Mental Health CMRF Guidance January 2008 onwards

	Field 
	Use 
	Format 

	Office Schedule Number 
	This refers to your office schedule number under which you receive payment for your contract work. This is shown on your office schedule. 
	Alphanumeric 



	Month 
	This must be completed in the format MON/YY; for example February 2007 should be recorded as FEB/07. 
	MON/YY 

	Case Reference Number 
	Case reference refers to your organisation’s reference for the matter. This reference is essential for effective auditing of contracts. Ensure that this reference enables the file to be retrieved if it is requested at an audit. Ensure that this will take account of any archiving system. 
	Alphanumeric 

	Case Start Date 
	The start date for the legal aid case. This will form part of the UFN. 

This date will be the date the matter opened. This will usually be the date when the client signed the application form, but may be earlier where telephone advice was given before signature. This must be recorded in the format: DD/MM/YYYY e.g. 5th February 2007 should be recorded 05/02/2007. 
	dd/mm/yyyy. 

	Case ID 
	A sequential number used by the supplier 
	e.g. 001 

	UFN 
	Unique File Number. Made up of start date (with only yy for the year) and 3 digit case ID. This will uniquely identify a legal aid case (when combined with supplier account number) Where a form is submitted online this will be automatically derived, so there will be no need to enter manually although providers will be able to amend the number if necessary 
	ddmmyy/000 

e.g. 010101/004 

SMS will determine the UFN from the Case start date and Case ID entered

The Case ID is a 3 digit number that is made up by the supplier.  Within a supplier office all cases opened on any particular day should have a different Case ID.  This will ensure the uniqueness of the UFN within a supplier office.  If you always started 10 cases a day it would be acceptable for you to re-use the case ids of 001-010 for your 10 cases each day, as the differing case start date would ensure that the UFNs were unique.

	Client Forename 
	Forename of the client receiving legal aid. 

	Client Surname 
	Surname of the client receiving legal aid. 

	Client DOB 
	Client date of birth 
	dd/mm/yyyy 

	UCN 
	Unique client number. Made up of client’s dob/clients initial/first 4 letters of clients surname (or less for short name). 
	ddmmyyyy/A/AAAA 

e.g. 05051962/M/SMIT for client Mark Smith with a date of birth 05/05/1962 

	Client Postcode 
	It is important that the client’s FULL, accurate, postcode is entered here. 

If the client does not know their postcode Royal Mail operates a telephone postcode enquiry service on 0906 302 1222 or visit royalmail.com 
Do not enter fictitious codes. 

If you or the client genuinely cannot provide an accurate postcode (perhaps because new properties have not yet had their codes notified) or if the client is homeless you should enter NFA. 

Mental Health Cases 
Please enter the postcode of the place where the client is residing at the start of the case, e.g. hospital postcode NOT the client's usual home postcode. 
	Allowable formats are: 

AN NAA M1 1AA 

ANN NAA M60 1NW 

AAN NAA CR2 6XH 

AANN NAA PL25 4HH 

ANA NAA W1A 1HQ 

AANA NAA EC1A 1BB 

NFA 




	Case Concluded Date 
	The date case was concluded by the supplier. 
	dd/mm/yyyy 

	Matter Type 1 
	Matter type 1 
	See SMS guidance 

4 letters 



	Matter Type 2 
	Matter type 2 
	See SMS guidance 

4 letters 



	Case Stage
	Levels of fees being claimed
	MHL01-09 Code – see attached



	Advice Time 
	Advice time spent on the case or stage in minutes 
	Numeric 

This includes all time spent on anything that is not travel and waiting.



	Travel Time 
	Time spent travelling in minutes 
	Numeric 



	Waiting time 
	Time spent waiting in minutes 
	Numeric 



	Profit Costs excluding VAT 
	Total amount of actual profit costs (excluding VAT) incurred 
	Numeric 

Cases started pre 1/1/08

Profit costs excluding VAT

(Actual costs incurred by the supplier, including any counsels’ fees)

Cases started on or after 1/1/08

Profit Costs excluding VAT

(Actual costs incurred by the supplier, including any counsels’ fees calculated as follows:  Level 1 – Legal Help Rate, Levels 2 & 3 – CLR Rates)


	Disbursements excluding VAT 
	Total amount of disbursements (excluding VAT) 
	Numeric 

Cases started pre and post 1/1/08

Actual disbursement costs incurred including expets’ fees and travel disbursements such as mileage. (Include Counsel only where counsel used as an expert to provide an opinion on merits of a case, e.g. JR, and not when used to represent in MHRT)


	Counsel Costs excluding VAT 
	Total amount of counsel fees (excluding VAT) 
	Numeric 

Cases started pre 1/1/08

NOT TO BE USED FOR CASES STARTED PRE 1/1/08

(As any figures included in this box will not be included when SMS flags whether the case is exceptional and therefore any counsels’ fees incurred on cases commenced before 1/1/08 should be included in the profit costs box.)

Cases started on or after 1/1/08

Only applicable when prior authority to incur a higher rate than solicitor rates was obtained to incur Counsels Fees.  The figure to be reported here must reflect the difference between Counsel’s fees as authorised by the prior authority and what the fee would have been if the work had been carried out at the applicable LH/CLR rates as detailed in Section 8 (c) of the Payment Annex)



	Disbursements VAT amount 
	VAT amount applicable to disbursements 
	Numeric 



	Profit and Counsel VAT indicator 
	When selected applies VAT to the outcome value (excluding disbursements that has its own VAT field). Where deriving value it will apply VAT to the fee and any other additional payments. If the fixed fee does not apply it should apply VAT to the NET profit costs and counsel costs fields. 
	Tick box 

	Travel and Waiting Costs excl VAT 
	Costs incurred for travel and waiting on a case. 

For Immigration & Asylum please see detailed guidance below. 
	Numeric 

Includes travel and waiting time at hourly rates, NOT disbursements.  You should also include these costs in the profits costs figure described above .

	Adjourned Hearing Fee
	Number of times the MHRT adjourned hearing fee is claimable 
	Numeric e.g.01

	Additional Travel Payment
	State whether the clients’ location was designated as Remote
	Yes or No 

	Meetings Attended?
	Types of meetings attended
	MEET01-16 Code – see attached

	Stage Reached 
	Stage the case has reached at the end 
	SMS guidance 

2 characters 

If a MHRT case also involves a managers hearing, the MHRT code takes precedence

You should use the MHRT code (MD) if there was representation at the hearing, the code MB if not.  

If level 1 work only is carried out code MA should be used 

	Outcome for Client 
	The outcome for the client at the end of the case /stage 
	SMS guidance 

2 characters 

Code MK should be used if a client is not discharged following an MHRT 




SMS SUBMISSIONS – ADDITIONAL GUIDANCE FOR MENTAL HEALTH PROVIDERS

Case Stage
This determines which fee(s) the supplier is paid for the case. There are 9 possible codes- see attached chart below.

	 
	Fees Claimed
	 
	 
	 

	Code
	Non-MHRT
	MHRT Level 1
	MHRT Level 2
	MHRT Level 3

	MHL01
	Y
	 
	 
	 

	MHL02
	 
	Y
	 
	 

	MHL03
	 
	Y
	Y
	 

	MHL04
	 
	Y
	Y
	Y

	MHL05
	 
	 
	Y
	 

	MHL06
	 
	 
	Y
	Y

	MHL07
	 
	 
	 
	Y

	MHL08
	 
	Y
	 
	Y

	MHL09
	Not Applicable- use if case started before 1 Jan 08
	 
	 
	 


Meetings Attended
There are several codes- see chart attached below

	Code
	Tribunal Hearing
	Hospital Managers' Review
	Section 117 Meeting
	CPA Meeting

	MEET01
	 
	 
	 
	 

	MEET02
	x
	 
	 
	 

	MEET03
	 
	x
	 
	 

	MEET04
	 
	 
	x
	 

	MEET05
	 
	 
	 
	x

	MEET06
	x
	x
	 
	 

	MEET07
	x
	 
	x
	 

	MEET08
	x
	 
	 
	x

	MEET09
	 
	x
	x
	 

	MEET10
	 
	x
	 
	x

	MEET11
	 
	 
	x
	x

	MEET12
	x
	x
	x
	 

	MEET13
	x
	 
	x
	x

	MEET14
	x
	x
	 
	x

	MEET15
	 
	x
	x
	x

	MEET16
	x
	x
	x
	x














The fixed fee credit on the suppliers account will be amended to the amount allowed on review.





Is it accepted as exceptional ?





File is Reviewed by the National Mental Health Unit





Make an Exceptional Claim Application to the National Mental Health Unit





Yes





Report matter on MH CMRF triggering a credit on the suppliers account of the relevant fixed fees, disbursements and, if Prior Authority for enhanced rates for Counsel has been obtained, the difference between this amount and those at the equivalent LH/CLR rates





No





Yes





Calculate the total actual profit costs including any counsel’s work calculated at LH/CLR Rates and excluding v.a.t.





No further fees will be paid





Is the case Exceptional?





No further action is needed





NO








