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GENERAL

The aim of the Irish Reports is to provide authoritative reports of the seminal decisions of the Superior Courts. There are many databases of raw unreported decisions available free of charge but reports add value to these by the addition of a concise accurate headnote. 
A reporter will be asked to report a case from the Supreme Court, the Court of Criminal Appeal or the High Court. 
A report for the Irish Reports consists of a headnote and the fully checked text of the judgment. The headnote contains a set of subject headings (or captions), a narrative summary of the case, the ratio decidendi (or findings of law), a list of all cases cited in the judgment, the names of the solicitors and barristers who appeared in the case, a note on the legal procedures and dates of hearing and any other information about the case which will be of use to practitioners.

The reporting of the case consists of the following main tasks: - checking the judgment; the preparation of the headnote; checking of counsel and solicitors who appeared in the case; creation of a checklist; and tracking any appeals or further proceedings which might be pending in the case. These tasks are the minimum requirements of editing and preparing a judgment and headnote for the Irish Reports.
Format of a report

The order of the contents of each report is as follows:-

a) the title;

b) the court(s) and date(s) of judgment;

c) subject headings (captions);

d) the narrative;

e) the ratio decidendi (holdings)
f) list of cases mentioned in the report;

g) the procedure;

h) counsel for the parties;

i) cur. adv. vult. or ex tempore;
j) the court and date
k) the judgment;

l) [note of appeal to the Supreme Court;

m) the arguments before the Supreme Court;

n) judgment(s) of the Supreme Court;]
o) solicitors for the parties;

p) reporter’s note;

q) name of the reporter.

This is the order for a report which includes judgments of both the High Court and the Supreme Court. Some sections will be omitted if the judgment is only of the Supreme Court or the High Court.

THE JUDGMENT

Do not make any unnecessary changes to the text of judgments. Great care must be taken to ensure that any alterations made to judgments do not change the sense of the judgment. In case of any doubt, the judgment should not be altered. 

Clear errors or mistakes should be corrected. But in any case of doubt, a query should be clearly flagged for the editor’s attention. 

The Style Guide should be applied sparingly to judgments and only where it will assist in improving the clarity and readability of reports. 
If any of the text of the judgment is being changed, changes should be marked by the reporter in black (or blue) ink on the hard copy judgment. Changes should only be made on the electronic version after they have been approved by the editor. 
The approved judgment signed by the relevant judge will be circulated in paper format and the reporter must ensure that the electronic version conforms to the approved copy and not vice versa.

Typographical errors

The reporters should exercise vigilance in proofreading the text of the judgment to ensure that typographical errors are identified and corrected. 

If the reporter is unsure about an error, the reporter should draw the editor’s attention to it.

Grammar, syntax and punctuation

Change only if necessary. Be very careful not to change the sense of a judgment by interfering with punctuation. 

Do not insert commas for breathing purposes; only insert them where they are necessary grammatically. 

Checking references
The reporter must check all references in a judgment (all cases, legislation, textbooks, journals etc.) This is particularly important as any error may find its way uncorrected into the final report and, therefore, also, into posterity. 

When a reference has been checked, place a tick beside it on the judgment. 

Check all quotes recited, going to the source of quotation. 

If there are errors, mark corrections in black/blue pen on the text of the judgment and note on the checklist that errors have been corrected (it is not necessary to list the actual corrections on the checklist). 

If you are unable to verify any reference, then you should record on the checklist all efforts made to check the quote or citation. This would include whether a particular volume of reports was simply missing from the library, whether you checked JILL or justis or any other legal databases, or whether you tried to source the missing volume or reports or textbook from another library, such as the Kings Inns (so that the editor will not waste time duplicating checks). 

It is important to check primary sources for references and quotations should be checked against a hard copy or pdf version of the text which correspond to the hard copy (not a html database). 

Name of reported cases

For the name of the case use the shortened form of case names found in shoulder notes of older reports and in running heads of modern reports. These are the headings found at the top of the pages of the report and not the actual long title which is found at the start of the report. Use the shoulder note or running head from the series of reports highest in the hierarchy. 

East Donegal Co-Operative v. Attorney General is an exception to this rule. In the Irish Reports, the case is cited as East Donegal Co-Operative Livestock Mart Ltd. v. Attorney General [1970] I.R. 317; (1970) 104 I.L.T.R. 81, even though the running head does not include the words Livestock Mart Ltd. 
Recent English reports have adopted a non-punctuation style in their running heads however, we still punctuate these titles (e.g. v., Ltd.). There are also exceptions for some European Court decisions below.
Neutral citations

Neutral citations allow for a common citation for a case, no matter what series of reports the case is reported in.  They were first introduced for Irish judgments in 2004. 
For Irish cases post-2004, the neutral citation will always appear as part of the name of the case in addition to the reference from the highest series of reports where the case is reported. Separate the neutral citation from the first reference with a comma.  The courts of England and Wales have used neutral citations for their cases since 2001. That citation also forms part of the name of the case must be written before writing the citations from the reports: e.g. [2002] EWCA 146 (Civ).

Care should be exercised with neutral citations as those which appear on databases such as BAILLI, JIC and JILL for pre-2004 judgments are not to be used – only use citations which appear on the original/pdf transcript of the judgment.
There are discrepancies in the assignment of neutral numbers by the Central Office in the early months of 2004. We use the number supplied to the Irish Reports by the Central Office not the number on BAILII or Jill.

Citations
In the body of the judgment include only the highest reference from the hierarchy of reports after the first mention of a case in a paragraph. Remember that the neutral citation for post-2004 cases forms part of the name of the case and is separated from the reference by a comma.
Where a judge refers to a particular case in a judgment, the reporter should check to see if that case has been reported in a “higher” series of reports. If it has, then all references to that case have to be changed in the judgment.
Case names are printed in italics which are indicated by the reporter writing a squiggly line underneath the names, Byrne v. Ireland in the body of the judgment. (Note the full stop after v.)
Strike out “in the case of”, for example, (in the case of  in Byrne v. Ireland). 
See also Cases mentioned in the report on p. 12. 
Quotations
Quotations in the judgment should be checked against the original and conformed to it.

Ensure that the correct page reference is given for each quotation and that it is written in the style of the Irish Reports, namely “at p. 27:-”. Do not put the page reference in brackets. 
Where there are paragraph numbers in the quotation include them at the start of the paragraph with an ellipsis (…), if appropriate.

For European Court of Justice and post-2001 English and Welsh decisions, refer to quotations by using the relevant page numbers and ensuring that the paragraphs of the quotation are also numbered.
The hierarchy of cases (see below) has a special relevance when quotations from other judgments are cited. If a judge has quoted a passage from the judgment in a “lower” report but it has been reported in a “higher” report, then the reporter has to find the same quotation in the “higher” report and then change the quotation itself to reflect that report. The pinpoints (page and/or paragraph numbers) of the quotations also have to be altered accordingly.  This should be done unless the series of reports from which the citation is taken is unavailable in the Law Library or is unavailable from another source through the Librarian. If this is the case, then this should be noted on the checklist.
A flexible attitude should be adopted for quotations from affidavits or quotations from letters set out in a judgment, especially when the original cannot be checked. There is no objection to putting such matters into house style. 

Sometimes mistakes appear in originals. If a reporter spots such an error in an original, it should not be corrected but (sic) should be inserted to indicate that the error is in the original. The editor’s attention should be specifically drawn to any such errors. 
Quotations are indented in normal roman font and not italics.

The quotation in a judgment is printed “within double quotation marks”. When the quotation embodies another quotation, the ‘other quotation’ is distinguished by being enclosed within single quotation marks. If there is a further quotation within that quotation then it goes back into double quotation marks, e.g.

“As was stated by Finlay C.J. at p. 107:-


‘I therefore adopt as the correct statement of the law that what was said by Ó Dálaigh C.J. when he said at p. 317:-


“..the purpose of s. 164 was to create new rights and not to limit those already enjoyed by the citizen”



I am in full agreement with those views’


  I agree with Finlay C.J.”

Closing quotation marks are placed outside the full stop which ends the last sentence of the quotation unless the quotation is not a full sentence in which case the full stop will be outside the closing quotation mark. 

When a quote is cited in the middle of a sentence, and the original quote started with a capital letter, it is proper to put reduce the first letter of the quote to a lower case letter and to put that letter in square brackets, e.g., Later on in the same paragraph Henchy J. referred to the same section saying “[t]he language used in the section would imply the applicability of a subjective test”.
Text books

Use italics to describe the title of a text book, but use normal font for the name of the author e.g. Kelly, The Irish Constitution (4th ed., Tottel, Dublin, 2003,). The edition is given as “ed.” with the publisher, place of publication or year (as appropriate) in brackets.

Do not use italics when referring to Iris Oifigiúil but do for newspapers, such as The Irish Times.

THE HEADNOTE

Headnotes in the Irish Reports conform to house style and these notes should be used to ensure that headnotes conform to our style.
As a general rule, the ratio decidendi or “helds”, i.e. the legal principles held by the judge should be prepared first. The “helds” should never contain facts, only the law as decided by the judgment. Then one should attempt the captions. Then approach the narrative. Finally fill in the title, checked cases, procedure and names of counsel etc.
Title

Check how the parties are referred to and spelt on the pleadings in the court file.
The names of the parties in the title of the report are in bold type separated by “v.” which is not in bold type. 
Normally include the names of all of the plaintiffs and defendants unless they are very numerous. 

The citation of cases brought against all of the Ministers of the Government collectively is An Taoiseach; thus, Riordan v. An Taoiseach. Parties can also sue Ireland or the Government of Ireland. The titles “The Attorney General” and “The Director of Public Prosecutions” are not abbreviated to “A.G.” and “D.P.P.” in the title.

We do not use Ltd. for limited companies in the long title of a case however we do use plc (with no period) for public limited companies. 
In criminal proceedings, all indictable crimes are prosecuted by “The People (at the suit of the Director of Public Prosecutions), whereas summary prosecutions are prosecuted by the Director in his own name or by a common informer.  

Where certain office holders bring proceedings, such as an Inspector of Taxes, it is normal for the proceedings to be brought in the name of the particular inspector. In such cases, put the inspector’s name in bold type and the description of the office he holds in normal type.

Description

Each of the parties is described in the title of the case. The description is not written in bold and the first letter is written in capitals. 
In civil cases, the descriptions include plaintiff, defendant, petitioner, applicant, respondent, notice party and third party. In civil cases, the description of a party does not change if the case is appealed. If a plaintiff in a civil case appeals to the Supreme Court, he is still described as the plaintiff in the appeal and not the appellant. 

In criminal cases, descriptions include applicant, respondent, prosecutor, accused, defendant and appellant. 

Proceedings pursuant to statute
Where the proceedings have been initiated pursuant to a particular statutory provision, it should be recited in the title. 

Pay particular attention to cases stated as each type of case stated is governed by a different statutory provision and a reporter will need to ensure that the correct provision is cited for the particular case stated.
When citing cases where the title starts with “In the matter of an application pursuant to s. 2(1) of the Criminal Justice Act 1993 and in the matter of ….”, only put the title and section of the relevant Act into bold type. The words “In the matter of…” should be left in normal type. 
Neutral citations

The neutral citation forms part of the title of the case and is written after the names and descriptions of the parties. In the High Court, the neutral citation will be in the form [2012] IEHC 25. For the Court of Criminal Appeal the citation will read [2012] IECCA 25 and for the Supreme Court the citation reads [2012] IESC 25. Note that the year is contained in square brackets and that there are no full stops between the letters IEHC, IECCA or IESC. 

Record numbers

The record number of the case is in normal type is in square brackets separated from the neutral citation by a comma. 

High Court: [2008 No. 93 JR];
Supreme Court: [S.C. No. 35 of 2009]; 
Court of Criminal Appeal: [C.C.A. No. 123 of 2008]. 
In Bankruptcy cases, the record number is the individual number of the actual bankruptcy summons. The record number reads [Bankruptcy No. 12]. 

Proceedings relating to wards of court do not have record numbers.
A case title in, for example, the Supreme Court will be:-

Bridget Devlin and Terence Devlin, Plaintiffs v. The National Maternity Hospital, Defendant [2007] IESC 50, [S.C. Nos. 346 & 352 of 2004] 

Subject headings
Subject headings or captions identify the issues rather than the decision. They are relatively difficult to prepare. However they are extremely important as they will be used subsequently for indexing.  It is a good idea to compose the captions after you have prepared the “helds” but before you prepare the narrative section of the headnote. This helps to ensure that the captions reflect the legal principles rather than the facts of the case.
There should be at least four captions setting out the subject areas of the case before the “whether” captions, e.g.:-

Constitution - Fair procedures – Prosecution – Reversal of decision – Whether requirement of fair procedures…

Cases should be captioned with the relevant area of substantive law and not the procedure by which they were initiated unless the judgment involves a procedural point.
It is necessary to have a separate paragraph of captions for each issue that arises in a case. Put the paragraphs of captions in order of significance of the issues arising in the case and not into alphabetical order.

Check previous similar cases to the judgment they are reporting which have already appeared in the Irish Reports. Such cases are normally referred to in the judgment and the reporter should pay particular attention to the most recently reported decisions.
Captions are written in italics. Definite and indefinite articles are not used: write “Whether permissible exercise of discretion” and not “Whether the respondent exercised his discretion in a permissible way”.
Legislation in subject headings
All Acts, Statutory Instruments and Articles of the Constitution which are considered in the judgment should be included in the captions unless they are referred to merely en passant. 

Order in which legislation is cited in the captions: 

1. Statutory Instruments;
2. Acts of the Oireachtas;

3. Articles of the Constitution of Ireland;

4. European Union measures;

5. other international treaties or conventions (including the European Convention on Human Rights).
Within each of the classes of legislation mentioned above, the provisions should be listed in chronological order starting with the earliest in time. 
The numbers of Acts (Companies Act 1963 (No. 33)) and of the Statutory Instruments (Rules of the Superior Courts 1986 (S.I. No. 15) should also be included. In the case of pre-1922 Acts, the session of parliament and the chapter number must be given (Offences Against the Person Act 1861 (24 & 25 Vict., c. 100)). After the number of each enactment refer to the particular section considered in the judgment.

When citing European Union measures, start with Decisions, then Directives, then Regulations and lastly Treaties (see the note below on citing Treaty provisions).

European Union Regulations should give the Treaty/No./year while Directives and Decisions give year/No./Treaty.

Narrative

Bear in mind that the reports are being read by busy counsel and by law students. Therefore, being obscure is not the objective.

The most common type of headnote is a factual headnote. A reader is entitled to believe that every fact recited in the headnote is relevant to a holding therein. Only those facts which are necessary to ground and understand the “helds” should be included. Factual details which are not necessary to the legal principles should not be included. Therefore dates, times, weights, measurements, etc. should be omitted unless they are essential to a proper understanding of the case. On the other hand, nothing should appear in a held that is not understandable with reference to the headnote: the reader is not to be given any new information in the held part.

It may be necessary to set out the relevant section of an Act or Statutory Instrument where the case turns on an interpretation of the section. If possible this should be the first paragraph in the headnote. The facts should then be set out.

Set out the main arguments for each side and, if the case is on appeal, the decision of the trial judge at first instance: sometimes a held may appear trite if the argument of the unsuccessful party has not been alluded to in the headnote.

A propositional headnote is a proposition of law derived from the case and stated without any attempt to recount the facts of the case or to relate the proposition to a live situation. This type of headnote may appear simple to prepare but in reality is difficult, as a reporter may find himself/herself making sweeping statements far wider in implication than anything the court had in mind. Sometimes such a headnote may be accurate but meaningless to the reader without further elaboration, e.g.:-

“If reg. 3 of the Regulations of 1979 applies, the gaming machine may not be operated.”

It would be preferable to say something like:-

“If the gaming machine licence has been endorsed for operating outside the permitted hours, pursuant to reg. 3 of the Regulations of 1979, the machine may not be operated.”

This type of headnote is suitable for cases dealing with matters of practice and procedure or the interpretation of legislation. 
Ratio decidendi
This is the most important part of the headnote as it contains the decision of the court and the statements of law made in the judgment. It should include all significant findings of law made in the judgment. Trite or repetitious statements should not be included. It should not contain any findings of fact. Care should be taken of mixed questions of law and fact which should be flagged for the editor’s attention. 
The helds should be listed in order of significance (not the order in which they appear in the judgment), therefore held 1, should be the ratio decidendi of the case. 

The helds are in indirect speech and are numbered with any obiter dicta or quaere at the end.
Any case which is relied upon or subjected to serious scrutiny should be cited after the relevant “held” with the appropriate annotation. The annotations are:-

applied, followed, approved, explained, considered, distinguished, doubted, not followed and overruled.

Only judgments that are binding on lower courts are “applied”, such as Supreme Court decisions on the High Court. Decisions of equal or inferior courts and British decisions are “followed” or “approved”.  Doubling up of the terms should also be avoided if possible, e.g., “approved and applied”. Applied suggests that the case is also approved.

List of cases mentioned in this report

All cases mentioned anywhere in the report (even if only en passant in a quotation) are listed with the neutral citation (if available) and the complete reference to all recognised reports of the case in the order of the hierarchy (see p. 13).
Cases mentioned are listed alphabetically by the applicant’s surname (disregarding articles such as The or In re).

Abbreviated names of in camera proceedings appear under the initial of the surname. Therefore D.T. v. D.T. appears as the head of the cases beginning with a “T” and not “D”. Case names starting with the abbreviation “Mc”, are listed before other cases starting with the letter “M”.
Report references
In the list of cases mentioned in this report, the reporter must list the case with all its citations, be they from the Irish Reports, Irish Law Reports Monthly, Irish Law Times Reports for Irish cases. However, we only use report references not references to digests (e.g. All E.R. (D), T.L.R., Crim. L.R., ICLMD).
For report references (as opposed to case names) e.g. [1993] 2 I.R. 435 or [1997] 2 I.L.R.M. 61, use the references as found in the Irish Digests (for Irish cases), the English Digests for British cases and the Empire Digest for old series of reports. These digests are found at the issue desks of the Law Library. The Irish Digests are also available on www.justis.com but ensure that you check in the pdf. There is no Irish Digest post 1999 and the reporter must check in the I.L.R.M.s to see if a case has been reported. The Irish Digests do not include the year reference for the Irish Law Times Reports (I.L.T.R.). Therefore if such a case is cited in a report the reporter must check the reports in order to find the year of the judgment. The citation will then read (1955) 33 I.L.T.R. 61. 

Where the series uses separate consecutive calendar years to describe the volumes, such as the Irish Reports, the year of the volume is enclosed in square brackets.  Where this is not the practice, put the year of the judgment or decision in round brackets, which may not necessarily be the year of the printing of the relevant volume, e.g. Landers v. The Attorney General (1973) 109 I.L.T.R. 1.  An exception to this rule is the E.H.R.R. which uses a volume year in round brackets.  Also beware that www.westlaw.ie uses an idiosyncratic year in square brackets for the I.L.T.R. which does not correspond to the year of the judgment which must be obtained from the hard copy.
Hierarchy of reports

The hierarchy of case references is as follows:-

For Ireland: Irish Reports (I.R.), Irish Law Reports Monthly (I.L.R.M.), Irish Law Times Reports (I.L.T.R.), Irish Jurist Reports (Ir. Jur. Rep.)
For the United Kingdom: Appeal Cases (A.C.), Chancery (Ch.), Queens Bench (Q.B.), Weekly Law Reports (W.L.R.), All England Reports (All E.R.)
For Europe: European Case Reports (E.C.R.), Common Market Law Reports (C.M.L.R.).

Citation of unreported judgments

The style of citation for unreported judgments is:-


Supreme Court:- Bloggs v. Minister for Health [2008] IESC 2, (Unreported, Supreme Court, 30th January, 2008)

Court of Criminal Appeal:- The People (Director of Public Prosecutions) v. Bloggs [2008] IECCA 2, (Unreported, Court of Criminal Appeal, 30th January, 2008)
High Court:- Bloggs v. Minister for Health [2008] IEHC 20, (Unreported, High Court, Clarke J., 30th January, 2008) or The People (Director of Public Prosecutions) v. Bloggs  [2008] IEHC 2, (Unreported, Central Criminal Court, Carney J., 30th January, 2008).
Criminal cases

Article 30.3 of the Constitution provides that all prosecutions, other than in a court of summary jurisdiction, shall be prosecuted in the name of the People at the suit of the Director of Public Prosecutions – it used to be the Attorney General.

As a result, the Director of Public Prosecutions prosecutes in his own name in the District Court but in the Circuit and Central Criminal Court in the name of the People. Appeals from the Circuit and Central Criminal Court go to the Court of Criminal Appeal so a judgment from that Court should be in the name of the People.

Judicial reviews of District Court prosecutions which are taken in the High Court (and on appeal to the Supreme Court) are in the name of the Director of Public Prosecutions simpliciter (as are cases stated from the District Court).

Uncirculated judgments

Sometimes judges will refer to judgments which were never circulated. Such judgments are cited as (High Court, Laffoy J., 12th March, 2007) (not as unreported – we cannot report what was never circulated). Unapproved/uncirculated judgments are not listed in the cases mentioned list but a reporter’s note should be added to the end of the report pointing out that the relevant decisions were never circulated.

Electronic reports
If you are checking a case in an electronic report rather than the hard copy, make sure it is checked against a PDF which mirrors the hardcopy (not html). It is acceptable to use justis pdfs but not Westlaw pdfs as they do not mirror the hard copy and cannot be used to check quotations from the I.L.R.M.s. 
Also note that electronic resources may use idiosyncratic identifiers for judgments which we do not follow (e.g. BAILII or JIC numbers) or may require a volume number where none in fact exists and a default number 1 may be used (take especial care of justis which assigns a volume 1 to the Irish Reports in years where there only was one volume). 

Weekly Law Reports

It should be noted that there is a distinction between cases included in Volume 1 of the Weekly Law Reports and those included in Volumes 2 and 3 of these reports. Cases in Volume 1 are only reported there and do not subsequently appear in the Law Reports proper; that is are not to be found in the Appeal Cases, Chancery, Queens Bench or Family. On the other hand, cases in Volumes 2 or 3 are subsequently reported in the Law Reports proper for the succeeding year. Therefore, any reference to Volume 2 or 3 should be checked to ensure that any other reference is also included.

European case references

European cases are listed with the plaintiff’s name first. This is important as it allows for the proper indexing of the cited cases. The record number reference for all cases comes after the name of the case.

 Sideradria Spa. v. Commission of the European Communities (Case 67/84) [1985] E.C.R. 3982
Where the running head in the E.C.R. has a one name title (e.g. Annibaldi (Case C-309/96) [1997] E.C.R I-9493) use the full title of the case (i.e Annibaldi v. Commune di Guidonia).
Cases decided by the Court of Justice after the establishment of the Court of First Instance in 1989, are preceded by the letter “C” - meaning Court - and subsequently designated by “I” to indicate reports from the Court of Justice itself.

Gestetner Holdings plc. v. Council and Commission of the European Communities (Case C-156/87) [1990] E.C.R. I-781
Judgments of the Court of First Instance are preceded by the letter T - for Tribunal - and further designated by a Roman “II” before the reports.

Gill v. Commission of the European Communities (Case T-43/89) [1990] E.C.R. II-173
Applications for interim measures (the equivalent of an injunction to suspend the application of a statute or decision) always adopt the same number as the main number of the case, but are followed by an R - for Refere - being the French expression for an interlocutory application.

International Business Machines Corporation v. Commission of the European Communities (Joined Cases 60 and 190/81 R) [1981] E.C.R. 1857

Appeals coming from the Court of First Instance to the Court of Justice include a letter “P” after the case number.
European Court of Human Rights

Judgments of the European Court of Human Rights have an application number which should be put in brackets after the title, e.g.  Abdolkhani & Karimnia v. Turkey (App. No. 30471/08) (Unreported, European Court of Human Rights, 22nd September, 2009); Edwards & Lewis v United Kingdom (App. Nos. 39647 & 40461/98) (2005) 40 E.H.R.R. 24 (there is no comma between the app no. and the citation). 

Since 2001, the European Human Rights Reports have adopted a unique citation system which takes the form of (2005) 31 E.H.R.R. 1 for the first case reported in that volume and (2005) 31 E.H.R.R. 2 for the second case and so on; the page number is no longer used as a reference point. Cases pre-2001 remain referenced to the page.
List of cases cited by counsel

A list of cases cited by counsel is not generally available. However, sometimes a judge will provide a list annexed to the judgment. If so you should simply state “The following additional cases were cited in argument:-” You should then proceed to list the cases as given by the judge which are not contained in the list of cases mentioned in this report in alphabetical order.

Procedural introduction

This part must include the following information:-

(a) the type of proceedings. Check carefully - what might appear to be a special summons could be an examiner’s memorandum. Common proceedings include plenary summons, special summons, summary summons, personal injuries summons, judicial review, motion on notice, appeal from the High Court, notice of appeal, application pursuant to Article 26 of the Constitution. This is written in bold type;
(b) a summary of the facts is given here however, if they have already been summarised in the headnote it is sufficient to say so:-

“The facts have been summarised in the headnote and are more fully set out in the judgment(s) of …….J., infra”;

(c)
include the date of institution of proceedings and information concerning further steps in the proceedings;
(d)
if applicable, a brief summary of what happened at first instance;
(e)
any material facts not recited in the headnote;
(f) provided they are not set out in the headnote or judgment, any questions of law stated for the opinion of the court;
(g) the dates of the hearing of the trial of the action. If the case was heard over a number of days, say that it was heard over x days between the start and finish date.
Try to avoid giving details of each and everything that might have happened in the case to date. Only those details that are actually relevant to the judgment being reported need to be included.
Reporters should note that the Criminal Procedure Act 2010 (which was commenced on the 1st September, 2010) abolished the need for leave to appeal to Court of Criminal Appeal. 
These details should be obtained in the first instance from the court file. In the event that there is little information on the court file, they should be obtained from counsel. It is usually necessary to verify them with counsel in any event. The details of where they were obtained and verified should be noted on the checklist. If the reporter has been unable to verify them, all attempts to check should be noted to avoid duplication of the steps with consequent irritation of court staff. 

Counsel

Incorrect counsel and incorrectly spelled names are the most common complaints to the editor about the Irish Reports. Reporters must be particularly careful when checking counsel. 

There is a zero tolerance policy on the naming of counsel (and solicitors). Any reporter who makes any error in relation to counsel will be removed from the reporter panel.

Check which counsel appeared in the case
It cannot be stressed strongly enough just how important it is that the correct counsel are credited in the reports. Reporters must never rely on names in pleadings when citing whether counsel appeared in a case. The reporter must check with the counsel in question. Also, make sure that counsel is cited as representing the correct party. In cases where there are respondent/applicants, and defendant/appellants, it can be quite easy to confuse which counsel was representing which party. Reporters must ensure that at least one person representing each party has confirmed the representations before they send in a report.

Check which counsel spoke in court

There is a particular style for differentiating the counsel who addressed the court, and those who did not. 

“Nuala Butler S.C. and David Barniville S.C. (with them Paul Anthony McDermott)” means that junior counsel did not address the court. It also means that David Barniville S.C. was junior to Nuala Butler S.C. in terms of their call to the inner bar.

“Nuala Butler S.C. and Paul Anthony McDermott” means that junior counsel also addressed the court.

Paul Anthony McDermott (with him Nuala Butler S.C.) means that while senior counsel was briefed in the case, only junior counsel addressed the court. 

Reporters can find the dates of counsels’ call to both the outer or inner bar from their entries in the large green Bar Council diary or on the law library website, www.lawlibrary.ie.

Check how counsel spell their names
It is imperative that the names of counsel be spelled correctly as this is invariably the first thing a barrister will look at in relation to a case he or she was in that is being reported. Check the spellings in the large green Bar Council diary or on the website, www.lawlibrary.ie.  
Be careful to include fadas in Irish names where the person uses a fada. 
There are a multiplicity of barristers with the same names and surnames in the Law Library. Sometimes the only difference between two barristers is a middle initial. If one knows that a Mr. Keane S.C. appeared in a case, make sure whether the reference is to Richard T., Esmond, Patrick or David. It may even have been Richard N. Kean. 

All attempts to clarify counsel must be noted on the checklist, especially any messages which have been left on voicemails or with secretaries. Any email replies received should be printed out and included with the checklist in the file. 

Reserved judgment

A reserved judgment should be indicated by inserting before the judgment 

Cur. adv. vult. (in italics). 

An unreserved judgment given spontaneously is indicated by Ex tempore (in italics).

The Judge

Judgments in the Irish Reports are commenced with the name of the judge who delivered the judgment in the case of the High Court, or in the case of a Supreme Court case with the name of the presiding judge, together with the date the judgment was given. 

If the presiding judge in the Supreme Court did not deliver a judgment, then the judgment will commence with the name of the judge followed by “I have read the judgment about to be delivered by …J. and I agree with it.”

If the judgment is one where the judgment of the court is to be delivered by a single member, such as a judgment of the Court of Criminal Appeal, or in the case of a judgment impugning the constitutionality of a statute or a judgment in a reference pursuant to Article 26 of the Constitution, then the judgment should commence with…”In accordance with the provisions of ……, the judgment of the court was delivered by a single member” followed by the name of the judge who delivered the judgment. 

Please note that judgments of the Court of Criminal Appeal are delivered by a single member in accordance with the provisions of s. 28 of the Courts of Justice Act 1924.
Composition of the Supreme Court

Take care of the number and composition of the Supreme Court. Reporters must ensure that the judges are listed in the order of their seniority. The next most senior judge of the Supreme Court after the Chief Justice is the President of the High Court. Further, a judge of the High Court can sometimes sit in the Supreme Court. If so, his or her name is listed after the names of the other judges of the Supreme Court. Judges are listed in the order of their appointment to the Supreme Court, and not the order in which they were first appointed as a judge.
As of the 1st March, 2013, the order of seniority in the Supreme Court was:-

1. The Chief Justice, Denham C.J.

2. Kearns P.

3. Murray J.

4. Hardiman J.

5. Fennelly J.

6. O’Donnell J.

7. McKechnie J.

8. Clarke J.

9. MacMenamin J.

The fact that there are only three judgments does not mean that there has not been a court of five or seven. The reporter should check precisely the identity of the members of the court in any case. The names of the judges are usually mentioned on the court file in the Supreme Court office and are always listed on the order. Do not rely on the memo on the www.courts.ie judgments database. There are errors in it. Check in the Office.

Solicitors for the parties

Care is to be taken with the citation of the names of the solicitors for the parties. The same concern and rules apply as with the names of counsel with the same zero tolerance policy for mistakes.
The name of the solicitor can be usually obtained from the appearance on the court file. 
Where a firm of solicitors represents a party write the name of the firm. It is important to name the firm exactly as it appears in the law directory. Watch out for the inclusion or exclusion of “and”, and whether or not an ampersand “&” is used. If the reporter is unsure, he or she should contact the firm of solicitors in question and clarify as to how they are to be described. 

The Chief State Solicitor is the “Solicitor (singular) for the applicants”.  The Chief Prosecution Solicitor appears for the Director of Public Prosecutions in cases heard after the 3rd December, 2001. Firms of solicitors (those with more than one partner) are referred to as “Solicitors (plural) for the applicants”. 

Further, do not write “Law Agent” or “….Law Centre”. If the solicitor was a law agent, then write the name of the solicitor only. 

Reporter’s note

Further orders or unusual costs or other orders may have been made or a judgment may be under or have been appealed and disposed of without a further judgment or in a judgment we are not reporting. A short note of what happened should be recounted in square brackets. 
The reporter’s note should mention any statute or other provision considered in the judgment which has been repealed or amended or any other information about the case which may be of interest or use to practitioners. It should also mention uncirculated/unapproved judgments which have been referred to in the judgment. 
HOUSE STYLE

The report should be prepared using the house style of the Irish Reports. The headnote should be fully in house style. A flexible approach to house style should be applied to the text of the judgment with minimum interference with the text of a judgment, while ensuring that the judgment is error free. Changes should only be made to the judgment where they are necessary to correct errors and/or to provide clarity and consistency.
Parties

Make sure the parties have the same title throughout the headnote, introduction and judgment. It may be necessary to alter one or more of these e.g., a party should be referred to consistently throughout a report even if there are multiple judgments.  

Where the judge has stipulated a particular designation for a party, use that designation if it will be clear to a reader of an isolated passage subsequently quoted who the parties are. 

It is often simplest to refer to a party as they appeared in the originating proceedings e.g. a plaintiff as a plaintiff throughout a Supreme Court appeal in a civil case. 

Do not refer to him as the plaintiff/appellant. 
Make sure that the parties are referred to either as singular or as plural throughout. Sometimes in the case of a limited company, judges lapse into referring to it as “they”. Amend to “it”. The same applies to the County Council and the Board. 

Delete superfluous words when referring to parties, such as “the second named defendant”; use “the second defendant”.  Avoid phrases like “respondent company”: stick to respondent.
Capital letters

Stamp out unnecessary capital letters.

The general rule about the upper and lower case of initial letters is that the designation of an office or an institution of State takes a capital, whereas a generic word attracts a lower case. Thus, for example, we have the State, the Government, the Supreme Court, the High Court, the Court of Criminal Appeal, the Circuit Court, the District Court, the Supreme Court Judge, the High Court Judge, etc. However, on the other hand we have the courts, the trial judge, the judge, the executive, the legislature, plaintiff, defendant, agreement, constitutional rights, judge, garda, planning authority, member state, executive officer, etc.

To indicate lower case draw a diagonal line through the letter. To raise to capitals insert two lines under the letter, e.g. j.p. to translate to J.P.

Dates

The style of citing months and years in the Irish Reports is as follows:-




“. . . the 22nd February, 2004, . . .”  “in March, 2004 . . .”

Note that where the date is made up of only a month and a year, there is no comma written after the year.

Italics

As a general rule, all foreign language words and phrases are put into italics, such as €80 per day; the route went via the existing boundary. 
All Latin phrases are written in italics in the Irish Reports. This also applies to abbreviations of well known Latin phrases, such as etc., i.e., e.g.
A squiggly line written underneath the word indicates that it is to be put into italics.

Lists
If a judge gives a list of points in a judgment, such as a list of reliefs being sought, then the style is to end each point with a semi-colon and start the next point with a lower case letter.

Counsel 

If counsel is named by a judge in the text of a judgment, ensure that it will be clear to a reader of an isolated passage subsequently quoted which party that counsel appeared for (i.e. Mr. Collins, on behalf of the applicant, submitted ...)

Do not refer to counsel by name in the narrative section of the headnote. 

Referring to judges

Refer to “Murray J.” not “Mr. Justice Murray”. The President of the High Court is described as “Kearns P.” unless Kearns J. was not the President of the High Court when he delivered the judgment.
Where there are two judges in the Superior Courts with the same surname we refer to them by their first initial e.g. B. White J. and M. White J. 
Judges of the District and Circuit Courts are referred to as Judge Fahy, Judge Stewart (not Fahy J. or Stewart J.) etc. However the President of the Circuit Court, being an ex officio member of the High Court, is referred to as Groarke J.

Just as barristers are very anxious to ensure that their names appear correctly spelt in the Irish Reports, it is important that the names of the judges are also spelt correctly. Please beware of Clarke J., who is a member of the Supreme Court, and Clark J., who is a member of the High Court. Note that it is MacMenamin J. and Birmingham J. 

The plural for judges is JJ. and not J.J.
Hyphens
We have a minimal hyphenation style in the Irish Reports. Hyphens should only be used to connect two words where the first would not be a standalone word, e.g. non-applicability. 
Compound words, such as cross-examination and self-control are hyphenated in the Irish Reports. Be careful not to hyphenate words which are actually one word, such as “uncontested”.
Further note that page references do not have a hyphen between the numbers. Therefore, it is pp. 302 to 304 or pp. 302 and 303.

Acronyms 
Do not use the U.K., E.U. or the U.S.A. in the headnote.

However, if a judge has used an acronym in the text of a judgment, give the full title the first time it is mentioned with the acronym in brackets and quotation marks e.g. the National Treasury Management Agency (“NTMA”), unless it is a very common and widely understood acronym such as U.K., E.U., U.S., VAT, PIAB. Ensure that the acronym is used consistently throughout the judgment.
Abbreviations
In general do not use abbreviations.
Apart from the first and last word in a sentence, do use abbreviations when referring to sections and subsections as follows:-
section

s.

sections
ss.

subsection
subs.

subsections
subss.

e.g., “. . . as stated in s. 22(7) of the Act of 1916.”



“Section 42(2)(4) of the Act . . .”



“. . . apart from the effect of s. 5(3).”



“…that is the clear unambiguous meaning of that section.”



“. . . the effect of subs. 3 is that . . .”



“this application is made pursuant to O. 81, r. 17…”

Similar rules apply to abbreviating, or not abbreviating, the words “page” and “paragraph” to “p.” and “para.”. Multiple pages and paragraphs are abbreviated to “pp.” and “paras.” respectively. Rule and Rules are abbreviated to r. and rr. 

When referring to the Constitution of Ireland use “Article” with a capital “A” but write “article” with a small “a” when referring to the Constitution of Saorstát Éireann, to foreign constitutions, international conventions or to statutory instruments. Do not abbreviate an article of the Constitution to “Art.” Leave it as “Article 40.3”. 

Likewise European Union Treaties use “Article” with a capital “A”. 

The European Convention on Human Rights takes lower case “article”. 

While there are instances where you may write “art.” (e.g. when referring to a statutory instrument),  “Art.” should never appear in the Irish Reports. 

European Treaties

Reporters should pay particular attention when referring to European treaties so that they indicate which Treaty contains the relevant articles. For example, references to the European Court of Justice may be made under Article 267 of the Treaty on the Functioning of the European Union (TFEU) (formerly Article 234 of the Treaty establishing the European Community (TEC), originally Article 177 of the Treaty Establishing the European Economic Community) the first time it is mentioned in the judgment and thereafter as Article 267 TFEU. Similarly, we refer to Article 101 of the Treaty on the Functioning of the European Union (TFEU) (formerly Article 81 of the Treaty establishing the European Communities (TEC), originally Article 81 of the Treaty of Establishing the European Economic Community) as the first reference and subsequently as Article 101 TFEU. 

It is sufficient to give the relevant article from the Treaty on the Functioning of the European Union in the captions.

Legislation


Pursuant to s. 14(3) of the Interpretation Act 2005, where an Act, Statutory Instrument or any other enactment is cited a comma immediately before a reference to a year and a comma immediately after such a reference that is not required for the purpose of punctuation is to be omitted. Hence Acts, Statutory Instruments and other enactments are to appear in the Irish Reports as:-

Companies Act 1963; Constitution of Ireland 1937; European Convention on Human Rights 1950

Commas are only to be used where they are needed for grammatical purposes, e.g. the Companies Act 1963, as amended by the Companies Act 1990, provides….

Statutes are divided into sections and subsections. 

Statutory Instruments which are Regulations are divided into regulations and paragraphs of regulations. Statutory instruments which are Orders are divided into articles and Rules of Court are divided into orders and rules.

Colloquialisms
Do not use colloquial or slang words in the headnote. 

Language changes all the time and new words from ten years ago have now become accepted into day to day vocabulary. Words such as “internet” and “laptop” which did not exist 20 years ago are now part of normal conversation. The reporter should therefore use his or her common sense when dealing with such words. If in doubt, the Irish Reports use the current Oxford English Dictionary as a reference guide.

Particular conventions

The word judgement is normally spelled with an “e” in English and Irish English, however, legal judgments are an exception so we report judgments but we exercise judgement. 

The words “inquiry”, “inquiries” and “indorsement” are always spelt with an “i” and not an “e”.

The plural of money for the purpose of the Irish Reports is “monies”. 

We do not refer to the 1976 Act but to the “Act of 1976”.

Numbers
The general rule is that the numbers one to nine are spelt in letters, while the numbers from 10 onwards are written numerically. However, within a paragraph there ought to be consistency. Therefore, if the majority of the numbers in a paragraph are written numerically, then write all numbers numerically. If in doubt, follow the convention applied to the majority of the numbers in the passage.
House numbers are always written numerically.
With respect to mathematical signs, they are denoted in symbol e.g. 5%, and not five per cent. 

Other style points

Avoid superfluous phrases in the headnote such as “the plaintiff proceeded to lodge an appeal”. “Following this a hearing was held”. “In fact.” “However”. “The applicant then made an application”. If a judge uses such phrases in the text of the judgment, do not change them.
Irish language words

Be careful to insert fadas where necessary when writing Irish names. Further in the Irish language there is no apostrophe. Hence it is not correct to write Dail Eireann, O’Dalaigh J., or O’Caoimh J., or O’Ceallaigh. The correct spellings are Dáil Éireann, Ó Dálaigh J., Ó Caoimh J. and Ó Ceallaigh. 

In order to put a fada on a letter in Word, hold down the key “Alt Gr” with the letter you wish to put the fada on. 

Latin phrases

The following are common Latin phrases used in the reports:-



Cur. adv. vult.
(Curia advisari vult) The court will consider (meaning a reserved judgment)



Ex tempore
Without preparation (meaning a spontaneous judgment).



Nem. diss.
(Nemine dissentiente) Nobody dissenting



Obiter dictum
An incidental remark on a matter tangential to the opinion being given



Obiter dicta
Plural of obiter dictum


Per curiam
An obiter dictum assented to by all members of the court



Quaere
A proposition so stated as to be considered open to question



Semble
A proposition of law which is not settled definitely, or is not free from obscurity

Common errors
Homophones

Be careful about confusing words with similar spellings, especially where one spelling refers to a noun while the other refers to a verb. Examples of this would be the words “advice” and “to advise”, and “practice” and “to practise”, “licence” and “to license”, “effect” and “to affect”, “elapse” and “to lapse”. 
Also beware of the difference between “been” and “being”; “He has been robbed”, “It is being checked at the moment”. 

Another common error is confusing the words “there” and “their” and “principle” and “principal”.
Apostrophes

Be careful of possessive apostrophes. If there is one defendant, then it is the defendant’s application. If there is more than one defendant, then it is the defendants’ application. 

There is no possessive apostrophe for the word “its”. Do not write “it’s” unless it is an abbreviation of the words “it is”. 

There is no possessive apostrophe where a noun is used as an adjective e.g. six months old, 12 months imprisonment. But a solicitors’ firm may be a solicitors firm depending whether the firm belongs to solicitors or is comprised of solicitors.
When writing years, it is the 1980s, and not the 1980’s.

Spell check

Be very careful with spell check. It is probably better to turn it off altogether but if you do use it, make sure that the dictionary is set to an English (Ireland) dictionary and not a United States one. That way, you avoid automatic spelling corrections such as “summarize”, “labor”, etc. as well as to Irish words such as “An Bórd Pleanála”.
FURTHER STEPS
The checklist
A reporter is required to create a checklist for each report. The checklist serves as a one-stop shop and it must clearly show all the relevant information about the case.

The reporter should record on the checklist all the steps he or she has taken to verify and clarify all matters relating to the report. This checklist will record all matters relating to each stage of the report. There is only to be one checklist per report and all entries are to be clearly marked on it. It is to be kept in the file at all times so that it can be consulted by the editor. Under no circumstances should a reporter ever reprint a clean copy of the checklist once entries have been made on it by the editor.

The reporter must record on the checklist whether he or she has been able to contact any or all of the counsel in the case and the relevant solicitors. If the reporter has left numerous phone messages with the counsel and has received no reply, then that is to be recorded on the checklist.
If a particular citation or quotation could not be checked, then record the attempts made to do so. 
The reporter should record on the checklist any issues that arise during the reporting process. The checklist should also list any outstanding matters in the case, such as whether the case is under appeal (in which case, the appeal number and date the appeal was lodged should be given) or whether there are subsequent proceedings to be dealt with. 

Reporters will be given pro forma blank checklists. The length of the checklist is necessarily dependent on the length and complexity of the individual report and the reporter should append additional pages as required. 

Inspection of court file

The reporter should inspect the official file of the case which is to be found in either the Central Office of the High Court, the office of the Court of Criminal Appeal or the Supreme Court office (as appropriate). These are not public documents and reporters are allowed to inspect these files only by grace and favour, so this privilege must not be abused.

High Court files have to be bespoken in advance in the Central Office. You should note that files are not made available to the general public and are only available to reporters by special arrangement which should not be abused in any way. You may take notes from the file but that you may not remove the file from the Central Office; copy or scan material from the file; scan or photograph documents on the files using such devices as smart phones etc; or in any way abuse the access being afforded.
You must send an email in the annexed format to HighCourtFileRetrieval@courts.ie  on the day you require the file. The file is only retained in the office for the day.  Files are brought to the office twice daily, at 11 o'clock and 3 o'clock. If the email is received after 11, the file is not brought up until 3 o'clock. Your Courts Service barrister’s I.D. must be shown at the desk when you arrive to view the file. You should bring a copy of the email you sent with you for each file. 

European arrest warrant files are kept in the Criminal Courts of Justice. 

The Office of the Supreme Court is located on the first floor of the Four Courts building. It is not necessary to bespeak Supreme Court files in advance.  

The Office of the Court of Criminal Appeal is located on the 4th Floor of the Criminal Courts of Justice on Parkgate Street. The Office recommends that reporters phone in advance of attending so that they can have the relevant file ready. The phone number is (01) 798 8604 and the office closes at 4.30 p.m.

From the file the reporter should be able to find the correct title and record number of the case, as well as the names of the counsel and solicitors, the progress of the case, the dates of court orders and so on. Where a large firm of solicitors is on record for one of the parties, the reporter should note the particular solicitor dealing with the case. This can usually be ascertained from any affidavits or any names or references from letters on the file. This will be useful if the reporter has to contact the particular firm of solicitors at any future point. Reporters should note that copies of the statement of claim and defence in High Court actions are not filed in the Central Office and therefore will not usually be contained on the court file.

For any number of reasons a reporter might not be able to obtain a court file. It might be with the relevant registrar for the purpose of making up the order, or it might be a file to which certain privacy might attach. The reporter should make such attempts as are reasonably necessary to obtain the file, such as contacting the relevant registrar who dealt with the case. In the event that the reporter is unable to obtain the file, all attempts to bespeak the file must be recorded on the checklist.

Contact counsel

The reporter should contact counsel involved in the case. Whereas usually the counsel at the hearing will be the same as those whose names appear on the pleadings, it should be remembered that there can be a change of personnel on either side up to the day of hearing. 
The purpose of contacting counsel & solicitors in a case is:-

· to confirm their involvement & whether they were instructed, appeared and/or addressed the court & the order in which counsel addressed the court;

· to obtain information about other participants/ who appeared with/for them and for opposing or notice parties;

· to confirm the procedural history of the case including the process by which the matter came before the court (summons, notice of motion petition etc.) and the dates of hearing;

· to obtain information about the further progress of the case – further hearings, unusual costs orders and appeals;
· to correct any factual errors in the above.

Counsel are not to be asked to “approve” the contents of the headnote or to comment on the helds or captions. 
Any replies or comments that counsel make must be included in the file, or if given verbally noted on the checklist, to be considered by the editor.

Counsel will normally be anxious to ensure that “their” case is being reported accurately. Make sure to check with all counsel who appeared in the case, both senior and junior counsel and if they do not all respond, make sure that at least one representative of each party has confirmed the appearances. You must include these responses in the file so that it is available if inaccuracies are alleged after publication of the report.  It is our experience that counsel are mostly likely not to respond when they were actually not in the case! Reporters must remember that counsel are extremely busy practitioners and might not necessarily remember whether or not they were in a case up to eighteen months ago. That is all the more true if they had to hand the case over before it came on for hearing.
Appeals

Reporters must check whether or not the judgment has been appealed and, if so, what happened on appeal. This can be verified in the Supreme Court office and with counsel or solicitors in the case. 

There may be a delay in perfecting a High Court order during which the intentions of the losing party should be ascertained from the counsel or solicitors (bearing in mind that there may still be settlement attempts in being). 
If the case is under appeal, the number of the appeal and the date it was lodged, as well as some indication as to when the appeal is likely to be reached (have books of appeal been filed; is it certified etc.) should be given on the checklist. This is most important as a High Court judgment may not be reported if it is believed to be under appeal. However, if the appeal was subsequently not proceeded with and that information was not ascertained, an important High Court judgment might not get reported at all.

Reporters should check whether a case is under appeal in the Supreme Court office. The search facility on the High Court service website http://highcourtsearch.courts.ie/hcslive/cslogin  may indicate if a notice of appeal has been lodged. However, this service is not comprehensive and the reporter should always double check in the Supreme Court office.

The checklist contains a specific section for appeals and should be completed fully. The editor should also be updated from time to time in relation to the progress of appeals by email to headnotes@irishreports.ie.
Editing
The reporter needs to mark any changes to the judgment on the hard copy of the judgment sent by the editor.  Changes to the text of a judgment should not be made on the electronic version unless they have been approved by the editor. 

The reporter must check to ensure that all the steps set out in these notes have been carried out, in particular that counsel has been checked, the citations checked and the references verified, the dates of the proceedings have be obtained and that all parts of the checklist have been fully completed before returning a hard copy of the headnote, the marked judgment and the checklist to the editor.
The editor will review the draft report and checklist and approve the headnote and any changes to be made to the judgment.

Return to office
Once the editor has edited the hard copy of the report, it will be returned to the reporter. The edited report will contain changes which will be clearly marked in red pen. These changes have to be made by the reporter to the electronic version of the report. 
The reporter should download the electronic judgment from the Courts Service website www.courts.ie. If a copy the judgment is not available online, the reporter should email headnotes@irishreports.ie. 

It is not necessary to format the headnote or judgment as that is done in the office: margins, running heads, page numbers, paragraph numbering, etc. will be done during typesetting. Only make the editing amendments which are required. 

The reporter must email the report to headnotes@irishreports.ie. 
The hard copy of the edited report and checklist should be returned to the office in the same folder in which the judgment was sent to the reporter.  Do not print out new copies. Ensure that the copy marked by the editor is always left in the file so that we can ensure that all changes are made and any comments from the editor are correctly incorporated. The hard copy of any emails from counsel should also be included in the file.
As the editor marks changes in red pen and the assistant editor marks changes in green pen, it is important that the reporter does not use either of those colours to make changes to the judgment. Use blue or black pens. 

A reporter is not to write anything on the folder. 

Payment

When the report has been returned to the office in hard copy and by email, the reporter will be paid the fee marked by the editor for the work.
When the reporter registers for VAT, email ciaran@irishreports.ie  and he will add the VAT to the fee accordingly.
Time limits

Time limits for the completion of reports will be set by the editor and work should be returned on time. Where it is not possible to complete the work to the deadline, the editor should be informed by email to headnotes@irishreports.ie in order that the deadline can be extended or the work reassigned as appropriate.
It is unacceptable for there to be any undue delay in the return of reports, since that undermines the efficiency of the Irish Reports.

Editorial assistance

Please ask the editor or assistant editor for guidance in any matter of difficulty. It is better to look for help than to take a chance and commit an error which may not be found on proofreading. 
Queries (and updates) about reports should be sent by email to headnotes@irishreports.ie. 
Miscellaneous

In certain cases, the reporter will be asked to consolidate a Supreme Court appeal with the High Court judgment. In such cases, the reporter will also be given the High Court headnote and judgment.

The reporter may also be asked to take a note of the argument in the Supreme Court and incorporate it in the headnote. There is a specific house style for the reporting of counsels’ arguments. Separate “Notes for Reporters” will be distributed to those reporters who are asked to take a note of a Supreme Court appeal.

CONCLUSION

Reporters provide an invaluable service to their colleagues, judges and students. They are also responsible for ensuring that the judgments are reported accurately and concisely. As with all endeavours, practice does make perfect. Correction of errors is vital to ensure the continued accuracy and high reputation enjoyed by the Irish Reports. The new reporter has the advantage of having over 100 years of Irish Reports to use as a reference guide. With patience and diligence, not to mention time, reporting judgments for the Irish Reports will become second nature.
Sinéad Ní Chúlacháin

Editor

Dermot Manning

Assistant Editor

 March, 2013
Annex
High Court File Retrieval

Emails must be sent to the following address: 

HighCourtFileRetrieval@courts.ie 

The following text should be used:

I would like to review the file in the following case for the purpose of preparing a report of the judgment for the Irish Reports.

Name of case:

Record No:

Reporter name:

Date I wish to see the file (at least 1 days notice):

I understand that I am being afforded this access for the sole purpose of preparing a report for the Irish Reports and that I may take notes from the file but that I may not remove the file from the Central Office; copy or scan material from the file; scan or photograph documents on the files using such devices as smart phones etc; or in any way abuse the access I am being afforded.
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