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INTRODUCTION
Effective case management is critical to ensuring the efficiency and
accountability of the judicial system. It facilitates access to justice and upholds
the right to a fair trial. The purpose of this guide is to provide practical tips for
judges on judicial case management. It is a guide written by judges for judges.
It was produced by participants of the CEELI online course Judicial Case
Management – Ensuring Greater Court Efficiency and Accountability, which took
place from April – June 2022. The CEELI Institute wishes to thank the working
group from this course who conceived and drafted these tips:
David Campbell, Judge, District Court, USA
Sunkung Danso, Lecturer, The Gambia
Bertha Aniagyei, Judge, Judicial Service, Ghana
Ellen Ofei-Ayeh, Judge, Circuit Court, Ghana
Fatimah Nadoma, Magistrate/District Court Judge, High Court of Justice,
Nigeria
Egidija Tamošiūnienė, Judge, Supreme Court, Lithuania
Elza Fogel, Lawyer/Advocate/Attorney, Russian Federation
Christopher Oba, Judge, Federal Capital Territory, Nigeria
Nada Fridrih, Judge, Court of First Degree, Serbia
Hanna Kaflak-Januszko, Judge, District Court, Poland
Svetlana Belajeva, Judge, Regional Court/Court of Appeal, Latvia
Lejla Hadzimahmutovic, Judge, Municipal Court, Bosnia and Herzegovina
Belma Kokić, Judge, Municipal Court, Bosnia and Herzegovina
Ana Jereb, Judge, District Court, Lithuania
Tina Jakupak, Judge, Commerical Court, Croatia
Muinat Folashade Oyekan, Chief Magistrate, High Court of Federal Capital
Territory, Nigeria
Omolola Akindele, Judge, High Court of the Federal Capital Territory, Nigeria
They worked on this document pro bono—without compensation, as a public
service to support the work of judges.
We also wish to thank Rachel Murray, Professor of International Human Rights
Law at the University of Bristol (U.K.) and Director of its Human Rights
Implementation Centre; Dr Freda Grealy, Senior Program Manager at the
CEELI Institute; Frederick LaViolette, CEELI Institute intern from the William &
Mary Law School, and Sabina Freundova, Online Learning Coordinator at the
CEELI Institute; for their valuable contributions in developing these tips.
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TIPS FOR JUDGES FOR
CASE MANAGEMENT
1
GENERAL
PRINCIPLES

2
BE PREPARED

The ultimate responsibility for the progress of the proceedings lies
with the judge. However, you should also know when it is necessary
to signal problems.
Effective case management begins from the start of the case through
to its resolution.
You should be guided by the right to a fair trial, professional ethics,
and best practice. Justice delayed is justice denied.
Be flexible, respectful, honest, and adaptable according to the
progress of the proceeding. React to changes of circumstances
without delay.

Give yourself ample time, either the previous day after sitting, or early
morning before the sitting, to read your docket and case thoroughly.
Decide what you are going to do at the beginning of the day.
Read the claim/response/evidence in advance and think about the
issues in contention before the hearing. Make notes.
Have excellent knowledge of the subject matter. Know the case
better than the parties. Continually refresh your knowledge.
Identify and read the applicable law and relevant case law. Regularly
and constantly read the relevant codes and laws. Have them at hand
and easily accessible. Try to be aware of the social and economic
context.
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3
MANAGING
THE CASE

Upon receipt of the claim, the court must first be satisfied that the
claim submitted complies with the requirements established by law.
Read the statement of claim to assess whether additional questions
should be asked of the claimant prior to or simultaneously with the
service of the defendant.
Assess the legal aspect of the subject matter of the dispute. Whether
it raises a new question of law or whether precedent can be relied
upon.
Get to the core of the dispute. Clarify the content of the parties’
claims and disagreements.
You may ask the lawyers to address you on particular points and set
the time for them to do so.
Have pre-trial communications with the lawyers which can help to
clarify your expectations and tentative opinions, as well as their views
including how much time they think each step is likely to take.
Consider whether to order a further exchange of pleadings before the
date of the hearing.
Aim to conduct the procedure with the least number of hearings
possible (preparatory and main).
If appropriate to your jurisdiction, choose how to prepare the
hearing: in writing or orally.
If your court does not already do so, consider creating an electronic
database that contains information on each case, such as filing date,
receipt date, progress, and deadlines.
Where appropriate and available, consider conducting hearings
online to increase efficiency.
Depending on the national procedural law, the path determined in
the pre-trial procedure should be followed.
Practice continuous trials.
If possible, deliver your ruling on the bench right after hearing the
lawyers, to avoid developing a backlog.
In the course of the trial, if in doubt about an issue, ask the parties.
Inform the parties about matters known ex officio.
Encourage the Parties, from the start and throughout the
proceedings, to consider the possibility of amicable
settlement/alternative dispute resolution.
If applicable, address your personal backlog of cases by addressing
old files ‘from the bottom of the filing cabinet’ every now and then.
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4
MANAGING
TIME

5
MANAGING
THE COURT

Be punctual to court and ensure that there is not only consistency but
uniformity in your judicial comportment and judgecraft.
Manage your time for considering the case wisely, bearing in mind its
type and stage of process, as well as the time for other participants in
the proceedings, to give them opportunities to prepare.
Ensure compliance with the legal timeframes and resolve procedural
requests (e.g. summoning witnesses, requesting documents, etc.) in
proper time.
Set time limits for the performance of some acts or the filing of
processes.
Agree on convenient dates for hearings with both sides, ones that are
reasonable and work for everyone.
Witness-experts should be led and instructed properly in their duties.
Allocate appropriate time for fact discovery.
Everyone may need to rest and have information on how to manage
their time. You direct your time and that of others. Try not to waste
time.

Manage the court. Be firm.
As much as possible, maintain your composure and keep the court
focused on the relevant business of the day.
Remind parties at the start of a hearing of the estimated time.
Communicate clearly and in simple language. Remember that
legalese and technical words may not be understood by all the
participants.
Walk a fine balance between formality and informality in your court.
Ensure the parties can express themselves and have equal
opportunities to explain relevant facts. Be polite but firm with all
lawyers and listen to them and their clients. Treat them in a dignified
manner.
Do not allow submissions to drag. Submissions must be relevant and
not overly verbose. Treat all lawyers equally.
Establish limits on the length of written materials. Try to use wellprepared templates of letters with instructions.
Grant adjournments/continuances only where it is reasonable and
would not occasion a miscarriage of justice to the other side.
If there is a delay, inform those waiting about the estimated time.
Consider a short break for yourself.
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6
MANAGING
THE NUMBER
OF CASES

7
MANAGING
THE DECISION

Cases should be examined in the order of receipt.
Determine which cases should be given priority, based on factors
such as the parties’ age, health, circumstances, or vulnerabilities.
Take some time each month to look at all the cases to ensure that
priorities have been addressed.
Determine which cases can be dealt with quickly, which require a
short decision, and which need more time and reflection.
Taking into account the complexity of the case, the subject matter of
the dispute, the value and importance of the case, the personal
circumstances of the parties, and legal time limits, calculate for each
case what is a reasonable time to conclude.
A case completion plan, signed by the lawyers, can ensure effective
case management.
With respect to older cases, consider and adopt the working methods
of colleagues who previously handled the case if this facilitates a
speedy resolution.
Check statistics at the end of the month to compare whether the
number you have completed corresponds with the average for your
court.

Calculate the time left during the month for drafting judgments to
ensure compliance with relevant timeframes whilst ensuring the
quality of the judgment is not compromised.
Decide when the decision will be published and inform the parties.
Deliver your ruling on time.
Ensure your judgments are edited on time, where necessary, and
copies handed to the Registry for filing.
Be prepared to make comments for the public and press in resonance
cases directly or through press judge/spokesperson.
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8
WORKING
WITH OTHERS

Good cooperation with a secretary-clerk and all court staff is
important.
Cooperate with colleagues and court staff by creating a team.
Compare your work with colleagues. Try to discuss your work
regularly as a court or court department.
Signal problems to management.
Your staff play an essential role in the efficient management of cases
in your court. From time to time, try to educate them on their roles
and take feedback as to how you can assist them in effectively
playing their roles in court.
Ensure copies of relevant/applicable laws of the Court or practice
directions are kept close to hand for easy reference of staff and court
users.

ADDITIONAL RESOURCES
Steering Committee On Justice Efficiencies And Access To The Justice
System, Model Guidelines On Judicial Case Management In The
Criminal Justice System
First SIFoCC International Working Group, International Best Practice
in Case Management
European Network of Councils for the Judiciary (ENCJ), Judicial
Reform in Europe - part II Guidelines for effective justice delivery 20122013, Guidelines for implementing judicial case management, p.17
CH van Rhee, Judicial Case Management and Efficiency in Civil
Litigation, Intersentia, Antwerpen – Oxford, 2007
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