below). Anything which is not on the list is a Type B claim. 

Amount of fee – claim made by a single claimant

	Column 1
Fee Type
	Column 2
Type A claim
	Column 3
Type B claim

	
Issue fee
	
£160
	
£250

	
Hearing fee
	
£230
	
£950

	
Total
	
£390
	
£1,200




The most common Type A claims are :

1. Unauthorised deduction from wages 
1. Claim for a redundancy payment.
1. Complaints under the Working Time Regulations in respect of annual leave, compensation, payment and compensatory rest.
1. Failure to inform and consult under TUPE.
1. A complaint that an employer has failed, wholly or in part, to pay remuneration under a protective award. 
1. Breach of contract, except where the employer’s contract claim is made by way of application as part of the employer’s response to those employee’s contract claims.
1. A complaint that the employer has failed to permit time off for trade union and union learning representatives.  
1. A complaint that an employer has failed to permit time off for trade union activities.
1. A declaration for a Statement of Employment Particulars.
1. A declaration for an itemised pay statement. 
1. Where the employer has refused to allow or failed to pay for time off for ante-natal care.
1. Where the employee has been refused time off for dependants.
1. Failure to provide a written statement for reasons for dismissal.
1. Where prospective employer makes enquiries about disability or health.
1. Claims for breach of the sex equality clause, maternity equality clause.
1. Claims prohibiting discussions about pay.
1. A complaint that a term in a collective agreement is void and unenforceable.
1. Where an employer has refused or failed to pay for time off. 

The above is a summary of the key cases but reference will need to be made to the final Table with the Order.

All other claims namely unfair dismissal, all forms of discrimination and a claim for a protective award under s.188 TULR(C)A 1992 will attract the Type B fees.  

What fees are payable if more than one claim is lodged

If more than one type A claim is lodged, for example, a declaration for a statement of particulars and a claim for unlawful deduction from wages only one fee is payable when issuing the claim plus one hearing fee is payable.

If a combination of type A and B claims are lodged then one type B fee is payable on issuing the claim plus one hearing fee.   It is assumed, if more than one Claimant is bringing a claim then multiple fees apply.  The fees for multiple claims are set out in the columns below:

Part A – Type A claim

	Type of fee
	Number of claimants/amount of fee

	
Issue fee
Hearing fee
	2-10
£320
£460
	11-200
£640
£920
	Over 200
£960
£1380



Part B – Type B claim

	Type of fee
	Number of claimants/amount of fee

	
Issue fee
Hearing fee
	2-10
£500
£1,900
	11-200
£1,000
£3,800
	Over 200
£1,500
£5,700
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Appendix C - Guidance on fee remission (1) and sample filled out fee remission forms (2) 

1.	LINK TO HM COURTS & TRIBUNALS SERVICE FORM T438
	Employment Tribunal and Employment Appeals Tribunal Fees - Do I have to pay them? 

	http://hmctsformfinder.justice.gov.uk/courtfinder/forms/t438-eng.pdf 




2.	see pages 29-30
FIRST OF TWO COMPLETED SPECIMEN REMISSON FORMS 
	Single, male who is in receipt of benefits and does not have a partner. His is a new claim without a case number.


	see pages 31-32
SECOND OF TWO COMPLETED SPECIMEN REMISSON FORMS
	Employed middle-aged woman with 2 dependent children and a partner. Hers is an existing claim (so likely a hearing fee) and so does have a case number. 
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TRIM THIS SECTION

Conditions for providing
assistance

UNISON seeks to ensure that members are provided
with the best possible advice and assistance to achieve
a satisfactory outcorne to matters of grievance and
discipline. UNISON will determine the most appropriate
representative for your case. This may mean
reallocating the case at a later stage and you will be
informed of any such decision.

UNISON representatives and members are expected
under UNISON rule to treat one another with respect.
Failure to do so by a UNISON representative will
entitle you to make a complaint in accordance

with UNISON’s Compilaints Procedure [htip://
www.unison.org.uk/acrobat/B3013.pdf]. Failure

by you to treat your representative with respect

may lead to support being withdrawn from you.

At all times, action taken on your behalf will be on
the basis of agreement reached between you and
your representative about the best way UNISON
can assist you. Throughout the procedure you will
be kept informed and no degision will be made
without first consulting you. You are free not to
accept the advice of your UNISON representative,
and to proceed without UNISON assistance.

The fee advance agresment must be signed if
there is a potential legal claim identified. UNISON
supports claims to an Employment Tribunal,
where a legal claim has been assessed as having
reasonable prospects of success by our solicitors.

UNISON representation is provided on the
understanding that UNISON is your sole representative.
UNISON cannot be held responsible for any costs
or expense incurred if you have opted out from
UNISON assistance or if UNISON representation
has been withdrawn. Nor wili UNISON be
responsible for providing assistance in respect

of any appeal or higher level hearing against a
decision arising from representations made after
you have opted out from UNISON assistance or
after UNISON assistance has been withdrawn.

You are expected to cooperate with your representative
by being honest and frank about any allegation

against you and in respect of any grievance you

have. Your representative can only assist you if in
possession of the full facts. Failure to cooperate

can lead tc UNISON support being withdrawn.

You must notify your representative immediately
if your circumstances change or if any new
information comes to light regarding your case.

You must ensure that your personal and financial
information is accurate and up to date at the time.
If you have given information which is misleading
UNISON have the right to withdraw support.

In the event of UNISON support being withdrawn you
have the right to appeal, to your branch secretary
in the first instance unless notified otherwise.

You must remain a member of UNISON throughotit
any period during which UNISON is providing
advice and assistance to you. This means that

if you are unemployed by reason of dismissal or
redundancy you must pay a UNISON subscription
at the Unemployed Member’s rate; if you gain

new employment within or outside of the areas of
UNISON organisation you must maintain a UNISON
subscription according to your earnings band as
set out in Schedule A of the UNISON Rule book.
UNISON reserves the right to use the details

of your case and outcome in publicity, case

study or learning materials, subject to your

name only being used with your permission.
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Notes to help you complete this form

Please read the following notes before completing the
Case Form. Answering all of the questions now will ensure
that the UNISON representative has enough information to
advise and assist, and will avoid any delays.

The completed Case Form will also help UNISON monitor
casework support to members and if need be, decide if

there Is a legal claim.

In all cases you must complete
sections 1 - 14.

It is essential that all these sections
are completed. All the information
requested should be readily known
to you, or is shown on your pay slip.
If you have any difficulty in answering
any of the questions, your UNISON
steward should be abie to assist you.
Section 4 If you have a disability
which may impact on the way in
which a UNISON representative
would assist you, and you can
identify specific needs (for

example palantype, large print,

or mobility needs for meetings)
please indicate. We need to

know if you have a partner and
children in order to complete the
financial information in 7 below.
Section 5 If you identify with
UNISON’s self-organisation and have
a colleague who you would like to
accompany you to meetings with
your UNISON representative or with
the employer, please give details.
Section 7 must be completed. if an
Employment Tribunal claim needs to
be made and you are on benefits or
low income, a fee will not have to be
paid but you will have to complete

a form known as an application

for a fee remission. You must also
provide the supporting documents

in Section C. If the information

is incomplete an application for

fee remission may be rejected.

Sections 8-9 should only
be completed if they are
relevant to your case.

Section 13 Please read
the following notes before
signing the declaration.

Section 14 Fee Advance
Agreement

Please read the notes Conditions
for providing assistance before
signing this section. You should
only sign this section if you agree
to all the terms in relation to the
fee advance. You should hand the
original to your representative and
ask that you be given a copy. You
should keep this in a safe place for
future reference. It is an agreement
between you and UNISON.

Sections of the form need to be completed by either the
member or the steward assisting the member.

Other sections must be completed by the steward, and by
a senior branch officer or the branch secretary.

If assistance is needed from a regional officer, it is
essential that all sections of the Case Form have been

completed before it is forwarded to the regional office.

When you have completed the
form pass this form to your UNISON
workplace representative. If there

is no UNISON representative

at your workplace, send the

form to your branch secretary.
UNISONGdirect will give you the
name and address of your branch
secretary — phone 0845 355 0845.

Please note the Conditions for
providing assistance on the back
page of this form. You should only
sign the declaration in section 13 if
you agree to all of these conditions.
If you know the name and contact
details for your representative, then
you may detach the conditions
page for your future reference;
otherwise leave the page attached
to the form and it will be returned
to you by the representative

who will deal with your case.

To the workplace
representativi

M Ensure that the member has
completed all relevant sections
1-14, assisting the member
where necessary - if needed,
you can contact the Member
Records staff at your branch or
regional office for information.

M Explain to the member that
the financial information will be
treated confidentially and will
be necessary if an Employment
Tribunal claim has been
assessed as having reasonable
prospects of success.

B In addition, you must
complete sections 13-16.

M If more than one member is
involved, all members will need
to complete relevant section 1-14
of a Case Form and you should
note on each form the name and
workplace of the other members
who have a similar claim.

M If the form has been forwarded
to you complete, enter your
contact details in the box on
the tear—off slip at the back and
return that section of the form
to the member without delay.

M If you should need to refer the
case to a more experienced

UNISON representative or your
branch secretary, please ensure
you forward this Case Form,
with copies of all documents and
correspondence, and a summary
of the actions you have taken.

W if this form has come to you
because the member has no
workplace representative,
please allocate a representative
and enter that representative’s
name and contact details on the
tear-off slip at the back of the
form, and return that section
to the member without delay.

B If you are seeking assistance
from the region, please ensure
that all sections of this form
are completed and sent to
the regional office together
with copies of any documents
and correspondence which
could assist — an incomplete
form is likely to be returned
to you, causing unnecessary
delay in the member’s case.

B You must complete
sections 18-22.

M ¥ you think this case may
involve an application to an
employment tribunal, you must
complete section 19 [the section
on legal claims] and ensure that
the member has signed the fee
advance agreement in section
14 before forwarding this Case
Form and relevant information to
the regional office immediately.

I If the time limit for bringing an
Employment Tribunal claim is
less than 28 days away, you
must contact the Organiser/
Case Unit immediately and mark
the form ‘Urgent assistance
required’. You must inform the
member that an Employment
Tribunal claim will only be lodged
in exceptional circumstances.

M Please sign the form to
confirm that all details on the
form are correct and that the
member is up to date with
UNISON contributions.
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To be returned to, and
retained by, the member

Your case has now been referred to
the UNISON representative whose
name and contact details are recorded
below. Assistance will be provided in
accordance with UNISON’s scheme
for representing members and the
conditions outlined overleaf.

If, following your initial discussions, it is

agreed that the representative will act

on your behalf, any action will normally

be done in consultation with yourself.

Your representative should keep you

routinely informed of any developments, u . i
and you should note short periods of trim thls section
non-communication may simply mean

that your representative is waiting for

someone (for example an employer,

a witness) to respond to a letter or

message. Please respect that most lay

officers are doing a voluntary job in their

own time. However, if necessary, please

feel free to contact your representative

to avoid undue stress to yourself.

COMPLETE THIS SECTION ~ TEAR OFF HERE AND RETURN TO MEMBER

| The name of your
UNISON representative is:

Contact details:
work tel:

mobile:

home tel:

email:

address:
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Case Form UNISON

Membership detalils
If you joined UNISON within ’ ‘

Membership [ i
N:mb::s w ,Z |+ 2 H-a 3 ‘+3 LI. the last 4 weeks - please

give the date you joined

Member’s correspondence details
Title First Name Initial(s) ||Surname

Mes Tora b tates |
Address 1 3 ]+ ACH AN AVENOE B

Address 2 NEWLITOWN -

Town/City ]

o QN — e Postcode

Member contact details
Home telephone number P
| 22l ULS6T
| Mobile telephone number Work extension number

Q7000 g 00000
Abel @ yahoo.w-0iK

Work telephone number

ALy 78910

Home email address Work email address

Voice/Text number

Member personal details

National -
oo 1 | g ‘0 l‘ Valslg ] e [vy]z [ ]oft o] 2o o] M| A

Do you have a partner? Yes ‘/ NoI |

Do you have children? Yes v No ’7 ]

AL &, F "
How many children do you have? 1 ‘ |2 l \/ 3 [ ‘ 4 More than 4 (please state)
Do you have } Please state any -
a disability?¥/N) | YN | access needs
Ethnic origin (please tick one ox only)
Bangladeshi [] Chinese [ Indian [] Pakistani []
Asian UK [J Asian other []
Black African [] ~ Black Caribbean [] Black UK [] Black other []
White UK [ Irish White other [
For members of self-organised groups = details of any SOG officer supporting you
Title First Name Initial(s) ||Surname
Address 1
Address 2
Address 3
Postcode Contact telephone

continues next s [
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B Member employment detalils

Job title/occupation C,F\(LE /L SYRAWT Payroll NumberQ CEOSO SO
Empl t il Empl
commensea (0| Z]|0]8 | 2[ o]0 -] sty 7 | ds 210l |2

Permanent IZ[ Temporary D Casual D Fixed Term Contract D Full-time |:| Part-time D Job share D

powas | 20 | g [£ OR Z22cooe (g /67248
|?ployer Head Office Name CRENTIWE CRARS Lo

lm'eés ! Bosinest  PARK

— PARM  SADE '

Address 3 7 Q‘\)“‘l SH\ s Postcode @ Pl 1. P S .

‘ Workplace Name

COULY Srpe YWome

'Add —

Address 1 ] HOME T(DLUN

I\Addresjz OWE SHIRE

"Addregé 3 Postcode oL AT .

Member financial information

This information is necessary if a claim to an Employment Tribunal is to be made later and will help to decide if a fee

has to be paid.

Section A - Benefits
Income Based JSA [ Income Support [0  Pension Credit Guarantee O  universal Credit a

Scottish Civil Legal Aid D Income Related Employment and Support Allowance I:I Working Tax Credit |:|

Are you in receipt of Child Tax Credit? [] yes One (please tick box)

Have you attached a copy of a letter from the Job Centre/Department for Work and Pensions (DWP)
Her Majesty’s Revenue and Customs (HMRC) confirming the benefit(s) you receive?

Cyes [no (please tick box)

Is the letter is more than a month old: [] yes e (please tick box)
(If you are not in receipt of any of the above benefits but have applied for one of them please go to Section B)

Section B - Gross Annual Income
Gross annual income (before Tax and NI deductions). This is on your pay slip.

Yourself |£ { e Your partner | £ <
O Lis-76 'S, 4.00- 0O

Income from property | £ NI

Income from shares | £
eg, rent W [ ﬁ

or stocks

Child benefit £ Nl &

Income from N l Fy

Pensions £ —Mm

Any other income £ i Income from those £ |
e N

who live with you

Are you in receipt of benefit not listed in Box A above?
Please state the benefit and the amount you receive (eg, housing benefit £50.00 per month) g N l Q
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Section C - Net monthly Income
Net monthly income ~ (after Tax and NI deductions). This is on your pay slip

Yourself |£ 30‘ NG Your partner | £ l OS0. ch
¢
Income from property |£ . Income from shares‘ £
eg, rent NEA or stocks AR}
Income from Child benefit £
Pensions £ VAR niA

Any other income

Net monthly expenses

N / (] ‘ Income from those who live with you

WIS

Mortgage/rent or board ‘E RSO permonth
General living expenses ‘:‘.‘zg\__g - 7per month “
Child care expenses £ N| 51 per month ‘
Child Maintenance £ l8 per mor:th_
Payment under a Court Order g NLe

Have you enclosed?
1. Your last 3 months bank statements

Myes Oro

For your partner [ yes [J no

For you

3. If self employed most recent Tax Returns

D yes D no

For your partner [ yes [ no

For you

5. Pension statement
O yes O no

For your partner [ yes [ no

For you

7. Rent statement/invoica/
tenancy agreement

[ yes O no

For your partner ] yes [ no

For you

2. Your last 3 months pay slips (not more than 4 months old)

9. Official letter showing child maintenance statement

Oyes Cno

For your partner O yes O no

For you

10. Any other documents (e.g from those living with you)

Cyes Cno

For your partner 1 yes [] no

For you

Fitness to practice

(Please complete if member has been reported to their professional body)

Name of registration body

For you Myes Ono
For your partner Eryes Ono
4. Self assessment calculation

For you O yes no
For your partner O yes [ no
6. Child benefit award notice or letter
For you O yes [ no
For your partner Oyes O no
8. Stocks /shares docs/certificate

For you Oyes Ono
For your partner Oyes O no
For you (| yes [ ro
For your partner Oyes (dno
For you || yes Ono
For your partner Cyes Cro

Professional registration PIN number
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ISA Vetting and Barring scheme

Are you barred from working under the Independent Safeguarding Authority {ISA) scheme?
Barred adults list D yes m/no (piease tick box)

Barred childrens list O yes B/no (please tick box)

If you have ticket yes to either of the above, please provide

your Vetting and Barring scheme registration number

Case details (Please use continuation sheet if necessary)
Date of incident (or most recent incident) ( 0 - O~ 29 3

which is the subject of this case

Please give as much detail as possible, including dates of any incidents, meetings or conversations, and who was invoived.
If 2 meeting or hearing has been arranged please give details below. Please attach copies of any relevant correspondence.

T LoosS  Secl\ed becovute TN Lied lede

Fox woorK last Lieelk. T hage o nkﬂ_
_ _ween lake once before and Lhak
o Adue ko heawu W Saca) Cohete

3 \Wu=e. W\\j MAlaeoe soxd Baak

becawuse X wiaS \ate biovee
o 6 mookhs he coo\d Asonss e ]

Date(s) of forthcoming hearing(s) Type of hearing
[ | | '
Date(s) of forthcoming meeting(s) Type of meeting

l_AP?EBL BOHWET  OvSnmSLAL |
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Is there anyone else with a similar claim?

Is there anyone else with a similar claim? [ Jves [#no
Check with other colleagues in the department or your workplace represenative to see if anyone else has a similar claim

If yes, please state the name of the other person or persons and their workplace address

What would be a solution to your problem? - say here how you want UNISON to help you

myYy  Sove  noac\ )

Has anyone other than UNISON advised or acted on your behalf?* O yes E’no (please tick box)
* If yes, please give name and organisation of who has advised/acted and give brief details of advice given or action(s)

taken
Name

Action taken

Declarations

I confirm and agree to the conditions of assistance set out in this Gase Form. | confirm | have retained a copy for
my own future reference. | understand and agree specifically to the conditions of assistance in respect of the fee
advance. | confirm and agree that the information is a true and accurate record. | agree to this information being
shared with a third party in respect of any actions in accordance with the Data Protection Act 1998. | understand
that no information will be disicosed to any external marketing. | confirm my membership is up to date.

Signature of member Date of member’s signature
(W 3l lols)l2]eo]t]3

Signature of branch official Date of branch official’s signature

A, 3(‘0520(3

Name of branch official authorising form Membership number of
(the person handling the case) branch official authorising form

-A_bmach. offcal w|s|al|s|alz|:
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Fee Advance

1, confirm that:
| have been granted Legal Assistance by the Union. | understand and accept that the Union is
authorised to advance Employment Tribunal fees to me on the terms set out below.

| agree:

1.

2.

To accept advances from the Union equal to the Employment Tribunal fees in my
case in the event that my application for a fee remission is rejected.

That these amounts are repayable by me in the event that my Employment Tribunal claim or part of it
succeeds to any extent, whether by settlement, compromise agreement, Judgment or otherwise. |, therefore,
agree and authorise that all sums recovered in my case will be held by the Union (or the Union Solicitors)

to retain (or repay to the Union) the sums advanced and pay the balance to me. | understand that the

Union has instructed its solicitors to take all possible steps to recoup these amounts from the defendants

and that it also has a discretion to waive all or part of the repayment where it considers appropriate.

That | have complied with the Union’s Conditions of Legal Assistance and will continue to do so. | understand
that the amounts accepted under 1 above are repayable by me immediately in the event that Legal

assistance is withdrawn following any failure by me to comply with the Conditions of Legal Assistance.

| acknowledge that the Employment Tribunal fees remain my personal liability and that the
amounts referred to will be paid direct to the Employment Tribunal on my behalf.

Signature of member Date of member’s signature

Aududsle 5]

DS‘LOIB

Workplace representative’s details (i.e. person handling the case)

b [ [2]3[u] s[g[ 7] [™mes

FtName < oo S “Mid Initial(s) |[Surname SACWKET
Addrees'] IS ARWY STeeeET

Address 2

Town/City

SN TTowaIn

County

gy S AWRe

Postcode

CoONNVENO RL

QN \ (L Cl N Position held in branch

[Name

Employer contact - detaiis of manager you have been deaiing with

Braang TRV Y

Address line 1

LOSINESL VPAv\

»Address line 2 725‘1\/\ $\Dé

Town/City

b NN TOWOWN

C"i"ty oY SrRe

Postcode 6?\ 1‘)& Tetephone Number O \ 7_2 L\a SLk .S-q- SC\
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|

Details of action taken

If the member’s complaint is a grievance matter, please confirm whether the member’s complaint has been put in writing
to the employer. If not, please explain the reason for not doing so. Otherwise please enter the date of the letter to the
employer and attach a copy to this form.

APPER L. Lodge®D COUBTINSG HERRING DATE
CTTRED YO REokE . AELBOSE  WNenNRgeR _
SAYEL  SMORT  STRTTED  AS wmemRER  NOT

el EeLAcEL

- Date of letter | <) | u” S‘ 2|01

If the member has been disciplined by the employer, please confirm whether the member has lodged an appeal in
writing to the empioyer. If not, please explain the reason for not doing so. Otherwise please enter the date of the letter
to the employer and attach a copy to this form.

“ES PE AL 1n]  WATUNG capy  AT{a cHED

= Date of letter ‘ ‘

Branch details

Branch Service Group =
Number/Code 6lw|o|!L Cads
Branch Name
unhson C &LAankH
Address 1
LGl STLET
Address 2
Town/City
AN T
County -
Pl Stake
Postcode Telephone Number

3y 2GS ©123% ESLE LT
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Is there a legal claim?

If YES please give the date of the incident and tick one of the options below:  Date:

Breach of contract [l Unlawful deduction from wages N | Holiday pay [

Unfair dismissal M Redundancy J Discrimination [_]
Maternity/pregnancy J TUPE 1 Trade union detriment (]
Protective award [l

Any other (please state) .........cocccciiiieninin s

If you ticked discrimination please state the protected characteristic:

Age [ Disability [J

Gender reassignment [_J Maternity/pregnancy |1
Race [ Religion or belief [

sex I Sexual orientation ]

Please give a brief description of the incident which took place (continue on a separate sheet if necessary).

Jubig ee Disnmussal  AECAUSE SHE WA ATE (ol wofu LAT WeEK . Aagss _
SEE DiIMSSAL.  LETZ. DATED (OMAY  AnD DUCIALNALY  HFEALNG aXOTES OATAD (& ey
ofes AT . NE £a1ols 7o DSMSL Was anlFaue . OTHE WoRkUads
CKE JAacdus and fAUL  wdn ALE  (AZE WD (N THE  SAME HDME AL

MRAL LATE Lt THEA  HAIEN'T AP Sacded _

THE pManaae?. (S ewW AnD 648 waZia) () A RIS HOME W Tet MACQIL L

_AND 0AUC fpRlE

Action taken by branch secretary and regional assistance required

Please state what action you have taken on behalf of the member, what further action you think is needed; give the dates of
any forthcoming meetings or hearings. Please attach copies of any relevant correspondence.

O AenN(ED AT DISCALNAL] MEETNG an 10 MeY

ai
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Check List

Has the member completed Sections 1:14

Yes|/| No| |

Ifa Iegal claim has been identified, has this been discussed with the Crganiser/Case Unit?
Yes| l/ll/ No |:|

Have you explained the declaration?

Yes 2’ No E‘

Have you explained the fee advance agreement and has the member signed it?

r 1
Yes M’ NOD

Avre the following documents attached?

Contract of employment I:‘ Dismissal letter M Appeal letter Iz
Grievance letter I:l Disciplinary procedure ] \/r Redundancy procedure l:‘
Redeployment procedure I:I Grievance procedure ‘__ Sickness absence l:‘

- )
Disability discrimination policy | |  Any other NRTES. OF. DASE+ A A ((AY 0rans Y MAALEMBNT M

Incomplete information will lead to delays and may mean the member loses the opportunity to lodge an
Employment Tribunal claim.

Branch secretary authorisation

Name D& Goobd

Signature Date of branch secretary’s signature
Slol2os

FILE ;GGMBER I FOR REGIONAL OFFICE USE ONLY

CASE TYPE
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Application for a fee remission

Documentary evidence is required in support of your fee remission application. Failure to provide the correct
evidence will result in your application being refused. Please complete in blackinkand CAPITAL LETTERS.

1. About the case

Claim or notice to pay number | UNKNOWN

What is the title or number of ET1

the form you would like the

tribunal to issue?

Name of daimant(s) DANIEL JOHN SMITH

Name of defendant(s) BIGCOM LTD

2. Your details

Gender [IMale  []Female Your address

Surname/family name SMITH THE BASEMENT FLAT
115 HIGH STREET
NEWTOWN

First and middle names DANIEL JOHN ANGLESHIRE

Date of birth [o]a]/[o]8]/[1]e]e]0] Postcode |Nw| 1] [[8]s[ L]

What is your status? v/ Singleperson || Part of a couple

Do you have any children?

|| Yes [yINo IfYes, how many are financially dependent on you?

3. Remission 1 — full remission based on receipt of a specified benefit (or Civil Legal Aid in Scotland)

Do you receive any of
these benefits?
You must provide correctly dated

documentary evidence to show you
recelve one of these benefits.

Income-based
Jobseeker’s Allowance

L

v| Income Support

[ Child Tax Credit

|| Pension Credit quarantee credit

Working Tax Credit and not receiving

[] Income-related Employment and
Support Allowance

D Universal Credit

[\ Scottish Civil Legal Aid (Not Advice and Assistance or Assistance By Way Of Representation)

|| None of the ahove - Go to section 4

4, Remission 2 — full remission based on gross annual income

If you have ticked any of the above boxes - Go to section 6

What is your gross annual Applicant Partner
income?

Paid/Self employment ‘f ‘ ‘f ‘
Gross annual income s your —
total annual income before taxand  INcome from people living with you - lodger or tenant, ‘f ‘ ‘f ‘
other deductions. non-dependent children or relative k
You must provide correctly dated Total pensions - state, private, occupational ‘f ‘ ‘f ‘
documentary evidence to show
your incorne and expenditure. Total benefits - child benefit and other benefits ‘f ‘ ‘f ‘
For more information on how to Money from rents, shares, bonds or other finandal arrangement ‘f ‘ ‘f ‘
complete this section and the types
of evidence required please read the Any other income ‘f ‘ ‘f ‘
leaflet 7438. -

Total gross annual income \f ‘ ‘f \

The gross annual income limits
can be found in the leaflet T438.

| have read the guidance and confirm that my/our gross annual income
|| Exceeds the stated limits - Go to section 5

|| Does not exceed the stated limits - Go to section 6

T438A Appliation for a fee remission {07.13)

© Grown copyright 2013
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5. Remission 3 — full or part remission based on net monthly income and permitted expenditure

What is your net monthly Net monthlyincome
income and expenditure? Applicant Parther
Net monthly income is the tofal Paid/Self employment ‘f Hf

income you receive each month

Net monthly expenses

Housing costs

after income tax, national insurance
and pension contributions have

Income from people living with you

lodger or tenant, non-

been deducted. dependent childrenor £ lls
The answers to these questions relative
will letus calculate howmuch ofa ~ Pension

contribution, if any, you will need

state, private or

Fixed allowances
« partner ‘ £ ‘

+dependent children
{each child)

+general living expenses

fo pay towards the court fee. occupational ‘f ‘ ‘f
¥ y i . Child maintenance
o monm e bt e I L
voluntary agreement, or £
expenditure. Other benefits ‘f ‘ ‘f Child Support Agency
For more information on how to Money from rents, shares, ;
complete this section and the types  bonds or other finandal ¢ ‘ It Child care expenses £
of evidence required please read arrangement P et
N 'ayments under
theleaflel /435 Any other income 5 lle acourtorder £ |
The fixed allowances are set Totalnat ‘ Total net
amounts, see leaflet T438. monthlyincome ‘f ‘ £ monthly expenses ‘f ‘
6. Refund
Are you applying fora o -
refund ofatribunal feepaid | | Yes v No If Yes, what is the date you paid this fee? | | |/| | |/| | | | |

within the last six months?

7. Dedaration and statement of truth

Please ensure that you provide the
evidence required to support your
application as set outin the leaflet
7438,

| believe that the facts and information stated in this application are true. | understand that if I tell you anything untrue in
this form, or the accompanying documents, leave anything out or fail to provide sufficient evidence:

+ My application may be refused and the full fee will be payable

« Any order or process obtained as a result of this application can be revoked

/] I'have attached the evidence needed to support my application

Signature

Date [2]9]/[0]7]/[2]0]1]38]

Fullname | DANIEL JOHN SMITH

Once you have completed this form, please return it with the correct evidence.

= For Tribunal use only

Risk controls
N f tribual Evidence f issi
ame of tribua vidence for remission [ |1 [ ]2 [ ]3 Soriiie
ﬁﬁﬁfg‘e Tribunal fee £
Form number l:l Contribution ‘ £ ‘ Name
Signature ‘ ‘ Amount remitted

Band Date
Name ‘ ‘ Amount to pay
Band ‘ ‘ Date ‘ ‘ Date approved |:|
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Application for a fee remission

1. About the case

Claim or notice to pay number

What is the title or number of
the form you would like the
tribunal to issue?

Name of daimant(s)

Name of defendant(s)

2. Your details

Gender

Surname/family name

First and middle names

Date of birth
What is your status?

Do you have any children?

Documentary evidence is required in support of your fee remission application. Failure to provide the correct
evidence will result in your application being refused. Please complete in blackinkand CAPITAL LETTERS.

2504561/2013

ET1

JOANNE BENN

LAODICEAN PLC

DMaIe |Z Female Your address

BENN 52 FESTIVE ROAD
RINGHAM
BELLINGSHIRE

JOANNE

Lalel/[1]o]/[1]e]7]0]

| Single person

Postcode

|/ Partofacouple

IfYes, how many are financially dependent onyou? |2

] Yes [ INo

3. Remission 1 — full remission based on receipt of a specified benefit (or Civil Legal Aid in Scotland)

Do you receive any of
these benefits?
You must provide correctly dated

documentary evidence to show you
recelve one of these benefits.

Income-based
Jobseeker’s Allowance

Working Tax Credit and not receiving

[ — Income-related Employment and
— Child Tax Credit

L Support Allowance
D Universal Credit

L

|| Income Support || Pension Credit quarantee credit
[\ Scottish Civil Legal Aid (Not Advice and Assistance or Assistance By Way Of Representation)

'¥/] None of the above - Go to section 4 If you have ticked any of the above boxes - Go to section 6

4, Remission 2 — full remission based on gross annual income

What is your gross annual
income?

Gross annual income s your
fotal annual income before tax and
other deductions.

You must provide correctly dated
documentary evidence to show
your income and expenditure.

Formore information on how to
complete this section and the types
of evidence required please read the
leaflet 7438.

The gross annual income limits
can be found in the leaflet T438.

Applicant Partner

Paid/Self employment £2650000 | £15,800.00 |

Income from people living with you - lodger or tenant,

non-dependent children or relative lf U ‘ ‘f Ly ‘
Total pensions - state, private, occupational ‘f 0.00 ‘ ‘f 0.00 ‘
Total benefits - child benefit and other benefits ‘f 1.752.40 ‘ ‘f 0.00 ‘
Money from rents, shares, bonds or other finandal arrangement ‘f 0.00 ‘ ‘f 0.00 ‘
Any other income ‘f 0.00 ‘ ‘f 0.00 ‘

|

Total gross annual income ‘£28,252.40 ‘ ‘£15,800_00

| have read the guidance and confirm that my/our gross annual income

|| Exceeds the stated limits - Go to section 5 || Does not exceed the stated limits - Go to section 6

T438A Appliation for a fee remission {07.13)

© Grown copyright 2013




image18.jpeg
5. Remission 3 — full or part remission based on net monthly income and permitted expenditure

What is your net monthly Netmonthlyincome Net monthly expenses
income and expenditure? Apolicant Part
Net monthly i the total - e
et monthly income is o :
eomeyoy e it monty | Paid/Self employment £1,73655  |£1,130.22 Housing costs £604.45
after income tax, national insurance  Income from people living with you Fixed allowances
and pension contributions have lodger or tenant, non- - partner ‘f 159.00
been deducted. dependent children or ‘f 0.00 ‘ ‘f 0.00 ; P
- «dependent children
The answers to these questions relative (each child) ‘f 488.00 ‘
will letus calculate howmuch ofa ~ Pension
contribution, if any, you will need state, private or +general living expenses £315.00
fo pay towards the court fee. occupational ‘f 0.00 ‘ ‘f 0.00
v — odsted N Child maintenance
oumust provide cortectly dated — Child benefit £14600  |£0.00 e siouit et
evidence to show your income and voluntary agreement, or £000
expenditure. Other benefits ‘f 0.00 ‘ ‘f 0.00 Child Support Agencyl :
For more information on how to Money from rents, shares, ;
complete this section and the types  bonds or other finandal £ 0.00 ‘ £0.00 Child care expenses £436.92
of evidence required please read arrangement p .
'ayments under
the ecflet 7435. Any other income ‘f 0.00 Hf 0.00 i ‘7“)'00
The fixed allowances are set
amounts, see leaflet T438 Total net ‘ “ 1.130.22 Total net ‘
: i monthly income £1,88255  |£1,130. monthly expenses £2,093.37
6. Refund
Are you applying fora o -
refund ofa tribunal feepaid | | Yes v No If Yes, what is the date you paid this fee? | | |/| | |/| | | | |

within the last six months?

7. Dedaration and statement of truth

Please ensure that you provide the
evidence required to support your
application as set outin the leaflet
7438,

| believe that the facts and information stated in this application are true. | understand that if I tell you anything untrue in
this form, or the accompanying documents, leave anything out or fail to provide sufficient evidence:

+ My application may be refused and the full fee will be payable

« Any order or process obtained as a result of this application can be revoked

/] I'have attached the evidence needed to support my application

Signature

Date [2]9]/[0]7]/[2]0]1]38]

Fullname  |JOANNE BENN

Once you have completed this form, please return it with the correct evidence.

= For Tribunal use only

Risk controls
N f tribual Evidence f issi
ame of tribua vidence for remission [ |1 [ ]2 [ ]3 Soriiie
ﬁﬁﬁfg‘e Tribunal fee £
Form number l:l Contribution ‘ £ ‘ Name
Signature ‘ ‘ Amount remitted

Band Date
Name ‘ ‘ Amount to pay
Band ‘ ‘ Date ‘ ‘ Date approved |:|





