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Introduction

• Adam Collins, University of South 
Wales

• Property Litigation Solicitor 
• University of South Wales Legal 

Advice Clinic
• Lecturer in Legal Practice
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What we will cover

• What is a ‘small claim’?;
• Where and how to commence a ‘small claim’ (inc. Money 

Claims Online);
• Tips for drafting a particulars of claim;
• Tips for responding to a particulars of claim; 
• Managing the ‘small claims’ process; and
• Obtaining a judgment. 
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Civil Procedure Rules (CPR)

• Set of rules and accompanying 
practice directions.

• Road map for civil litigation.

• CPR 1: Overriding Objective –
Court to deal with cases justly 
and at proportionate cost
(PART 1 - OVERRIDING 
OBJECTIVE - Civil Procedure 
Rules (justice.gov.uk)).

https://www.justice.gov.uk/courts/procedure-rules/civil/rules/part01
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What is a ‘small claim’?

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://www.uscreditcardguide.com/ruhezaimeiguoyouyadesibihanxiaoefatingshangsujingli/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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What is a ‘small claim’?

• Financial value of not more than £10,000; 
• Residential disrepair claims against a Landlord for not 

more than £1,000; and
• Low value personal injury claims*.
• Factually: less complicated.
• Examples: consumer disputes, debt, disputes about 

ownership of goods. 
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Example of a ‘small claim’

• Party A is hired to build a wall by Party B
for £3,000

• The parties agree that Party A will be
paid at the end of the job

• Party A completes the job
• Party B refuses to pay Party A

This Photo by Unknown Author is licensed under CC BY-SA

http://celebratingfamilystories.blogspot.com/2014/10/how-to-build-brick-wall.html
https://creativecommons.org/licenses/by-sa/3.0/
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The Stages of a Claim

1. Pre-Action 2. Issuing a 
claim

3. Allocation & 
Case 

management
4. Hearing 5. Enforcement
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Step 1: Pre-Action

• Need to follow pre-action protocol – general protocol applies unless the 
claim is a specific type of claim.

• General letter before action:
• Name and addresses of both parties;
• Concise details of the claim (i.e – alleged breaches etc, key 

documents);
• What the claimant wants the defendant to do (if money, how is this 

calculated, where is it to be paid); 
• By when (needs to be reasonable minimum 14 days); and
• Court action will follow if there is not a satisfactory reply or no reply 

received. 
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The Stages of a Claim

1. Pre-Action 2. Issuing a 
claim

3. Allocation & 
Case 

management
4. Hearing 5. Enforcement
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Court fees

• Help with fees – may provide a full or 
partial reduction in the court fee.

• Apply online or post using an EX160 
Form (Form EX160: apply for help with 
court and tribunal fees - GOV.UK 
(www.gov.uk).

• Reference number – keep a note.

• Don’t forget the hearing fee at a later 
date – maximum of £346.

https://www.gov.uk/government/publications/apply-for-help-with-court-and-tribunal-fees
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Calculating Interest

• Don’t forget your client’s entitlement to 
interest!

• Contractual interest – may not apply. 

• Late Payment of Commercial Debts 
(Interest) Act 1998*

• Section 69 County Courts Act 1984 –
interest is 8% 
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Calculating Interest

• Daily rate of interest calculation:

• Claiming £3,000:

• 0.08 x 3000 = £240 (this is my per annum 
interest rate at 8%)

• 240/365 = £0.66 (this is my daily rate of 
interest)
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Where to issue?

• By post: County Court Money Claims Centre, PO Box 
527, Salford, M5 0BY; OR

• Money Claims Service (Beta) – specific requirements 
apply. Can use Help with Fees; OR

• Money Claims Online – cannot use Help with Fees.
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Money Claims Service (Beta)
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Money Claims Service (Beta)
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Money Claims Service (Beta)
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Money Claims Service (Beta)
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Money Claims Online
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Money Claims Online
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Money Claims Online
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Money Claims Online
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County Court Money Claims Centre
(By post)

• More traditional approach to drafting.
• You will need to manually input the Court fee and 

work out the interest on the amount that you are 
claiming.

• Good approach is to leave legal representative’s costs 
to “To be assessed.”

• Value should be the specified sum plus interest
• Brief details of the claim  should just be that (what, in 

essence is the claim about)?
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County Court Money Claims Centre
(By post)

1.) At all material times the Claimant was a general contractor and the Defendant was dealing as a 
consumer.
2.) On 5 June 2022 the Claimant entered into a verbal contract with the Defendant to construct a wall at 
the Defendant’s property (“the Contract”). It was an express term of the Contract that the Claimant 
would construct the wall by 20 June 2022.
3.) It was an express term of the Contract that the Defendant would pay the Claimant £1500 by 15 July 
2022.
4.) In accordance with the Contract, the Claimant completed the wall on 18 June 2022.
5.) In breach of the Contract the Defendant failed to pay the agreed price or any part thereof. 
6.) The Claimant claims the sum of £1500.
7.) The Claimant claims interest pursuant to section 69 of the County Courts Act on the sum of £1500 
from 15 July 2022 until judgment at the rate of 8% per annum amounting to £4.38 at the date of issue of 
the Claim Form and continuing at the rate of £1.46 per day.

AND THE CLAIMANT CLAIMS
1.) The Sum of £1500
2.) Interest pursuant to paragraph 7 above. 
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Service & Deadlines

• Serve the particulars of claim within 4 months (Don’t forget the response pack 
available on Gov.uk – includes notes for the Defendant).

• CPR sets a theoretical service date known as ‘deemed served’ e.g – 1st class 
post then deemed served two business days later.

• Defence:
• Either Admit the Claim in whole or part;
• File a Defence within 14 days of service of the Particulars of Claim; or
• File an Acknowledgment of Service within 14 days of service of the 

Particulars of Claim and buy yourself 28 days in total to file a Defence (28 
days from the service of the Particulars of Claim).
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Tips for drafting a Defence

• Respond on a separate word document or the Response Pack 
provided.

• Use numbered paragraphs.
• Address every point raised in the Particulars of Claim – any 

omission may be deemed as an admission.
• For each point raised in the Particulars of Claim consider whether 

you intend to:
• Admit
• Deny
• Require Proof

• Don’t be afraid to admit uncontroversial points!
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Judgment in Default

• If the Defendant does not file an 
Acknowledgement of Service or Defence = 
apply for Judgment in Default.

• Successful Judgment in Default = County 
Court Judgment (CCJ).

• Money Claims Service & MCOL = apply 
online via your account.

• Claim form by post need to file N227.
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The Steps

1. Pre-Action 2. Issuing a 
claim

3. Allocation & 
Case 

management
4. Hearing 5. Enforcement
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Directions Questionnaire
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Directions Questionnaire
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What happens next?

• Claimant must pay the hearing fee by the deadline 
otherwise the claim will be struck out.

• Court will issue directions (i.e – a timetable of what 
steps need to be completed and by when)

• Small claims directions are generally informal e.g – a 
general deadline will be set by when all relevant 
documents/evidence need to be filed at Court. 
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The Steps

1. Pre-Action 2. Issuing a 
claim

3. Allocation & 
Case 

management
4. Hearing 5. Enforcement
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The Hearing

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://keithssongs.blogspot.com/2019/11/contemptible-actions.html
https://creativecommons.org/licenses/by-nc-nd/3.0/
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Judgment & Costs

This Photo by Unknown 
Author is licensed under CC 
BY-SA

• General rule in litigation is that 
successful party pays the unsuccessful 
party’s costs (e.g – legal fees) – There 
are qualifications to this in small 
claims.

• Can be awarded ‘Fixed Costs’ – Cost of 
issuing the claim form, hearing fee, 
reasonable travel expenses/loss of 
earnings for attending. 

• Expert fee of £750.

https://www.differencebetween.com/difference-between-perception-and-vs-judgement/
https://creativecommons.org/licenses/by-sa/3.0/
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The Steps

1. Pre-Action 2. Issuing a 
claim

3. Allocation & 
Case 

management
4. Hearing 5. Enforcement
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Thank you for 
listening!

Questions?

Adam.Collins@southwales
.ac.uk

@USW_LegalClinic

mailto:Rachel.lewis3@southwales.ac.uk
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