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EMPLOYMENT TRIBUNAL 

PREPARATION AND REPRESENTATION 

 

 
 

A: PLEADINGS 
1. The preparation of appropriate pleadings 

 

ET 1 Claim form ET 3 Response form 
1. Taking instructions  

[in person / by phone / via Email] 
2. Preparation of case overview 

[including (a) legal basis of claim (b) 
case summary (c) evidential issues 
(d) initial schedule of loss 

3. Preparation of pleadings and ET 1 
form for filing and service 

1. Reviewing ET 1 form 
2. Raising interrogatories for 

preparation of defence 
3. Considering responses 
4. Producing Case Overview 

(a) Legal basis for claim (b) case 
summary Claimant and Respondent 
(c) evidential issues (d) areas of 
concern 

5. Preparation of Pleadings and ET 3 
form for filing and service 

Payment due within 7 days of filing and 
serving the ET 1 form 

Payment due within 7 days of filing and 
serving the ET 3 form 

Time Cost £ 400 Time Cost £ 400 
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B: CASE MANAGEMENT 
2. The undertaking of appropriate Case Management Tasks 

 

DISCOVERY 
1. Seeking the provision of documents 

from the Claimant 
2. Seeking responses to the contents 

of the ET 3 
3. Seeking proof of mitigation from 

Claimant 
4. Preparing disclosure  
5. Providing disclosure 

1. Requesting documents for discovery 
2. Preparing lists and bundle index 
3. Seeking comments on Claimants 

discovery and rebuttal evidence 
4. Preparing paginated bundle 
5. Discovery of bundle 

WITNESS STATEMENTS 
1. Taking detailed instructions on the 

preparation of witness statements 
2. Providing guidance to the 

preparation of the statement and 
how to act as a witness 

3. Preparing the draft witness 
statement 

4. Producing the agreed witness 
statement 

1. Preparing draft statement 
2. Providing guidance on statements 

and how to act as a witness at 
tribunal 

3. Agreeing and discovery witness 
statements 
 
 
 
 

MEDICAL EVIDENCE 
1. Where necessary preparing the 

instruction letter for medical reports 
2. Undertaking the necessary tasks to 

prepare and discover supporting 
medical evidence 

1. Were necessary seeking joint 
instruction of medical expert 

2. Undertaking necessary tasks to 
ensure Respondents evidence is 
before the Tribunal  

MISCELLANEOUS POINTS 
Dealing with such miscellaneous points as 
may arise during Case Management 
Including telephone case management 
discussion and preparation of specific 
evidence as required 

Dealing with such miscellaneous points as 
may arise during Case Management 
Including telephone case management 
discussion and preparation of specific 
evidence as required 

Payment due once discovery and 
statements have been served on the 
Respondent 

Payment due once discovery and 
statements have been served on the 
Respondent 

Time Cost £ 800 Time Cost 800 
CASE MANAGEMENT DISCUSSION 

Time Cost of having to attend Case 
Management Discussion in person 
£ 400 

Time Cost of having to attend Case 
Management Discussion in person 
£ 400 

PRE HEARING REVIEW 
Time Cost of having to attend Pre-
Hearing Review 400 

Time Cost of having to attend Pre-
Hearing Review £400 
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Expenses 

1. Mileage (as defined by RAC Route Finder)  45p per mile 

2. Taxi fares (where necessary – recovered on production of receipt) 

(1)   Train station to hotel 

(2)   Hotel to Train station 

(3)   Hotel to Tribunal 

(4)   Tribunal to Hotel 

3. Standard Train fair were necessary (to be agreed in advance) 

4. Standard Flight fair were necessary (to be agreed in advance) 

5. When staying in hotel £ 25 subsistence  

6. Hotel costs up to £ 120 per night (to be agreed in advance) 

7. Photocopying 5p per sheet 

 

C: CASE PREPARATION 
3. Preparing the case for hearing 

 

1.   Perusing evidence and witness statements 

2.   Preparing Skeleton Argument 

3.   Preparing Chronology 

4.   Preparing Issues list / cross examination schedule 

 

Payment due on production of Skeleton Argument and Chronology 

Cost £ 400 

 

D: TRIBUNAL ATTENDANCE 
4. To the attendance at Tribunal for a one-day hearing 

 

 Cost: £ 500 

Payment due 7 days before the date of the hearing 

 

5. For each additional day at tribunal 

 

Cost: £ 400 

 Additional days at tribunal due 7 days before the date of the hearing 
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E: SETTLEMENT 
9. If the matter settles between (1) completing the pleadings (2) case 

management (3) during case preparation (4) Tribunal attendance. 

 

1.   Preparation of Draft settlement terms 

2.   Undertaking necessary settlement negotiations 

3.   Payment to representative on settlement   £ 260.00 

 
F: INDEMNITY 
10.   Instructions to be confirmed within written agreement  

11. Representatives hold Indemnity insurance £ 100 000 for each incident. 


