
 

 

 

COVID 19 measures in West Yorkshire 

Dear all, 

I really didn’t expect to be writing you all again so soon. Things have 

changed so much in the past few days I know everyone is feeling 

worried and unsure what to do. I have been inundated with requests 

for guidance and requests for information about fees and 

remuneration, how to use Skype and whether the courts will shut.  

I’m afraid I don’t have all the answers and I’m sorry if I haven’t got back 

to every email. I have forwarded the information as I received it but 

realise that some isn’t clear, some conflicts with other information 

and some has made your blood boil. I hope that a sunny weekend 

has put things a little more into perspective. 

One of the things I want to record is my thanks to all our HMCTS staff 

who have worked tirelessly to try to answer your queries and help 

with hearings, particularly the listing team and also to our family 

judges who have rallied round to try to vacate/ adjourn as few 

hearings as possible. I am indebted to HHJ Lynch for her assistance 

with draft orders, Deputy Tribunal President (HESC) Meleri Tudur 

for showing me a Tribunal virtual hearing and to District Judge 



Shepherd who gave up part of her weekend to discuss draft orders 

and new procedures. I should also mention our FDLJ, Cobb J, who 

has pulled out all the stops to ensure that our queries were sent to 

the right people and enabled some to be answered ASAP. 

I have been holding regular telephone and Skype meetings with 

members of the bar and solicitors in to find out what information they 

need and what concerns they have. I am grateful to Sara Anning, 

Kerry Barker, Joanne Coen, Jayne Pye, Lisa Philips, Jacqui 

Thomas and Charlotte Worsley for giving their time (and continuing 

to do so) to discuss issues of concern. Finally – it’s starting to 

become an awards ceremony!- on the technical front, Iain 

Hutchinson, Rebecca Musgrove and Will Tyler QC have been 

extremely helpful with the issues we face getting to grips with Skype 

and explaining PowWow/Zoom and Teams. 

Where are we now? Cafcass staff are working from home and most 

social workers are working to a very different pattern. Contact 

centres have shut and there is a real difficulty in maintaining 

assessments of parents and others. I will be meeting (remotely) with 

the local authority lawyers tomorrow and will feedback from that 

meeting to you all. You will no doubt have heard that several Judges 

in West Yorkshire are ill or need to self isolate. Our welcome to HHJ 

Kloss has been postponed and we will say goodbye to HHJ Lynch 

by Skype at this rate…. 

The default position for family hearings is that they will be conducted 

by Skype or telephone. This will ensure the safety of all. Please see 

below a really helpful guide to Skype written by Iain and Rebecca 

with input from Judge Lynch. I hope it will help those -like me- who 

hadn’t used it before. The guidance may change and the system for 



Skype hearings may adapt, for example clerks may become the 

hosts rather than judges. If you encounter problems and then find 

solutions which may be worth sharing, Iain and Rebecca are willing 

to keep updating the guidance. 

I know that one of the main concerns is ensuring you are remunerated 

for the work you do and Mr Justice Cobb has been putting pressure 

on the LAA to circulate guidance as soon as possible. Confusion 

about FAS forms and whether pre hearing discussion time will be 

paid have obviously been of concern. I am sure there will soon be 

reassurance on that front and that those advocates who were 

worried that the only way to get paid was to insist on a hearing at 

court will be reassured. I will help if there are missed FAS forms or 

other practical issues. 

We must ensure that as few people as possible attend court as 

possible to protect our staff and keep the family justice system 

running. Longer cases may be postponed in the immediate future 

but there is no reason why we shouldn’t look at Zoom and Virtual 

courts to get them up and running soon. 

Quite naturally, our main focus has been on public law cases. We will 

need your help with urgent ICOs. We will triage them to see how 

urgent they really are (ie does time for service really need to be 

abridged?) and we won’t be listing them until we know whether 

interim threshold is agreed, what the issues are for determination 

and whether the hearing will be conducted by submissions or oral 

evidence. We will need to know who is giving evidence, on which 

issues and whether there is a need for an interpreter etc. All of this 

is vital before we can allocate to a judge for hearing. Not all judges 

will be able to hear longer cases.  



I will circulate specimen orders for remote hearings before close of play 

today and I will issue guidance on non molestation orders and 

private law children cases as soon as I can. The situation will 

inevitably change. You will no doubt find errors and omissions. 

Please remember we had no warning of Covid !9 and our staff are 

doing their best.  

 

Keep calm and stay safe and well, 

All best wishes, 

Nancy Hillier 

23 March 11am. 

HHJ.Nancy.Hillier@ejudiciary.net  

 

Remote Hearings – West Yorkshire Procedure.  

Remote Hearings Overview  

1. At present within West Yorkshire there are two types of remote hearings 

i. Audio Only: Where there is a clerk or Judge in a court room with a DARTS or 

other recording device, an unrecorded conference call on loudspeaker will be 

recorded by DARTS. Where that is not possible – as may become increasingly 

frequent – we will need to use BT Meetme recorded conference calls. Thes can 

be set up by Court staff who will need all the dial in details for them. There are 

currently a limited number of lines. I have asked for more. 

ii. Audio & Video: This is provided by ‘Skype for Business’. It is proposed this be 

used for the majority of hearings.  

 

Audio only Conferences – how to take part. 

BT Meet Me Recorded  

mailto:HHJ.Nancy.Hillier@ejudiciary.net


1. This is the system that has been in place for Courts to conduct telephone hearings. It 

requires the Court or the Applicant to pre-arrange what is in effect a conference call 

for a set time.  

2. Such meetings can only take place in set time slots and cannot be flexible.  

3. When these have been used in the past sometimes the Court clerk has dialled the 

advocates who then have a couple of minutes before the hearing before connecting to 

the Judge for the hearing. In other instances advocates have dialled in. For some 

individuals calling from a mobile phone rather than a landline this seems to create 

difficulties and they are unable to connect. It is understood BT will have an 0800 

number and a local number that can be tried.  

4. The disadvantage of this system is that it doesn’t allow for discussions between 

advocates for the hearings. I suggest that you use PowWow or some other form of 

discussion group to hold pre hearing discussions. 

5. This works well for Litigants in Person as they can be called when the hearing is due 

to start and can connect.  

6. This system does record hearings which is therefore in accordance with the current 

guidance.  

7. We aren’t the only ones who will be using this type of service. Demand may be heavy 

and we may have to look aIternative ways of recording.  

 

Audio & Video Link – SKYPE FOR BUSINESS 

Overview 

1. There are lots of guides and advice documents and videos in circulation. There will be 

teething troubles but we have to put something into place now. Once set up, the 

process can operate smoothly and will allow for pre-hearing discussions, the recording 

of the hearing and for the matter to be ‘stood down’ for further discussions if required.  

  

2. There are many different types of software that can provide video conference facilities. 

For example listed below are some of the most common that you may already use: 

a. Skype for Business 

b. Skype 

c. Microsoft Teams 

d. Zoom  

e. Amazon Chime.  

  



3. All practitioners will be aware of the HMCTS Guidance that the Judiciary all now have 

‘Skype for Business’ on their electronic devices. In order for video hearings to take 

place, you will need access to Skype. 

  

Compatibility with ‘Microsoft Teams’  

4.  A large proportion of Court users will already have access to ‘Microsoft Teams’, this 

is the latest software provided by Microsoft. It is designed to update and replace ‘Skype 

for Business’. Microsoft’s intention is that by 31 July 2021 it will entirely replace ‘Skype 

for Business’. As a result it is provided as part of the Office 365 package and a 

significant number of Solicitor’s firms/chambers already use it. 

  

5. The Judicial system does not yet use Microsoft Teams and unfortunately, whilst it is 

technically possible, it is not straightforward to host virtual meetings/hearings where 

the Court and some advocates are using ‘Skype for Business’ and some of the 

advocates are using Microsoft Teams. The focus has to be setting up a straightforward 

and easy to use system. For that everyone has to use to same service. The service 

will be ‘Skype for Business’ for the immediate future.  

 

6. For those users who use Microsoft Teams regularly, there is no requirement to uninstall 

it and replace it with ‘Skype for Business’. As long as you install ‘Skype for Business’ 

as well then you will be able to engage with remote court hearings.  You can continue 

to use Microsoft Teams internally within your business. 

 

7. This document will provide guidance on the following 

 

a. User Guide 1 – Downloading ‘Skype for Business’ 

b. User Guide 2 - How Hearings will Be Arranged And Function – For 

Laptop/Desktop Users 

c. User Guide 3 - Guide On How Hearings Will Operate – For iPad And iPhone 

 

USER GUIDE 1 – DOWNLOADING ‘SKYPE FOR BUSINESS’ 

1. All advocates will need to download ‘Skype for Business’. Follow the steps below.  

a. Windows users: https://products.office.com/en-gb/skype-for-

business/download-app?SilentAuth=1 Download the ‘free basic client’ 

b. Mac Users: https://www.microsoft.com/en-us/download/details.aspx?id=54108 

c. IPad/Iphone: Search for ‘Skype for Business in the app store. 

https://products.office.com/en-gb/skype-for-business/download-app?SilentAuth=1
https://products.office.com/en-gb/skype-for-business/download-app?SilentAuth=1
https://www.microsoft.com/en-us/download/details.aspx?id=54108


  

2. NOTE: ‘Skype for Business’ and ‘Skype’ are two different products. You must 

download ‘Skype for Business’. 

  

3. Once you have downloaded Skype for Business you will need to sign in, or if you don’t 

have a Microsoft account,  create an account. Where possible please take every effort 

to sign in using your existing work email address.  

 

USER GUIDE 2. HOW HEARINGS WILL BE ARRANGED AND FUNCTION – FOR 

LAPTOP USERS 

1. In advance of the hearing the Applicant will need to inform the Judge of the email 

addresses of all the advocates. All advocates must have completed the prior steps and 

have ‘Skype for Business’ installed.  

  

2. In advance of the hearing all advocates 

will receive an email inviting them to the 

meeting, it looks like a normal email for an 

advocates meeting. The subject will be 

[insert format here, i.e. case number – 

case name]. Please accept the invitation.  

 

3.  When you have accepted the meeting, 

the email invitation will then disappear from 

your inbox. The meeting will remain in your 

calendar at the time and date of the 

hearing. 

  

4. Pre-hearing discussions will take place 

one hour in advance of each hearing.  

 

5. One hour ahead of the hearing click ‘Join Skype Meeting. This will enable advocates 

only to participate in a discussion without the Judge being present. It will also enable 

Judges to conduct other hearings whilst discussions are ongoing without impacting on 

their own laptop/devices. The Judge will be unable to hear any discussions that take 

place.  

 



6. When the advocates click ‘Join Skype Meeting’  they will be taken to the following page 

in their web browser. You can join the meeting by selecting either option. If you have 

already downloaded Skype for Business, Select ‘Join with Skype for Business 

(Desktop)’  

a. If you have not already downloaded ‘Skype for Business’ then if you click the 

top link ‘install and join with Skype Meeting App (web browser)’ a download will 

begin that will add an extension to your web browser so you can join via your 

web browser. 

 

 

7. Some users may get this pop-up message – just press ‘Open Skype for Business’ 

 

 

 

8. You will then be taken to the following page 



 

9. Click the option that says use Skype for Business (full audio and video experience) 

and then click ok. 

 

10. You will then be taken to the following page 

 

 

 

 

 

 

 

 

 

 

11.  Some Users will have a pop-up from Windows Security Alert. Tick the box to allow 

communication on private networks. Then press allow access.  



 

 

 

USING ‘SKYPE FOR BUSINESS’ DURING THE HEARING.  

12. This is the window that the meetings 

will take place in.  

  

13. The blue buttons at the bottom 

control your video camera, and 

microphone.  

 

14. Video: press the blue button, a 

preview will come up showing you 

what the camera can see. When 

you are ready press ‘Start my 

video’. 

 

15. The Microphone button controls whether you are muted or not. If you are entering the 

hearing and there is likely to be background noise, please mute your microphone when 

you are not speaking.  

 

16. There is a messaging function within the call. (on some screens and devices it will be 

on the right) but in the image below it is in the bottom left. 



 

17. Everyone in the call can see 

the messages, including the 

Judge when they join the 

meeting.  

 

18. Use the chat as appropriate. 

As advocates become more 

familiar the uses of the in-call 

chat will become clearer, e.g. 

it could be used to clearly set 

out an agreed timetable so everyone is (literally) on the same page.  

 

 

 

19. At the relevant time the Judge who organised the meeting will then join the call. 

 

20. Recording: Recording of the hearing will be the responsibility of the Judge. The Judge 

will be able to record the Remote Hearing through their device. When the recording 

starts a yellow box will appear that says the recording has started. A similar message 

will also appear when the recording stops. 

 



21. As the host of the hearing the Judge will have an option to view/manage audio 

recordings. The Judge will be able to play back and listen to the audio recording. 

Clarification is currently being sought on where these recordings will be stored.   

 

22. Once the hearing has 

finished all advocates and 

the Judge click the red 

telephone button to end the 

video and audio call. This 

ends the video/call but 

you will remain a 

participant of the meeting 

and can rejoin at any time. 

 

 

 

 

 

 

23. One advantage of this method is that whilst the Judge is the ‘host’, the virtual meeting 

is not incumbent on the Judge’s presence, hence the ability for pre-hearing discussions 

to take place. If the matter needs to be ‘stood down’ the judge can leave the meeting, 

allow for discussions and then re-join. Likewise if advocates need to discuss matters 

after the hearing then the Judge can leave the call so only the advocates remain.  

 

24. Whilst you are on the video call you should be able to still access any word document 

that contains notes and/or PDF with an electronic bundle. If you click the word icon or 

PDF icon on the bar at the bottom of your screen then the video call should reduce to 

a smaller box/screen so that you can see both. 

 

GUIDE ON HOW HEARINGS WILL OPERATE – FOR IPAD AND IPHONE 

25. Once you have downloaded ‘Skype for Business’ on your iPad or iPhone and logged 

in, it will provide a list of your upcoming meetings/hearings. The app is very intuitive.  

Select the hearing you wish to join, press ‘join’ and from there the steps/in-meeting 

controls are very similar to laptops. 


