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Frequently Asked Questions 
 
CRM14 applications for Criminal Legal Aid.  

 
1. What are the processing targets for Legal Aid applications?  

 
1.1 What are the processing targets for legal aid applications? 

 
Criminal Applications Teams (CAT) Key Performance Indicators (KPI) 

 90% of applications, administrative Interest of Justice (IOJ) appeals and referral to 
National Courts Team (NCT) processed in 2 working days following the date of receipt. 

 
National Courts Teams KPI’s 

 90% of complex applications in 2 working days following the date of receipt within NCT. 

 90% of hardship applications in 2 working days following the date of receipt within NCT. 

1.2 Can I request that an application is dealt with as a priority?  
Applications are dealt with in order of receipt. Should you be unable to act unless the outcome of 
Legal Aid is known, you may make an application to the Bench at Court for the request for Legal 
Aid to be prioritised. The court will then escalate the case with the Legal Aid Agency and it will be 
dealt with as a priority.    
 
For urgent extradition and terrorism proceedings, please see Section 17. 

 
2. Where your work will be processed and contact details  

 
2.1 Where will my application be processed?  

The LAA has three processing teams which are known as the Criminal Applications Teams (CAT) 
to deal with this work and are based in the Nottingham, Liverpool and Birmingham offices. Your 
application could be processed at any of the three sites. Contact points for queries in relation to 
your application will depend on which magistrate’s court you initially attended. 
 

2.2 Do you need to contact the CAT to request the MAAT number?  
No. When you apply using the CRM14 eForm the MAAT number is provided in the message you 
are sent notifying you of the outcome of your clients application once it has been processed and 
can be viewed in the messages tab of the eForm portal. It will also be displayed on the 
Representation Order. 
 

2.3 What are the contact details for CAT?  
 

A single telephone number should be used for enquiries about criminal legal aid applications: 

Criminal applications helpline 

9am to 5pm Monday-Friday 

excluding bank holidays 

0300 200 2020 

 

The office you need to send your application to will usually depend on where a case is being 
heard however certain types of applications have a designated team/site: 
 

 Applications for retrials should be sent to Liverpool CAT 

 Applications for civil contempt and part 1 civil injunctions should be sent to Nottingham 
NCT (these can be emailed) 
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 Applications relating to extradition and terrorism are dealt with by a small team of 
specialists in Nottingham CAT and Nottingham NCT. 

 
Details of where any applications not detailed above are processed, listed by which magistrates’ 
court is or would be hearing the case, are available to download from the gov.uk website: 
 
www.gov.uk/government/publications/simplifying-criminal-legal-aid-processing 
 

Applications and correspondence including for ancillary processes (see section 17 – 23) can be 
posted to the relevant CAT office (depending on the court you attend). The address details for 
each CAT office are: 

 
 
 
 
 
 
 
 

 
 
NOTTINGHAM CAT (for the following CJS areas): 

 Derbyshire and Nottinghamshire 

 Leicestershire, Rutland, Lincolnshire and Northamptonshire 

 London Central and South  

 Humberside and South Yorkshire 

 Lancashire and Cumbria 
 

CAT Nottingham: 
Legal Aid Agency CAT 
First Floor, Fothergill House 
16 King Street 
Nottingham 
NG1 2AS 
DX: 10035 Nottingham 1 
Email: NottinghamCAT@legalaid.gsi.gov.uk 
 

 
 

BIRMINGHAM CAT (for the following CJS areas): 

 West Midlands and Warwickshire  

 Staffordshire and West Mercia 

 Bedfordshire, Cambridgeshire, Essex, Hertfordshire, Kent, Norfolk, Suffolk, Surrey, 
Sussex and Thames Valley 

 Avon & Somerset, Devon & Cornwall, Dorset, Gloucestershire, Hampshire & Isle of Wight 
and Wiltshire 

 North Wales, South Wales, Dyfed Powys and Gwent 

 Northumbria, Cleveland, Durham, North Yorkshire, West Yorkshire 
 
CAT Birmingham:  
Legal Aid Agency CAT 
1st Floor, Cannon House 
18 The Priory Queensway 
Birmingham 
B4 6BS 
 

https://www.gov.uk/government/publications/simplifying-criminal-legal-aid-processing
mailto:NottinghamCAT@legalaid.gsi.gov.uk
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DX: 13041 Birmingham 1  
 
Email: BirminghamCAT@legalaid.gsi.gov.uk 
 
 
LIVERPOOL CAT (for the following CJS areas): 

 Cheshire and Merseyside 

 London North and West  

 Greater Manchester 
 

CAT Liverpool: 
Legal Aid Agency CAT                                                                                      
Level 6  
The Capital  
Union Street  
Liverpool  
L3 9AF  
DX: 745810 Liverpool 35 
 
Email: LiverpoolCAT@legalaid.gsi.gov.uk 
 
 

2.4 What are the contact details for Online Support?  
If you are having technical problems using the system, you can call our Online Support team 
0203 334 6664 or email online-support@legalaid.gsi.gov.uk.   
 
Technical support is available Monday to Friday, from 09:00 to 17.00 excluding bank holidays. 
 

2.5 Should I use a CJSM account to email the LAA? 
If you wish to email any information to the CAT which contains confidential information, such as 
client names and dates of birth we would recommend you use a secure CJSM account or 
otherwise ensure the content is encrypted to fulfil your obligations under the Data Protection Act. 
 
To join CJSM, go to www.cjsm.net/ and click on ‘Signing Up’ at: http://cjsm.justice.gov.uk/ 
 

2.6 How do I get the LAA to update their records if my firm has a change of address? 
You will need to arrange for your address details to be updated by writing to your contract 
Manager (on your firms letter headed paper, copies can be scanned and emailed). Once your 
Contract Manager has received your letter they will arrange for Provider Records who then 
update the central MI Hub. 

eForms and the LAA Online portal  
 

3. Set up and access the eForms portal 
 

3.1 How do I get access to the eForms portal? 
If your firm is already using the eForm portal to submit existing eForms like the CRM4 (for prior 
authority) then you should have an eForm system administrator in your firm.  Your eForm system 
administrator will be able to set you up with your own account. Once initial set up is completed an 
account will take 24 hours to register on the system.  

There is a quick guide for setting up new users which you can download from the eForms page of 
the gov.uk site. 
 
https://www.gov.uk/legal-aid-crime-eform 

3.2 What if nobody at my firm is already using the eForms portal  

mailto:LiverpoolCAT@legalaid.gsi.gov.uk
mailto:LiverpoolCAT@legalaid.gsi.gov.uk
mailto:online-support@legalaid.gsi.gov.uk
http://www.cjsm.net/
http://cjsm.justice.gov.uk/
https://www.gov.uk/legal-aid-crime-eform
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The first stage of getting access is to get your firm set up with an eForm system administrator 
account. More information is available on the eForms page of the gov.uk site. 

https://www.gov.uk/legal-aid-crime-eform 

4. Roles and responsibilities in the eForms portal 
 

4.1 What roles are available in the eForms portal?  
There are three user roles you can select within the eForms portal: 
 

 author 

 administrator 

 reviewer  
 
Each of the roles allows you to perform different actions in the portal and the matrix below 
describes which actions can be performed by which role.  

 

 eForm actions 

eForm user 
role 

Start a 
new 
application 

Submit an 
application 

Track your 
own 
application 

Track 
applications 
submitted 
by your firm 

Intervene 
and 
reassign 
an 
eForm 

Review 
messages 
of other 
users at 
your firm 

Print 
an 
eForm 

 
eForms 
Author 

      
  - - - 

  

 
eForms 

administrator 
- - - 

        

 
eForms 
reviewer 

- - - 
  

- - 
  

 
4.2 Does an individual who works across different offices for the same firm require different 

logins for each site? 
No - a registered user within a firm will by default have access to all the firm’s offices. eForms 
Firm Administrators can restrict the offices to which a user has access if required. A Quick Guide 
is available explaining how to set up new users and alter the offices a user has access to can be 
found at: 
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319328/legal-aid-
user-admin.pdf  
 

5. Who can fill out eForms and transferring eForms 
 

5.1 Can a generic eForms account be used for submitting applications, or do applications 
have to come from an individual’s eForm login? 
Applications can be submitted from generic office email accounts; however we recommend that 
individual fee earners are set up with their own account. This will assist determining who created / 
submitted an application should any follow up be required.  A Legal Representative is still 

https://www.gov.uk/legal-aid-crime-eform
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319328/legal-aid-user-admin.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319328/legal-aid-user-admin.pdf


7 
 

required to review the contents of the form fully, obtain the client’s signature and submit the 
online application to the LAA. 
 

5.2 Can eForms be filled in by different solicitors? 
If your firm requires multiple eForm ‘authors’ (so that each fee earner has their own eForms portal 
login), your eForms ‘administrator’ will be able assign it to another member of staff if required.   

 
This may be particularly useful where junior members initially submit eForms to obtain a date 
stamp but do not take the case forward. Form ownership can’t be switched from one firm to 
another.  

 
5.3 Can I ask my administrative staff to start to make the application on behalf of the legal 

representative? 
Your administrative staff can start completing the application with the client however they cannot 
submit/sign the application as they are not the legal representative. The client’s legal 
representative must review the contents of the form fully and they must be the one to obtain the 
client’s signature and submit it to the LAA.  
 
 

5.4 If a member of staff went on leave would another member of the firm/office be able to see 
applications they had submitted previously, saved and not completed and access 
messages? 
Your eForms ‘administrator’ will be able to take forward the application or assign it to another 
member of staff.  However, you need to ensure that your firm sets up multiple eForm ‘authors’ so 
that the administrator can transfer form ownership. 

 
5.5 Can eForm notifications be directed to one central place or can a provider be sent 

notifications directly with someone else having access to them? 
The eForm is set up to send notifications to the user that submitted the application.  However, it is 
possible for a user with the ‘Administrator’ role to see all notifications within the tracking function 
within the eForms system. 
 
See section 7 (administration) of the ‘using tabs’ quick guide which is available to download from 
the Legal Aid: eForms page of the gov.uk website:  
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/395500/legal-aid-
using-tabs.pdf 
 
 

6. How to make eForms work for you 
 
6.1 Does the system run continuously?  

The system runs 24 hours a day, every day. The exception is when we need to do maintenance 
or upgrading work.  This will be scheduled between 19:00 and 07:00 (weekdays) and at 
weekends.  We would notify you in advance. 
 

6.2 Can I use the CRM14 paper form and then transpose onto the eForms portal later without 
the client?  
Yes. You can complete a paper CRM14 form with the client, the client can then sign the 
declaration within the CRM14 paper form to confirm the information is true and accurate.  
 
You can transpose the information held on the CRM14 paper form to a CRM14 online form. This 
process should be completed by the legal representative. Any errors in transposing the 
information to the eForms portal will be the responsibility of the provider and the LAA must be 
notified in order to correct the information we hold on the client’s application. Please see the legal 
guidance annexed to this email that sets out in detail your responsibilities regarding this 
approach. 
 

6.3 Why doesn’t the eForms portal launch when I have clicked on electronic forms link?  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/395500/legal-aid-using-tabs.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/395500/legal-aid-using-tabs.pdf


8 
 

Your internet browser may be set up with a pop up blocker which you will need to disable for the 
LAA online website. Alternatively try right clicking on the link and select the option to open the link 
in a new window. 
 

6.4 Who do I contact if I have problems using the system? 
For technical issues, please contact our Online Support team 0203 334 6664 or email online-
support@legalaid.gsi.gov.uk.  Technical support is available Monday to Friday, from 09:00 to 
17.00 excluding bank holidays. 
 
Please do not contact the CAT teams if you have a technical issue with the system. 

 
6.5 Do I need special IT equipment to use the eForm? 

No.  The LAA Online portal can be accessed from any computer/device that has a connection to 
the internet. It is the same system as you do for making monthly CWA submissions, daily CRM4, 
5 & 7 submissions and civil POA submissions. 

 
6.6 Can I use my laptop/tablet/smart phone to complete the eForm at court? 

Yes, the system can be accessed by any mobile device as long as you have access to wifi or 
3G/4G network.  
 
Guidance issued by National Offender Management Service in March 2012 states that:  

 Legal advisers/defence practitioners are authorised to bring into court holding cells/areas 
IT equipment that is necessary for consultation with their clients and on those cases on 
which they are engaged with that particular client.  

 Prisons should allow solicitors to bring necessary IT equipment into legal visits or 
implement alternative arrangements which allow solicitors to properly brief their clients 
electronically (such as use of specialised HMP laptops or remote docking points for 
solicitor laptops). 

 
The Prison Service Instruction guidance is available here - 
http://www.justice.gov.uk/downloads/about/about-the-justice-system/transforming-justice/extract-
psi-260312.pdf 
If you are having difficulty gaining access to HM Prison estate or court and have followed the 
complaints procedure as stated in the PSI, please contact the CJS Efficiency Programme Office 
at cjsefficiency@cps.gsi.gov.uk 
 

6.7 Can I use my laptop/tablet/smart phone to complete the eForm in police custody areas and 
Prisons?  
Yes, Police custody areas are covered by the ACPO/Law Society protocol for police custody.  
If you are having difficulty gaining access to police custody areas, please contact the CJS 
Efficiency Programme Office at cjsefficiency@cps.gsi.gov.uk 
If however, you have trouble using your devices in prisons; please write to the governor of the 
facility using the prison complaints process. If that does not resolve matters, please send details 
of your issue, together with a copy of the governor’s written response to the CJS Efficiency 
Programme at the email address above.  
 

6.8 Can I submit an eForm application for the same client with multiple cases at different 
courts? 
No, each application must be for one client with offences at the same court. 
 

Using the CRM14 eForm to make an application  

 

7. CRM14 online e-Form 
 

7.1 What does the CRM14 eForm enable me to do?  

mailto:online-support@legalaid.gsi.gov.uk
mailto:online-support@legalaid.gsi.gov.uk
http://www.justice.gov.uk/downloads/about/about-the-justice-system/transforming-justice/extract-psi-260312.pdf
http://www.justice.gov.uk/downloads/about/about-the-justice-system/transforming-justice/extract-psi-260312.pdf
mailto:cjsefficiency@cps.gsi.gov.uk
http://www.acpo.police.uk/documents/criminaljustice/2011/20111003%20CJBA%20Mobile%20Telephones%20and%20Laptops%20being%20taken%20into%20Custody%20Suites%20by%20Solicitors_Website%20Guidance_August%202011.pdf
mailto:cjsefficiency@cps.gsi.gov.uk
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It replaces the current CRM14, 15 & 15c paper forms and integrates the information into one 
electronic form. This allows you to complete your application for a representation order 
electronically either from your office or any location where you can get WI-FI or a 3G/4G signal 
on your device. 
 
 

7.2 What are the benefits of using the CRM14 eForm?  
It lets you start casework with a greater degree of confidence that legal aid will be granted, for 
instance, it allows you to:  

 Generate your own electronic 'date stamp'  

 Use a DWP link  to confirm clients benefits status before submission   

 Only provide information that is necessary to the application based on individual case 
type/client and prompts you when you enter incorrect information 

 Reduce the number of rejected applications, cutting down time spent on resubmissions 

 Avoid paper or postage costs   

 Receive electronic notifications   

 Secure transfer of case and client information   

 Attach evidence for means assessment 

 Complete your application from your office or anywhere you can get Wi-Fi or a 3G/4G 

signal on your device.  

 
7.3 What applications can be submitted using the CRM14 eForm? 

The eForm can be used for the majority of criminal legal aid applications including: 

 applications from those on passported benefits confirmed by DWP (all case types) 

 applications from youths (all case types) 

 applications from those remanded in custody (all case types) 

 all Crown Court trials where evidence can be submitted within 14 days. Crown Court 

cases with outgoings over £500 will have housing costs capped, if evidence is submitted 

at a later date, however 

 non-custody cases (employed or self-employed)  

 Magistrate’s applications where outgoings are over £500 a month. These applications 

must be supported by evidence, before they are submitted.  

 
7.4 How can I use the CRM14 eForm online? 

You can complete the CRM14 eForm online with the client if you have an internet enabled device 
(laptop, tablet or phone). If there is no internet connection available where you are completing the 
application, you can utilise the ‘offline’ version of the eForm. 
 

7.5 Can I use the CRM14 eForm for non-means tested applications? 
No, these applications need to be made using the paper CRM14 forms.  

 
7.6 How will the result of my eForm application be communicated to me? 

When your application has been processed, you will receive an email notification confirming that 
you have a message waiting for you in the portal. You can check the decision in the ‘Messages’ 
tab of the eForms portal, which will give you the case level funding decision (e.g. Granted or 
Refused). You will still be sent a Representation Order or Refusal Notice in the post, together 
with any relevant Contribution Notices/Orders and Evidence Requests. 

If your application covered multiple offences, you should check your Representation Order to see 
whether all offences have been granted.  

7.7 Can I use the CRM14 eForm as an agent? 
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Yes, however you will need to ask your instructing solicitor or the solicitor you are acting on 
behalf of, to give you access to their eForms portal account and set you up as an eForms author. 
If this is not possible, you can complete a paper form and pass it onto your instructing solicitor for 
entering onto the eForm system.  

 
7.8 Exploring the tabs in the eForms portal 

There are a number of different tabs in the eForms portal which you can use to complete eForms 
and monitor the progress of your applications  
 

 Intray – First page you are directed to when you login to the eForms portal. Any 
applications that have been returned to you because they could not be processed will be 
directed to your in tray. If you click on the link in the left hand column of the screen you 
will be able to update it with the necessary information before resubmitting it to the LAA to 
be processed 

 Messages – If the LAA process your application or return it to you for further information 
you will be notified via an email notifying that there is a message waiting for you in the 
eForm portal. The message will contain details of your clients assessment and or 
information on why it could not be processed 

 Saved forms – Any applications forms that you start but do not finish before submitting to 
the LAA will be stored in your saved forms 

 Track forms – The eForm portal allows you to monitor the progress of the applications 
you’ve submitted in the track forms tab. You can either search for your application by a 
specific Unique Submission Number (USN) or by conducting a broader search based on 
application details such as your applicant’s surname. Further information on using the 
Track Forms function is available on the gov.uk website: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319332/leg
al-aid-tracking-forms.pdf 

 New forms - Navigate to this section of the portal to start a fresh eForm application 

 Offline forms - The offline tab of the portal will link to the URL that you can use to 
complete CRM4 eForms without a connection to the internet. More information on the 
offline CRM14 eForm is available on the Gov.uk website: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/leg
al-aid-CRM14-offline-user_guide.pdf 

 
7.9 What verification is sent through once an eForm is submitted? 

The system automatically responds with a message, acknowledging receipt. 
 

7.10 Can I amend an eForm after it has been submitted? 
Once submitted, you can only amend an eForm application if it has been returned to you; you 
may amend and upload additional evidence as needed. If however, an application has been 
refused, the form may no longer be amended.   
 

7.11 Can I print the eForm? 
The eForm may be printed only after it has been submitted.  This can be done by accessing the 
submitted form through the ‘Track Forms’ tab on the Online Portal. 
 

7.12 Do I need to store PDF versions of their eForms in case of future audit? 
No, once processed all eForms are retained on the eForm portal and the only requirement is that 
providers store a copy of the original completed applicant’s declaration form (digital or paper) on 
file.  
 
See section 12 for details on the applicant declaration form. 
 

7.13 Which courts are using CRM14 eForms? 
The CRM14 eForm can be used throughout England and Wales to submit an application for 
Criminal Legal Aid. A filterable spreadsheet of the Courts names within the eForm can be found 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319332/legal-aid-tracking-forms.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319332/legal-aid-tracking-forms.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
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on the Criminal Legal Aid Processing: Applications and Digital Systems page of the gov.uk 
website at: 
 
https://www.gov.uk/government/publications/simplifying-criminal-legal-aid-processing 
 

7.14 Where can I find out about more information about when my court will have Professional 
Court User WI-FI installed 
Information on the Professional Court User WI-FI is available on the gov.uk website at:  
 
https://www.gov.uk/government/news/crime-news-maps-showing-professional-court-user-wi-fi-
sites 
 

8. Date Stamp 
 
It can take a long time to fully complete the form with a client.  How will the introduction of 
online working affect getting a date stamp? 
 
To obtain an electronic date stamp for summary only and either way pre committal applications  
you will need to provide the basic information about your client (i.e. Name, Date of birth and 
partner details where applicable etc) and their case (Case type, and where the case is being 
heard).  Electronic date stamping is not available on indictable only cases, applications for trials 
already in the Crown Court and non-means tested applications.   

 
8.1 Should I save the eForm after obtaining the 'Date Stamp'? 

Yes, we recommend that you 'Save' the eForm after obtaining a 'Date Stamp'. The act of 
obtaining the Date Stamp does not automatically save the eForm. 
 

8.2 Will work be covered if it’s done before an application is date stamped? 
There is no change to the Crime Contract or the means test, so the contractual restrictions for 
pre-order work apply.   

 
Representation orders will be backdated to the:  

 date of receipt at the processing team, or  

 date of the date stamp, whichever is earlier.  

 
For Crown Court work, as per the paper process, there will be no back-dating provision.  
Further information about which fees can be claimed and how to claim them can be found in the 
‘Pre Order Work’ section below. 
 

8.3 If my case concludes on Saturday but I didn’t date stamp/submit the application until the 
Monday will I be covered for the work on the Saturday?  
Your representation order would be dated from the Monday, however providing your comply with 
the Pre-Order rules (please see Section 10 below) you will entitled to roll-up the work done on the 
Saturday into your claim.  
 
If you are submitting an application which has already concluded, but complies with the Pre-
Order rules, please include the date that you were first instructed in your application to avoid your 
application being rejected. 
 
 

9. Pre Order Work 
 

9.1 Can I claim for work undertaken prior to a Representation Order being granted? 
Under paragraph 10.39 of Part C to the Standard Crime Contract 2010 a claim for work covers all 
work undertaken from the date on which the Representation Order is granted. It also covers any 
legal advice or representation given on the same Case before an Order is granted if the following 
three conditions are met:  
 

http://www.gov.uk/
https://www.gov.uk/government/publications/simplifying-criminal-legal-aid-processing
http://www.gov.uk/
https://www.gov.uk/government/news/crime-news-maps-showing-professional-court-user-wi-fi-sites
https://www.gov.uk/government/news/crime-news-maps-showing-professional-court-user-wi-fi-sites
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(a) the interests of justice require that the advice or representation is provided as a matter of 
urgency i.e., there is a court hearing within ten working days or less of the date when initial 
instructions are taken;  

(b) there is no undue delay in making an application for Representation which must be submitted 
no more than five working days after initial instruction; and  
 
(c) the Pre-Order advice or Representation is given by you and you are subsequently assigned 
under the Representation Order’.  
 
Under Paragraph 10.41 in order to enable the LAA to decide whether Pre-Order work may be 
claimed and/ or allowed, you must note on file the date of initial instruction; the date the 
application for a Representation Order was lodged with the court and the date of the court 
hearing.  
 

9.2 Can I claim for work undertaken at a first hearing if a Representation Order is not granted? 
There are a number of schemes available which mean that payments can be claimed if a provider 
represents a client effectively at the first hearing but subsequently no Representation Order is 
granted either because the client has failed the means test (Early Cover) or they have failed the 
interests of justice test (Pre-Order Cover). 
 
There are also provisions for solicitors to make a claim if they assist a client in completing the 
legal aid application forms, where notification is given before the first hearing, that s/he is 
ineligible for legal aid (Form Completion). 
 
Early Cover 
An ‘Early cover’ fixed fee can be claimed under the where: 
 

a) A properly completed legal aid application is submitted no later than the sixth working day 
from first instruction (provided that first instruction is on or before the date of the first 
hearing); and  

 
b) The application has not been granted or refused by the start of the first hearing; and 

 
c) The first hearing moved the case forward and any adjournment is justified; and 
 
d) The application satisfies the Interest of Justice (IoJ) test but does not pass the means 

test. 
 
 

Where these conditions are satisfied a provider should complete the CRM11 for the case in which 
Early Cover is being claimed and include it on your CRM6 using the code PROT. 
 
Pre Order Cover 
Where legal aid is refused on Interests of Justice grounds, regardless of whether the defendant 
passes or fails the means test, a claim for up to one hour’s preparatory work under the Pre-Order 
Cover Scheme can be made. 
  
Unlike the Early Cover Scheme, there are no conditions to be met to submit a claim for Pre Order 
Work. 
 
A provider should complete the CRM11 for the case in which Pre-Order work is being claimed 
and include it on your CRM6 using the code PROP. 
 
Form Completion 
When time is spent going through forms to assess a client’s eligibility for means and: 
 

 The form was submitted to the court, and they formally failed the means test before a 
hearing took place, Or 
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 The form was not submitted to the court on the basis that the solicitor was certain the 
client would not pass the means test 

 
A solicitor can claim using the code PROU on the CRM6. 
 
 

10. DWP Link  
 

10.1 Is the national insurance number (NINO) mandatory in the CRM14 eForm? What happens if 
I haven’t got it, can I still apply? 
The national insurance number is required on applications for criminal legal aid where your client 
claims to be on a Passported benefit (including universal credit). It allows you to use the direct 
link to the DWP that is built into the CRM14 eForm to check the client’s benefits status of your 
client. If the client does not have the national insurance number then you should make all 
reasonable efforts to obtain it before submitting your application. If the client is unable to locate it 
and they claim to be on a passported benefit then you will need to provide additional information 
in the form of evidence that demonstrates that they are on benefits or by supplying additional 
means information as part of the application.  

 
In the event your client is remanded in custody at the magistrates’ court, under 18, an illegal 
immigrant or a tourist the NINO is not required though you will still be required to explain how 
your client is supporting themselves. If however, your client’s case is committed to or already in 
the Crown Court and the NINO has not been provided at the point of application, an evidence 
request will be issued and the NINO will be need to be provided within 14 days. 
 

10.2 When completing the eForm it asks for the last sign on date for income based JSA.  Is this 
mandatory?  Does the DWP link require this date? 
No, this information is not mandatory and the DWP link will still work without it, however you are 
advised to input this date if available 
 

10.3 Is Universal Credit a passported benefit? If so, how do I record this on the eForm? 
Yes, Universal Credit is currently a passported benefit, however the DWP Benefit Checker within 
the CRM14 eForm doesn’t include an option for you to select Universal Credit. You should tick 
the ‘Guaranteed State Pension Credit’ box before selecting the 'Check Benefit Status' which will 
confirm whether the applicant is Passported. 
 
For further information on Universal Credit, please see:  
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/405104/universal-
credit-legal-aid-means-testing.pdf/ 

   

11. Applicant’s Declaration & Partners on the CRM14 eForm 
  
When completing the CRM14 eForm, the applicant must sign the ‘Applicant Declaration Form’ 
confirming that the information submitted is accurate and correct. A copy of the form can be 
downloaded from the gov.uk website at: 

 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318363/legal-aid-
applicant-declaration-online-submissions.pdf  
 

11.1 Do I have to complete the eForm with the client present as they are signing the applicant 
declaration form to say that the information is accurate?  
You are required to confirm that you have gone through the questions on the Interests of Justice 
and financial assessment aspects of the application with the applicant, and that the applicant has 
not provided you with any information which contradicts the information entered into the form.  
 
Please see Annex A for guidance on transposing client data onto the eForm from a paper form. 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318363/legal-aid-applicant-declaration-online-submissions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318363/legal-aid-applicant-declaration-online-submissions.pdf
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11.2 What is the earliest point we can get the applicant declaration signed? Can this be before 
charge?    
The declaration must be signed to declare what their means are at the point of application – it is 
the defendant’s application for Legal Aid to be represented in defence of the charges brought 
against them. The application cannot therefore be made prior to the applicant being charged. 

 
11.3 Can the eForm be submitted without the applicant’s signature?   

The eForm is submitted without a signature. You do not need to upload a copy of the declaration 
form to the eForm. To prevent false statements from the applicant, we have produced a paper 
applicant’s declaration form which the applicant signs to confirm the accuracy of the information 
provided. This process mirrors the approach taken in Scotland where it is mandatory to apply for 
criminal legal aid online. 

 
11.4 Is there a space for a partner signature on the applicant’s declaration form? 

Yes.   
 
11.5 If an applicant has a partner whose financial details are included in the application does 

the partner need to sign the declaration form before the eForm is submitted? 
Yes, unless one of the exceptions apply - the requirements for the partner signing the applicant 
declaration are the same as they are for paper applications. 

 
11.6 How do you get the clients partner to sign the applicant declaration form when the client is 

in custody? 
The requirements for the partner signing the applicant declaration are the same as they are for 
paper applications. Where the application is for a case being heard in the magistrates’ court, and 
the client is remanded in custody, the applicant’s partner does not need to sign the declaration. If 
the case is to be heard in the Crown Court and the client is remanded in court custody, the 
partner’s declaration will need to be signed within 14 days of the application being processed 
(Indictable only cases) or progressed (Either Way cases).  
 
More information on partner signatures is available in the Criminal Legal Aid Manual which is 
available on the gov.uk website: 
 
https://www.gov.uk/government/publications/criminal-legal-aid-manual 

 
11.7 How do we obtain Partners signature if they are not available to sign the form (e.g. abroad) 

A partners signature needs to obtained on the Declaration Form unless one of the exceptions 
apply (see Criminal Legal Aid Manual - linked to above) On the Declarations page of the eForm, 
there is a free text box where justification may be provided in absence of a partner’s signature 
where every effort has been made to obtain one. 
 

11.8 What if my client doesn't know the partners date of birth and the partner is a victim, 
prosecution witness, or a co-defendant with a conflict? 
Currently, the eForm requires the name and date of birth for all partners. In the exceptional 
circumstances where the defendant does not know the partners date of birth and the partner is a 
victim, prosecution witness, or a co-defendant with a conflict, then you should tick 'no' to the 
defendant having a partner and a put note in the comments box before submitting your 
application, confirming that you have answered the question in this way.  

 
11.9 At what point should I obtain signatures for an application started using the ‘offline’ eForm 

If the application is being completed without an internet connection, you can use the offline 
version of the CRM14 eForm, the client should sign the client declaration form at the point at 
which the form is completed offline and then the provider will transfer to the online LAA eForm 
Portal once a connection has been obtained 

11.10 How does the applicant’s declaration form prevent fraudulent applications and what action 
will the LAA take against such applications?  
The courts and LAA aim to identify fraudulent applications from the outset. For instance, when 
more than one eForm is submitted for an individual applicant, this will be investigated. 

https://www.gov.uk/government/publications/criminal-legal-aid-manual
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There will also be a check at the audit stage.   
 
11.11 What should I do with the signed applicant’s declaration form? 

You should keep the 1-page form on file.   
 

11.12 Can I store the applicant’s ‘applicant declaration form’ digitally?  
Yes you can, for example if you get the client to sign the form (i.e. a wet signature) you can then 
scan this in, convert it to a PDF document and store it electronically. The applicant and/or 
partner’s signature should be their normal mark that they would use for official documents. 

 
11.13 Can I get the client to sign the ‘applicant declaration form’ digitally? 

Yes, if you wish to get the clients signature electronically this is acceptable and you can then 
transpose this on to the applicant declaration form, PDF it and store it electronically. Also if you 
have software to enable your client to sign directly onto an electronic version of the applicants 
declaration form, then you can use this to capture the client’s signature. The client should provide 
a fresh signature with each application. You should not save copies of the electronic signature to 
use again; 
 
 

CRM14 ‘offline’ eForm   
 

12. Using the ‘offline’ eForm  
 

12.1 What is the offline CRM14 eForm? 
It gives you the ability to prepare an application for criminal legal aid in an area without internet 
connectivity. 

 
12.2 How do I access the offline form? 

The offline version of the CRM14 eForm can be downloaded on to your device from the “offline” 
tab within the eForms portal. By downloading the form, your device is taken to a web page, which 
should then be bookmarked (or recorded as a favourite). There is guidance on how to do this on 
the offline page in the eForms portal.  
 
Once the page is bookmarked, when the provider wishes to make an application with a client and 
is not in an area with internet connectivity; the offline version of the form can be accessed via the 
bookmark and completed with the client. The client can be shown what has been input onto the 
device and sign the declaration as above, having seen what has been input on their behalf. Then 
when the provider is in an area of internet connectivity, they can transfer the eForm(s) prepared 
directly into their eForms portal.  
 
The form will then appear in the “Saved” forms tab of the portal, where the provider can complete 
three basic fields (Court checker, DWP link and evidence upload), then submit the application on 
behalf of the client via the eForms portal. 
 
More information on the offline CRM14 eForm is available on the Gov.uk website: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid 
CRM14-offline-user_guide.pdf 
 

12.3 I am having trouble accessing the offline eForm on my iPad 
This may be due to an issue with the cache settings on the iPad. To rectify this please follow 
these instructions –  
To clear cache in Safari: 

1.       Completely close Safari application 
(http://ipod.about.com/od/iphonetroubleshooting/qt/quit_iphone_app.htm) – if clearing cache 
doesn’t seem to work make sure they are doing this step 
2.       Open iPad Settings 
3.       Select ‘Safari’ 
4.       Either: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid%20CRM14-offline-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid%20CRM14-offline-user_guide.pdf
http://ipod.about.com/od/iphonetroubleshooting/qt/quit_iphone_app.htm
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a.       Select ‘Clear Cache’ option 
b.      Select ‘Advanced’, ‘Website Data’. Click ‘Edit’ in the top right corner and remove the 
option called ‘eforms.legalservices.gov.uk’ (note this URL will be different for UAT area). 

 
 
12.4 How to transfer ‘offline’ eForms to the ‘online’ eForm  

To transfer CRM14 eForms completed offline you will need to start by logging on to the internet 
when a connection (e.g. WI-FI) becomes available. The next step is to login to the eForms portal 
and navigate to the offline tab. Click the transfer button of the relevant form before navigating to 
the saved form tab of the eForms portal and click the refresh button which will bring the form into 
saved forms and allow for it to be completed and submitted to the LAA. 

  
12.5 What do I need to do to submit my application?  

Once the offline form has been transferred into the “Saved” forms tab of the portal, the provider 
will need to update the Legal Rep section to show where the case is being heard, obtain a date 
stamp, complete a benefit check where it is appropriate to do so and upload any evidence 
required prior to the eForm being submitted to the LAA. 

 

13. Further help on the offline CRM14  
CRM14 Offline eForm quick guide:  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-
CRM14-offline-user_guide.pdf 
 

 
 
Post Submission Evidence eForm  

 

14. When should I use the Post Submission Evidence eForm? 
 

14.1 What does the CRM14 evidence eForm cover? 
It provides the ability to attach means assessment evidence to a Crown Court application.  It also 
allows you to attach any further means assessment evidence you may wish to attach to a 
magistrate case application if the original application has reached its evidence limit.  
 
Please note that the eForm may be amended and additional evidence submitted at any time up 
until the status of the eForm received a formal decision.  For example, if an eForm has been 
rejected, pending further information you may still upload evidence and amend as needed, 
however, if an application has been refused, the form may no longer be amended.   

 
14.2 When submitting evidence via the CRM14 or CRM14 Evidence form is there a limit? 

Yes, you can attach a maximum amount of 20mb worth of evidence to the form.  Each individual 
attachment also has a maximum limit and cannot exceed 10mb. 

 
14.3 When submitting electronic evidence via the CRM14 or CRM14 Evidence form will the 

evidence need to be a certified copy of the original? 
No, by signing the declaration the client has agreed with the terms and conditions with regards to 
submitting the correct information and documentation.  If they are deemed to have falsely 
submitted incorrect documentation they may be subject to further prosecution. 

 
14.4 (For Crown Court Trials only) does any post-submission evidence have to be submitted 

electronically or can this be submitted via paper? 
By submitting your client’s evidence using the post submission evidence eForm, you will ensure 
that their personal information is transferred immediately and securely to the LAA eliminating the 
possibility of documents being lost in the post. 
 
Evidence submitted electronically is automatically linked to your original eForm application 
helping to avoid processing delays. 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
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Post submission evidence submitted via paper will be processed by the Criminal Applications 
Teams. Original evidence or certified copies of evidence must be provided, if evidence is to be 
submitted to the Criminal Applications Teams via the post. 
 

14.5 Will I need to support my client should they need to submit additional evidence in the 
Crown Court? 
Yes, in order to provide additional evidence of the client’s income if required when the case goes 
to the Crown Court you may use the additional evidence upload facility. A fee may be claimed for 
this under the Litigators’ fee Scheme, guidance for which may be found at Annex A (Solicitor 
Payments) Criminal Legal Aid Manual : 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318675/LAA-
criminal-legal-aid-manual.pdf 
 

15. Further help on post submission evidence form 
Post Submission Evidence eForm quick guide: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-
CRM14-offline-user_guide.pdf 
 
 

 
Applications for Extradition and Terrorism proceedings 

 

16. How do I submit CRM14’s for extradition & terrorism cases? 
You must submit these using the CRM14 eForm. A dedicated team in the LAA Nottingham office 
process all CRM14 for extradition & terrorism matters. This team is part of the existing Criminal 
Applications Team (CAT).   
 
Please make clear that this is an extradition or terrorism matter by using the message function 
that appears on the eForm before submitting your application. 
 

16.1 Is there a process to expedite urgent applications 
The LAA will expedite cases where the judge determines this to be necessary. The LAA will not 
accept requests to expedite cases directly from providers.  
 

16.2 How will the LAA know the court have agreed to expedite 
For expedited cases, HMCTS will inform Nottingham CAT of the USN. 
 

16.3 What is the turnaround for expedited and normal extradition & terrorism cases 
The current target of processing 90% of applications within 2 working days will remain for non-
expedited cases. 
  
For expedited cases extradition or terrorism cases received by LAA by 4pm, we aim to process 
applications within 1 hour (providing a fully completed application with all necessary supporting 
documents is received). 
  

16.4 For expedited cases, how will the outcome be notified? 
The LAA will notify both the court and the provider of the outcome of the application. Please 
ensure you include an email address and contact telephone number on your application. The 
outcome will also be recorded in the eForms portal.  
 

16.5 If I disagree with the decision not to expedite the case, who do I contact? 
This is a court led process and this decision cannot be reviewed by the LAA. 
 

16.6 I need to supply further information on an expedited case, who do I contact 
Please contact Nottingham CAT on telephone number 0115 852 6000.  
 

16.7 My client has a partner, do I need to obtain their signature and income details if they are 
abroad, some distance away from the court or do not speak English? 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318675/LAA-criminal-legal-aid-manual.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318675/LAA-criminal-legal-aid-manual.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
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The rules regarding obtaining partner’s signature and income details remain unchanged. The only 
occasions where a partner’s income details and signature are not required are listed below. If one 
or more of these exemptions apply this must be clearly explained on the application form 

 If the defendant is remanded into court custody or is serving a custodial sentence and is 
unable to get their partner’s signature  

 The partner is in hospital or 

 The partner has a contrary interest 
 

If a partner’s details and signature is required but not provided the application will be returned 
unprocessed 
 

16.8 My client is in custody as a bail condition has not been met, how should this be recorded? 
For extradition cases only, if the client remains in custody because conditional bail with a surety 
is not met then this will be treated as a custody case. Please record this in the message function 
that appears on the eForm before submitting the application.  
 

16.9 What case type and offence code should I select on the eForm for an extradition case? 
Please select the case type ‘Summary’ and offence class H miscellaneous other offences for all 
extradition cases.  
 
 

Ancillary Processes 
 

17. What processes are not dealt with via the eForms portal?  
The CRM14 eForm can be used to submit the vast majority of applications for Criminal Legal Aid, 
however there are some ancillary processes which cannot be applied for using the eForms portal. 
These are: 

 Appeal against the refusal of the Interest of Justice test 

 Transfers of Legal Aid  

 Withdrawal of Legal Aid 

 Adding charges to an existing rep order. 

 Non means tested applications  

 Hardship applications (CRM16)  
 

The section below covers how to deal with each of these processes  
 

18. Interest of Justice Appeals 
 

18.1 How do I appeal an interest of justice decision? 
An appeal relating to a decision to refuse criminal legal aid on the interests of justice test made 
by the LAA should be submitted by email to: 

iojappeals@legalaid.gsi.gov.uk.  

A pro forma must be completed for each decision and is available on the gov.uk website at the 
link below.  

https://www.gov.uk/guidance/legal-aid-crime-eform  

In these cases the LAA will firstly undertake an administrative review of the decision. If the 
decision remains unaltered then you may decide you would like a further appeal to be considered 
judicially by the magistrates’ court hearing the case. 

In these circumstances, you should send your submission using the email address above. This 
should make it clear in the email subject header that this is for judicial consideration. 

We will then send relevant paperwork to the court and notify the provider of the outcome. You 
should note that turnaround times on this will be subject to the court listing arrangements. 

mailto:iojappeals@legalaid.gsi.gov.uk
https://www.gov.uk/guidance/legal-aid-crime-eform
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19. Transferring Representation Orders 
 

19.1 How do I apply to transfer a Representation Order?  
 
From 22 February 2016, providers will be required to submit a form to the relevant court instead 
of the pro-forma to the LAA.  
The new form will be available from 22 February 2016 on the following page: 
 
http://www.justice.gov.uk/courts/procedure-rules/criminal/forms-2015 
 
The LAA pro-forma will no longer be accepted after the 21 March 2016. 
 

19.2 Does the Solicitor Transfer process apply for a novation? 
No, The Novation Policy is available on the gov.uk site. If you require further information you 
should contact you contact your contract manager.   
 
https://www.gov.uk/government/publications/novation-policy 
 

19.3 What happens if an organisation starts an application, getting a date stamp, and another 
organisation starts a subsequent application before the first organisation submits their 
application?   
The process is identical to the historic paper process. Whichever completed application is 
received by the LAA first will be processed and the second application will be returned to the 
provider on the grounds that Legal Aid is already in place (irrespective of the date stamp 
contained within the CRM14).  

 
If the second firm wish to transfer the representation, then a transfer of legal aid application 
should be submitted.  
 

20. Withdrawal of Legal Aid 
 

20.1 How do I apply for criminal legal aid to be withdrawn?  
Applications for Legal Aid to be withdrawn should be directed to the appropriate CAT team (see 
section 2.3) at the LAA. A pro forma has been produced for providers to use, available on the 
gov.uk website at:  
 
https://www.gov.uk/guidance/legal-aid-crime-eform  

Decisions relating to an application to withdraw Legal Aid will be made by the LAA where they are 
made on notice.  Urgent applications to withdraw can be made to the Court direct.  In such cases 
the Court will notify the LAA in order that a withdrawal notice may be produced and the MAAT 
system updated. 
 

21. Adding offences to an existing Representation Order 
 

21.1 I want to add charges to the proceedings for my client, how do I do this? 
Applications to add offences to an existing Representation Order should be directed to the 
appropriate CAT team (see section 2.3) at the LAA. A pro forma has been produced for providers 
to use, available on the gov.uk website at:  
 
https://www.gov.uk/guidance/legal-aid-crime-eform  

You do not need to request an amendment to a Representation Order if the case has progressed 
to the Crown Court unless the new offence is of a higher offence classification.  
  

http://www.justice.gov.uk/courts/procedure-rules/criminal/forms-2015
https://www.gov.uk/government/publications/novation-policy
https://www.gov.uk/guidance/legal-aid-crime-eform
https://www.gov.uk/guidance/legal-aid-crime-eform
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22. Non-means test applications 
 

22.1 Will I be able to submit applications which are not subject to the usual financial 
assessment (e.g. Crown Court breaches) electronically? 
We are currently working on an enhancement to enable these applications to be submitted via 
eForms. At present these applications should be made on paper and HMCTS will continue to 
date stamp these applications. 
 

23. Applications for financial Hardship (CRM16)  
 

23.1 What are the arrangements for applications relating to financial hardship? 
These applications should still be made on the paper CRM16 and should be directed to the 
relevant NCT team within the LAA.  
 
The CRM16 form for making a hardship application can be downloaded from here: 
  
https://www.gov.uk/government/publications/criminal-legal-aid-application-forms 

 

Further Questions  
 

24. Virtual Courts / Video Link 

 
24.1 What should court staff do if they are approached to fax a copy of an application across to 

a client following a Virtual Court or video linked hearing, in order to obtain a client 
signature? 
 
Under the Virtual Court/video link process whereby it is the defendant’s first hearing and the 
matter starts and finishes on the same day then the solicitor doesn't require the client signature 
for the purposes of providing representation at such a hearing, be they at the police station or the 
magistrates' court. The LAA’s guidance on virtual courts states that solicitor just needs to 
complete the CRM3 form and this form can be annotated to show that it is in relation to a Virtual 
Court/video linked first hearing and retain on the case file. The solicitor should record the client’s 
name and address, the date, time and venue of appearance and details of the relevant unit of 
work in accordance with clause 10.20 – 10.34 of Contract Specification. 
 
This representation is non means and paid as a Virtual Court Fixed Fee where the case is 
disposed of following the first hearing. In these circumstances the solicitor will claim the fixed fee 
using the Virtual Court Claim Form. The completed form should be submitted by email to 
Helen.Missing@legalaid.gsi.gov.uk 
 
The Virtual Court Claim Form can be downloaded from the gov.uk site:  

https://www.gov.uk/government/publications/virtual-courts-claim-form 
 

24.2 What happens if the case is adjourned to a second hearing and the solicitor needs to 
apply for a Representation Order? 
 
If the case is adjourned to a second hearing the defendant will have to apply for a Representation 
Order in the normal way and the solicitor will require the client’s signature on the Applicant 
Declaration Form. The CRM14 electronic application can be submitted without a signature, 
however, the client will still need to sign a separate declaration form to confirm the accuracy of 
the information provided. The client declaration can then be scanned in and emailed across to the 
solicitor.  
 
The CRM14 doesn’t need to be completed and signed straightaway in these circumstances in 
order for the solicitor to be able to legitimately claim payment for any pre order work undertaken. 

https://www.gov.uk/government/publications/criminal-legal-aid-application-forms
mailto:Helen.Missing@legalaid.gsi.gov.uk
https://www.gov.uk/government/publications/virtual-courts-claim-form
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This means that the form doesn’t need to be faxed over to the client for signature immediately 
after the hearing. 
 
In order to claim Pre Order Work the solicitor needs to submit their signed application for a 
Representation Order within 5 days of initial instruction (clause 10.39 of the Crime Contract 
2010). This gives them the time to obtain the signature, either by visiting the client in custody, or if 
on bail, the client can attend the firm's office in order to obtain the signature. Alternatively, the 
solicitor can fax the form across once they get back to their own office or email the form across 
for the client to print off and sign. The signed application form can then be scanned in and 
returned to the solicitor via email. 
 
If the second hearing occurs within 5 days of the initial instruction then the solicitor can obtain the 
signature at that hearing and submit the application for Representation Order at that point.  
 

25. Further questions on CRM14 eForms applications   

25.1 What should I do if my client’s circumstances have changed?  
If your client’s financial circumstances change, they will be obliged to complete a fresh 
application. A new application should be completed, ticking the option to indicate a ‘Change in 
financial circumstances’ 
  

25.2 Will the LAA have access to Court or CPS information in terms of granting an application? 
Caseworkers will make decisions based on information contained within the application document 
only.  Whilst they will verify that a case exists using LIBRA they will only have limited access to 
information and will not have access to either the Court file or CPS papers. 
 

25.3 If I am submitting the application before the first Court hearing, how should I answer the 
question “Has the court remanded you in Custody”? 
If you wish to submit the application before the first Court hearing and therefore it is not known 
whether the defendant will be remanded in Court Custody, you must answer this question no. 
  

25.4 How can I apply for a prior authority if I've not received a copy of my Representation 
Order? 
If you submit your application using the CRM14 eForm then the MAAT number will be included in 
the message sent to you through the eForms portal that notifies you of the outcome of an 
assessment. 

 
 
Find out more  

 

26. Sources of help on gov.uk 
You can keep up to date with the updates on eForms on the www.gov.uk website. Key pages are:  
   
CRM14 eForm:  
https://www.gov.uk/legal-aid-crime-eform 
 
Information on the changes to the Criminal Legal Aid application process:  
https://www.gov.uk/government/publications/simplifying-criminal-legal-aid-processing  
 
Updates on the changes to Criminal Legal Aid: 
https://www.gov.uk/government/announcements/crime 
 
 

27. Quick Guides 
There are a number of quick guides available to download on the Gov.uk website that contain 
information and guidance on the different types of eForms available  
 
Registering a new user:  

http://www.gov.uk/
https://www.gov.uk/legal-aid-crime-eform
https://www.gov.uk/government/publications/simplifying-criminal-legal-aid-processing
https://www.gov.uk/government/announcements?keywords=crime&announcement_filter_option=news-stories&topics%5B%5D=all&departments%5B%5D=legal-aid-agency&world_locations%5B%5D=all&from_date=&to_date
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319328/legal-aid-
user-admin.pdf 
 
Tracking eForms:  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319332/legal-aid-
tracking-forms.pdf 
 
Submitting a CRM14 eForm: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318378/legal-aid-
crm14-user_guide.pdf 
 
Submitting an Offline CRM14 eForm: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-
CRM14-offline-user_guide.pdf 
 
Submitting a Post submission CRM14 evidence form: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336099/legal-aid-
crm14-evidence-user_guide.pdf 
 

28. Training Videos 
If you are new to submitting CRM14 criminal legal aid applications electronically, you will find the 
following tutorial videos helpful: 

An introduction to the CRM14 eForm: 
https://www.youtube.com/watch?v=RFpbcLSx1_Q 
 
 
An introduction to the CRM14 eForm benefit checker: 
https://www.youtube.com/watch?v=mwK_r3wZ7HQ 
 
 
An introduction to date stamping the CRM14 eForm: 
https://www.youtube.com/watch?v=56joDGEz0K4 

 
29. Your Contract Manager  

If you have not been able to resolve your query using this frequently asked questions document 
please raise the issue with you Contract Manager who will be able to assist you.  

 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319328/legal-aid-user-admin.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319328/legal-aid-user-admin.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319332/legal-aid-tracking-forms.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/319332/legal-aid-tracking-forms.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318378/legal-aid-crm14-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/318378/legal-aid-crm14-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336098/legal-aid-CRM14-offline-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336099/legal-aid-crm14-evidence-user_guide.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/336099/legal-aid-crm14-evidence-user_guide.pdf
https://www.youtube.com/watch?v=RFpbcLSx1_Q
https://www.youtube.com/watch?v=mwK_r3wZ7HQ
https://www.youtube.com/watch?v=56joDGEz0K4
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ANNEX A – Additional guidance on completing the CRM14 eForm with client 
information 
Guidance on circumstances where providers may transpose the contents of paper copies of 
CRM14 which have already been completed and signed by the applicant in order to submit an 
application through eForms 

1. If you have a fully completed, signed paper copy of form CRM14 in respect of which you 

have: 

a. gone through the questions on the interests of Justice and financial assessment 

aspects of the application with the applicant; and 

b. shown the applicant what you have recorded on the paper form 

If you comply with the provisions set out in the following paragraphs, you may transpose 
all the information recorded on the paper form into the online version of form CRM14 and 
submit the application electronically.   

2. If you wish to submit any application by that means, you acknowledge that it is your 

responsibility to ensure that the information transposed from the paper form into the online 

version, including the applicant’s signature, is a complete, true and accurate copy of the 

information recorded and signature held on the signed paper form.   

3. In making any application by this means, you are certifying that, at the time you press the 

[‘submit’] button, the online version of form CRM14 is a complete, true and accurate copy 

of the information recorded and signature held on the signed paper form and that you will 

retain the original signed paper form with your records.   

4. For the avoidance of doubt, the original signed paper form falls within the definition of 

“Records” in your 2010 Standard Crime Contract (or any successor contract) and we may 

require you to produce that document in accordance with the provisions of your contract 

with [us]. 

  


