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What is this guide all about?

7:15 PM
Access to [nformation is Access to Justice

The Amici Curiae Pro Bono Paralegal Program is a clinic staffed with volunteer paralegals to assist
self-represented litigants complete civil court forms. A group of these paralegals banded together
and we are the authors of this guide.

For the last three and a half years, every Wednesday at 7:15 pm, the Amici Curiae Paralegals saw
the level of anxiety of the self-represented litigants rise. With 15 minutes left in their session, with
their civil Court form awaiting the duty counsel's review, they cannot help but think: now what?

Soon enough, with their approved document in hand, their paralegal instructs them: provide three
copies to the registry for them to stamp, the registry will keep one copy, you keep one copy, and serve
one to the other party. Do this. Do that. It has been a long evening, and with the oral instructions
coming fast, there is hardly enough time to remember everything. Some self-represented litigants
can be seen furiously scribbling notes.

Never mind trying to understand what is going on: at the back of their mind, they know they have a
bigger problem. Now what? they ask silently. Afraid. Bewildered. Anxious.

We could see the cumulative hurdles and resulting frustrations that our self-represented litigant
clients were bearing.

So we decided to form a special Amici Curiae group: the Paralegal Litigation Users Group 5 ("PLUG
5"), to improve access to justice by providing access to information. PLUG 5's original goal was
modest, but by no means simple: to provide our clients with tips on how to prepare and conduct
themselves accordingly when they appear in front of a Judge, Master or Registrar; and to create
checklists and flowcharts to manage their Court case.

What was supposed to be a few sheets turned into a 200-page guide on procedures because we
wanted to give the Amici Curiae clients a document that was comprehensive and understandable.
Legal principles and terms, which the legal profession can take for granted, had to be identified and
re-cast in plain language for the benefit of the Amici Curiae clients.

The guide also addresses concepts that will help the SRL: why it is important to think about costs;
the many ways to save money; what the implications of offers to settle are; why signing Orders is
beneficial to them; and why they should consider bringing a Mckenzie Friend along to sit with them.

PLUG 5 also did something innovative - they worked closely with Ms. Jennifer Muller, a self-
represented litigant, who reviewed the drafts and provided us with her perspective.

And it is gratifying to see how Amici Curiae, which is Latin for “friends of the Court”, continues to
acquire more friends. Judges from the Provincial Court of British Columbia; Justices, Masters,
Registrars, Deputy District Registrars from the Supreme Court of BC; lawyers (one of whom used to
be a self-represented litigant) have all had a hand in clarifying technical issues, suggesting novel
approaches, sharing their perspectives and most importantly, providing moral support.

On behalf of the self-represented litigants that we serve, thank you.



INTRODUCTION

To the self-represented litigant, this guide was written for you. Itis designed to simplify court
procedures in your quest for a legal solution.

Social justice means the law applies equally to all persons. In the judicial system, you should have
the same opportunity to present a legal claim as a person who can afford a lawyer’s services.
However, more often than not, those who cannot afford a lawyer already feel defeated and the gap
between the “haves” and the “have-nots” becomes wider and wider.

This project attempts to bridge the widening gap by offering a practical, hands-on effort; an effort
which involved contributions from all levels of process and perspective. From its inception in
response to an Amici Curiae lecture given by the Honourable Mr. Justice Walker, to numerous
paralegals from multiple areas of law, to other self-represented litigants who have battled a Court
action, the completed project hopes to provide a comprehensive and realistic picture of how to
navigate through a Court file. It highlights what to consider and practical tips which would
otherwise be information exclusive to the legal professionals and their experiences.

While the contributors of the project are not able to provide legal advice, the content of the guide
focuses specifically on procedure: how the process works, why certain procedures are carried out,
what the effect of each turn in the case can mean, how to fill out the proper forms, examples of how
much filing fees are, what other options are available, and useful appendices that can assist for
further explanation or references. The authors have specifically designed the content to bear in
mind several key issues:

1. The guide itself may, in the future, become accessible as an online tool, and so the
hyperlinks and sectioning of information can be condensed for readers who have access to
Internet resources. The guide envisions being adapted for a wide-reaching audience; and

2. Each section explains a specific portion of the civil litigation process. The idea is that you
would be able to simply pull out the section about your current place within the litigation,
for example, preparing for and attending at discoveries, case planning conferences, trials,
etc. In this way, the guide can be read as a whole for the broad picture, or simply referred to
on an as-needed basis. This would be particularly useful for organizations that help self-
represented litigants, such as the Amici Curiae.

Though acutely aware that a project with a scope as large as this will not have the capacity to
imagine all situations, this guide is attempting to at least be a resource that can be understood by
those without any legal training. As there is an overwhelming amount of people who have no other
option than to represent themselves, our offering of procedural explanations and definitions of
legalese can optimistically continue the dialogue and efforts of promoting access to justice and
maintaining an equal approach to our legal system.

This work by the paralegals is part of their commitment to increasing access to justice.
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6. WHAT I SHOULD KNOW ABOUT TRIALS

What I should know about trials
Ordinary Procedures — Before the Trial

Booking a Trial Date
Either the Flaintiff or Defsndant can setithe'case
dawn far Trial. Trial datals) can Be gbtained by
; :_cpmgmiq_g_ Trial Schedull ng, ‘After the data is sat Y
 the Booking party prepares and files a Notice of
Trial (Form 40
Supreme: Court Civil Rule 12-1(2)

File and
serve
Notice of
Trial on
the other

Trial Certificate. Koy

Between 14 and 28 days before the Trial
date both parties must fils a Trial

Certificate (Form 42). !

Suprema Court Givil Rule 12-4(2)

. Trial Record, _
Between 14 and 28 days before the Trial
dateithe garty/that files the Notice of Trial
must prepare and fifs the Trial Record.
Supreme Court Civil Rule 12-3

Note: This is a summary which assumes that the case has been brought with one claim
and one defence. Itis a general summary and is not intended to cover every situation.
It does not constitute legal advice. You may wish to consult a lawyer for legal advice.
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TRIAL

Supreme Court Civil Rules 12-3, 12-4, and 12-5

The forms are found at:

You have decided to proceed with the Trial. It involves a lot of preparation and organization.
As part of that preparation, you need to do the following:

-Trial Certificate

-Trial Record

-Subpoena the witnesses
-Book of Documents

Trial Certificate (Form 42)

Whatis it?
A document that confirms:
1. you will be ready on the scheduled Trial date,
how long the Trial will last (in days),
you have completed all Examinations for Discovery that you intend to conduct,
a Trial Management Conference has been conducted, and
you will give the Registrar prompt notice of any settlement or proposed adjournment of
Trial.
(Supreme Court Civil Rule 12-4(3))

nnHwn

Why is it necessary?
You risk losing your Trial date if you do not file the Trial Certificate (Supreme Court Civil Rule 12-

4(5)).

Who files it?
The Plaintiff and the Defendant - each party must file a Trial Certificate.

When is it filed?
Between 14 and 28 days before the start of Trial. When calculating when to file it, do not include
the date you file it at the Registry or the first day of Trial.
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Where is it filed?
File the Trial Certificate at the Registry location where the Trial is to happen.

HOW DO [ DO THIS?

1. Complete Form 42 (see attached example).

2. Make 3 copies - one for the Court, one for yourself, and one for the opposing party.
3. File it at the Registry.

4. Serve the opposing party with one of the filed copies.

Trial Record

What is it?

A booklet containing documents that provide details about the action and any Court Orders about
the way a Trial should be conducted.

Why is it necessary?
This booklet is used by the Trial Judge as a reference to explain what the litigation is about.

Who prepares it?
The party that filed the Notice of Trial must also file the Trial Record (Supreme Court Civil Rule 12-
3(1)).

When is it filed?
Between 14 and 28 days before the first day of Trial. When calculating when to file the Trial
Record, do not include the date of filing or the first day of Trial.

Where do I file it?
File it at the Registry location where the Trial is to happen.

HOW DO [ DO THIS?
1. Make copies of the following, with tabs in between each document:
a) the filed Notice of Civil Claim (if it has been amended, just include the amended version);
b) any Responses to Civil Claim (if they have been amended, just include the amended
version);

[f there are any of the following, then include them in chronological order, with tabs in between
each document:

c¢) Third Party Notice, Reply, Counterclaim (if any);

d) Demand for Particulars and corresponding Reply (if any);

e) the Case Plan Order (if any);

f) any Court Order that affects how a Trial is going to run (if any);

g) any document required by the Registrar (if applicable).

120 © Law Courts Center Amici Curiae Pro Bono Paralegal Programme 2014



*Settlement proposals or negotiations are never included in the Trial Record.

2. Write on the first page of each document, in the upper right hand corner:

[action number - if it is not already on the document]

[registry location - if it is not already on the document]

[filing date - the date it is stamped by the Registry. If the document was not filed, write the
date that the document was prepared, completed or entered.]

3. Number the pages
When the documents are arranged in order, number each page consecutively at the top centre of

each page.

4. Prepare the Index
List all the documents and the corresponding tab number (optional: you can also include the page
number).

5. Prepare a cover page.

The cover should have the style of proceedings and the contact information of each party. You
should also include the date and place of Trial. See attached sample. The cover and back sheet
should be light blue.

6. Copy, Bind and File it
Make three copies of the Trial Record- one for the Court, one for yourself, and one for the opposing

party.

Bind all the copies using a plastic coil ring or you can staple and cover with black fabric tape. Take
it to the Registry and file it.

7. Serve it.
Serve one of the stamped copies on the opposing party.

Subpoena (Form 25)
This is a document that requires a witness to attend Court on the date specified on the document. [t
is not filed at the Registry (Supreme Court Civil Rule 12-5(33)).

The Subpoena must be served with the witness fees ($20 per day) (Supreme Court Civil Rule 12-
5(35)). If the witness is from out of town, you will need to add on the travel costs on top of the
witness fee (e.g. ferry cost, mileage at $0.30 per km - if travelling more than 8 km to get to the place
of Trial).

If your witness needs an interpreter, you must book a court-certified interpreter. Arelative or
friend cannot translate and interpret for your witness.

An Internet search for “BC court certified interpreter” will help you locate a court-certified
interpreter in your area.

Book of Documents
This is a binder containing the documents you will refer to at Trial. There is no set form or rule in
the way you put together the Book of Documents, but the important thing is that it must be
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organized with an index and tabs between each document. This makes it easy for you to find the
documents when you need them and ensures that you do not keep the judge waiting while you
shuffle through papers.

Here are some ways you can organize your Book of Documents:
e in chronological order;
e by categories; or
e by witness.

Itis a good idea to make three sets of your Book of Documents - one for the Judge (this will be
submitted as an Exhibit), one for the Court clerk, one for the witness or opposing party, and one for
yourself.

*Note of caution: choose your documents carefully. They can make or break your case. For each
document, ask yourself, is it relevant?

Ifyou plan to use visual aids at Trial (e.g. video, drawings, maps), you should let the Registry and
opposing party know ahead of time. You must contact the Registry to arrange for special
equipment, such as a television.

ON THE DAY OF TRIAL
This is a general summary. For more details, see Supreme Court Civil Rule 12-5: Evidence and
Procedure at Trial.

Purpose: You are presenting the strengths of your case to the Judge. A Trial is more often for
deciding the issues than it is about blaming someone.

You need to use other resources, like friends or counsellors, to deal with the pain.
(Credit: Master Baker)

While in the Courtroom:

Dress as if you are going to a job interview and not to a date or party. Choose something
tasteful and clean. It shows respect.
Show up 20 minutes early to get to the Courtroom with your materials. Trials start at 10

a.m. so aim to be at the courthouse by 9:40 a.m. If you are late, the Trial may proceed
without you, get adjourned, or be dismissed if you show a pattern of lateness.

Stand when the Judge arrives and leaves the Courtroom, and never turn your back to the
Judge.

Stand when you speak to Judge so that the microphone can pick up what you are saying.
Speak to the Judge; do not speak to the opposing lawyer/party.

You address the Judge as “Sir”, “Your Honour”, or “Justice”. You might hear a lawyer say to
the Judge “My Lord” or call another lawyer “My Friend” but as a self-represented litigant
you are not expected to use those traditional terms.

Do not ever talk over the Judge. If the Judge starts talking, you stop talking.

(Credit: Justice Walker; How not to wear out your welcome in court, Professor Michael Sporer)
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A typical courtroom

Photo credit: Justice Education Society

The Mckenzie Friend

Think about bringing a friend with you. Sometimes having a friend with you can be helpful for both
you and the Court if they are there to assist with the Trial, but not there to testify for you. This
friend is called a “McKenzie Friend”. The term originated from an Australian case. It means that the
Court can allow a friend to sit with a self-represented litigant for the main purpose of taking notes,
helping to organize and produce documents, or the like. They are NOT to speak for you or be your
advocate. Sometimes a friend might have more objectivity because they are not involved in the
dispute but can look at it from an outsider’s point of view. A friend can help you understand what
the Court is saying or recommending.

There is no formal Court application to have your friend there. Your friend first sits with audience.
You have to ask the Court if your friend can sit with you as a McKenzie Friend and take notes, find
papers, etc. The Judge or Master might not know the phrase, but as long as your friend is not
intruding, the Court will likely permit it.

(Credit: Master Baker)
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Opening Statements

Purpose: to provide a “road map” to how the Trial is going to play out. Summarize the issues and
indicate what kind of proof you will be showing. For example, you might say: “You will hear from
five witnesses who saw the accident, the treating doctor, etc.” and then set out the order of your
witnesses.

Your opening statement should not include detailed evidence.
If you are the Plaintiff, you will give your opening statement first.

If you are the Defendant, you do not give an opening statement after the Plaintiff, unless you
applied for and received a Court Order that says you can OR you have received permission from the
Plaintiff ahead of time. The Defendant provides a statement at the end of the Plaintiffs case. This
protocol is followed strictly and rarely changes..

Prepare an outline if you are nervous. It is fine to give a copy of the outline to the judge and
opposing party as it helps everyone to follow what you are saying. Be sure your evidence will prove
what you say are the facts of your case.

Testimonies

Itis best to give your own testimony before any witnesses (unless you are accommodating an
expert’s schedule). This is so that it does not appear you are tailoring your evidence after hearing
from the witnesses.

Do not read straight from your notes. Itis fine if you need to briefly look ator refer to a documerit,
but be sure to explain to the Judge that it is for you to refresh your memory. Anything you use to
refresh your memory becomes ‘fair game’ to the other party, meaning that the other party may then
access the document you are using.

When the Judge asks you a question, answer the question directly. If you do not know the answer,
say you do not know, but that you will get the answer and let the Judge know when you will have
the answer. The Judge is not being mean; he/she just needs your answer to help understand the
issue(s).

Witnesses
When you are asking questions to the witness, this is called the “Examination In Chief”.

When the opposing party is asking questions to your witness, this is called the “Cross-Examination”.

You will have an opportunity to ask your witness questions again, in response to what they said
during cross-examination. This is the “Re-Examination”.
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Examination In Chief

When it is your turn to ask questions, make sure that you do not ask leading questions. Do not ask
questions that would lead to a “yes” or “no” answer unless you know that it will not be opposed by
the other party or their lawyer (if any). Here are some examples:

Are you a teacher? Not leading - OKAY
What colour was the car? Not leading - OKAY
The car was red, wasn't it? Leading - NOT OKAY
You weren't at the theatre, were you? Leading - NOT OKAY

A Judge needs to assess a witness is trustworthy and believable and that cannot be done if leading
questions are asked.

Ask yourself, why do you want to ask that question? When asking your questions, think about what
the potential answer will be, i.e. ‘If this witness says X, then ask Y'.

Cross-Examination
This is when you get to ask questions to the opposing party’s witnesses. The purpose of this is to
help prove your case or make it hard to believe that witness to weaken the opposing party’s case.

You may want to challenge the witness’ previous statements. If they lied at Trial, you can put their
previously sworn affidavit in front of them and challenge them on what they claimed before.

If you do question a witness’ credibility, you must show the evidence to the witness so they may
have an opportunity to explain the apparent difference in their facts. If you do not show this
evidence, you cannot refer to it later after the witness’ testimony is done.

Re-Examination

After the opposing party cross-examines your witnesses, you will have an opportunity to ask
questions to your own witnesses again but you cannot address the same questions you asked in
your Examination In Chief.

If you are trying to “fix” something in the witness’ testimony, you might just end up flagging an
issue to the Judge. Consider if it would be better to just let it go and not bring it up at all.
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The general procedure:
a) Introduce the exhibit (i.e. the document) to the opposing party to let them know what you

are going to talk about.

b) Show the exhibit to the witness.

c) Authenticate the document - if the other party has not agreed beforehand that the
document is genuine, then you must ask the witness if the exhibit really is what it appears
to be.

d) Did the witness write that document?

e) Does the witness recognize that document?

f) Onceitis acknowledged that the document is genuine, submit the exhibit into evidence (“as
Exhibit __").

g) Now you can ask the witness questions about the relevant portions of the document. Let
your witness tell their own story.

Do:

Do address a witness as Mr., Ms,, Sir, or Madam. Do not use first names.

Do find a way to phrase your question to challenge the witness.

Do question their direct observation of what they personally know.

Do take notes when the opposing party is asking the questions to remind yourself of what
witnesses said or take note of the questions when it comes time to cross-examine the witnesses.

Do Not:
Do not cut the witness off or interrupt them; let the witness answer using their own words.
Do not argue even if you do not like what the witness says.

Making Objections

Stand up if you object to the witness’ testimony. The Judge will stop the opposing party so that you
can say “I want to make an objection” and the Judge will decide whether your objection is
appropriate.

You must have a reason for your objection, and not make an objection just because you do not like
what you are hearing.

Here are some things you can object to:

e Hearsay
Hearsay is when a witness states something that they obtained from another source. This is
not admissible evidence because the witness must only provide information that they
personally knows about. For example:

“Harry told me that Peter faked his signature on the paper.” NOT OKAY
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Exception: it is okay to provide context to what you did if what you heard led you to do
something.
“I called the police because Harry told me that he heard a gunshot.” OKAY

Irrelevant

The question or answer has nothing to do with the issues at Trial. For example:

The Trial is about whether a contract with Company 1 was broken but the witness starts
describing how a contract with Company 2 was broken instead.

Speculation
The question being asked will lead the witness to guess or say things they could not
possibly know about. For example:

A witness is asked, “What did Michael say next to Joanne?” when that witness was not there
during the conversation.

Expert Evidence (i.e. Doctors, engineers, and other certified professionals)
If you intend to use experts at Trial, there are two ways to use them:

1. Expert reports (Supreme Court Civil Rule 11-6); and

2. Expert opinion evidence at Trial (Supreme Court Civil Rule 11-7).

Expert Reports
The expert must be qualified in their field of expertise. An expert cannot be your relative or friend

who has experienced a similar situation. An expert is someone who has the education and
employment credentials and can justify their testimony. The expert provides information that is
usually outside the experience and knowledge of the Judge and/or parties.

Each expert report must set out the following, as set out in the Supreme Court Civil Rule 11-6(1):
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(a) the expert's name, address and area of expertise;
(b) the expert's qualifications and employment and educational experience in their area of
expertise;
(c) the instructions provided to the expert in relation to the proceeding;
(d) the type of opinion that was asked from the expert and what that opinion relates to in
the proceeding;
(e) the expert's opinion respecting those issues;
(f) the expert's reasons for his or her opinion, including
(i) the facts the expert was given to base their opinion on;
(ii) a description of any research done by the expert that led them to form their
opinion, and
(iii) a list of every document, if any, relied on by the expert in forming their opinion.
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An expert report needs to be served at least 84 days before the first day of Trial. [fyou are served
with an expert report by the opposing party, you have 42 days to serve your own expert report in
response to their expert report.

Expert Opinion Evidence at Trial

You should give as much notice as possible to your expert, or the opposing side for their expert, that
you require their attendance at Trial. Often medical specialists will need to know months in
advance because of their busy schedules.

Only call on an expert to testify if necessary. Their attendance should be to clarify the contents in
their report or make it more understandable. If the expert report is clear and uncontested, there is
no need to spend the time and expense of having the expert attend at the Trial.

During Adjournment (also known as the morning/afternoon breaks)
During a break (usually around 11 a.m. and 3 p.m.), a witness cannot speak to anyone about the
case. That includes you.

Closing Statements
Outline the evidence that supports your case and explain why the Judge should grant judgment in
your favour. At this time, you can point out the errors in the opposing party’s case.

The Plaintiff speaks first and then it is the Defendant’s turn. After the Defendant speaks, the
Plaintiff can reply to any new issues the Defendant raised during their closing statement.

Less is more: keep emotions and accusations out of it, because those are not relevant to your case.
Watch the Judge carefully to see if they are following your argument. Listen carefully to what the
other party or the other lawyer says and see if you can respond to or challenge their claims.

(Credit: Justice Walker; How to Help the Judge / Master Give You What You Are Seeking, Martha
Metzner)

The Decision

The Judge’s decision is called their “Reasons for Judgment”. These reasons may be released on the
same day or the Judge may reserve judgment, which means the Judge will consider your case and
make a decision at a later date. Sometimes a decision is released within weeks or several months
later. The written decision will be sent to you by the Registry.
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PRE-TRIAL: Forms
(Supreme Court Civil Rules, BC Reg 168/2000, Rules 12-3, 12-4, and 12-5)

1. Form 42 - Trial Certificate
2. Trial Record and Index
3. Form 25 - Subpoena to a witness
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Sample Form 42: Trial Certificate

(Supreme Court Civil Rule 12-4 (1))

No. S$123456
Vancouver Registry

In the Supreme Court of British Columbia

Between:
Jane Doe
Plaintiff
And:
John Smith
Defendant
TRIAL CERTIFICATE

Filed by: The Plaintiff, Jane Doe
I, Jane Doe, the Plaintiff, CERTIFY THAT:
1. ['will be ready to proceed on the scheduled Trial date, 21/Sep/2015, at Vancouver.
2. My current estimate is that the trial will last 5 days.
3. [ have completed all Examinations for Discovery.
4, A Trial Management Conference has been conducted in this action.

If the aclion is settled before Trial, I will give the Registrar prompt notice of the settlement.

Gt

6. I will give the Registrar prompt notice of any proposed adjournment of the Trial.

Date: 31/Aug/2015

Signature of Jane Doe
X filing party
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Sample Trial Record & Index

No. S123456
Vancouver Registry

In the Supreme Court of British Columbia

Between:
Jane Doe
Plaintiff
And:
John Smith
Defendant
TRIAL RECORD
Jane Doe JANE DOE
1234 Candylane Crescent Appearing in Person
Vancouver, British Columbia.
Telephone: 604-689-3281
Clarke & Co. BOB CLARKE
0101 Blane Street Lawyer for the Defendant

Victoria, British Columbia

Telephone: 250-987-6543

Fax: 250-987-3210
Dates of Trial: Sep 21-25, 2015

Place of Trial: Vancouver, British Columbia
Trial Record prepared by: the Plaintiff
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In the Supreme Court of British Columbia

Between:
Jane Doe
And:
John Smith
INDEX
Tab Document
1. Notice of Civil Claim
2. Response to Civil Claim
3 Demand for Particulars (if any)
4. Reply to Demand for Particulars (if any)
5. Case Plan Order
6. Order

132

No. 5123456
Vancouver Registry

Plaintiff

Defendant
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Sample Form 25: Subpoena To A Witness

(Supreme Court Civil Rules 12-5 (32) and (36))
*Be sure to serve the subpoena with witness fees

No.S123456
Vancouver Registry
In the Supreme Court of British Columbia

Between
Jane Doe
Plaintiff
and
John Smith
Defendant
SUBPOENA TO WITNESS

To: Bob Law
4567 Crescent Road
Victoria, BC V6T 18H

TAKE NOTICE that you are required to attend to testify as a witness at the place, date and time set
out below. You are also required to bring with you all documents in your possession or control
relating to the matters in question in this proceeding:

Please note the provisions of the Supreme Court Civil Rules reproduced below.
Place: The Law Courts, 800 Smithe Street, Vancouver, B.C. V6Z 2E1
Date: 21/Sep/2015

Time: 10 a.m.

Date: 15/Aug/2015

Signature of Jane Doe

X party serving subpoena
Rules 22-7 (5) and 22-8 (4) of the Supreme Court Civil Rules state in part:
“22-7 (5) ..if a person, contrary to these Supreme Court Civil Rules and without lawful excuse,
(a) refuses or neglects to obey a subpoena or to attend at the time and place appointed
for his or her examination for discovery, ...
then
(H if the person is the plaintiff or petitioner, a present officer of a corporate plaintiff or
petitioner or a partner in or manager of a partnership plaintiff or petitioner, the Court may
dismiss the proceeding, and
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(8) if the person is a defendant, respondent or third party, a present officer of a
corporate defendant, respondent or third party or a partner in or manager of a partnership
defendant, respondent or third party, the Court may Order the proceeding to continue as if no
Response to Civil Claim has been filed.
22-8(4) A person who is guilty of an act or omission described in Supreme Court Civil Rule 12-5 (25) or 22-7 (5),in
addition to being subject to any consequences prescribed by those rules, is guilty of contempt of Court and subject to the
Court’s power to punish contempt of Court.”
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APPENDIX F: SELF-REPRESENTED LITIGANT’S SCBC CIVIL
ACTION CHECKLIST

Client Name:

Date of 15t AC Paralegal:
Session:
Date of 2d AC Paralegal
Session:
Date of 31 AC Paralegal
Session:

o ;_ﬁ_,[‘;‘e]-')

1 Claim (Form 1)

Notice of Civi

Rules 3-1, 3-2, 3-7, 4-1, and 4-3 (] Due:
The Plaintiff files a Notice of Civil Claim within
2 years of the date of loss. After the Notice of [ Filed:
Civil Claim is filed, it must be served within 12
months.
If the Notice of Claim is not filed within 12 1 Served:
months, the Notice of Civil Claim may be
renewed for a further 12 months. [l Renewed on:
] Served:
Response to Civil Claim (Form 2)
Rules 3-3, 3-7, 4-1, and 4-3 ] Due:
The Defendant files and serves the Response to
Civil Claim within 21 days of being served the [] Filed:
Notice of Civil Claim (in BC).
[] Served
List of Documents (Form 22)
Rule 7-1 [] Served:
The Plaintiff and Defendant each prepare and
serve a List of Documents that sets out the [] Received:
documents in his/her possession that (a)
he/she intends to rely on at Trial (b) could [] Amended
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