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Introduction 

This guide provides information on how the Mental Health Commission (the “MHC”) makes payments to 
Legal Representatives (LRs). All fee claims for attending mental health tribunals must be submitted by LRs 
via an electronic Work Completed Form (WCF) on CIS. 

 

Submitting Work Completed Forms (WCFs) in CIS 

A Work Completed Form (WCF) must be submitted within 21 days of the date a case is closed. No fees will 
be added for a case until a valid WCF has been received. The WCF must be submitted online via CIS. 
Please note the following deadlines: 

 
Rule A - Form 8 - Date of case closure will be the date when the Form 8 is first received by the MHC or, 
the next working day if it is received outside of normal business hours. You will have 21 days from this 
date to submit the WCF. 

 
Rule B - Form 14 - When a Form 14 is received where there is an open case, the case is placed on hold for 
14 days. You will have 21 days from the date the order is revoked to submit the WCF. This includes the 
14-day on-hold period. 

 
If you are unassigned from a case before it is completed, but you are still entitled to part payment, you 
may submit the WCF while the case is still open. Once the case is closed, Rule A above will apply if a Form 
8 is received, and Rule B above will apply if a Form 14 is received. 

 
If a case placed on-hold for 14 days is reopened within the 14-day period following a Section 28 request, 
Rule A above will apply if a Form 8 is received, and Rule B will apply if the request is cancelled. 

 
On the home screen in CIS there is a task called “Payment: Completed Forms”: 

 
 

Click on this task and you will see a list of cases where: 
 

- You were assigned as the legal representative to the hearing associated with the case, and 
- A WCF has not yet been received for the case. 

 
When you click on a case, you are directed to the WCF screen: 
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Tick the appropriate boxes to reflect the work you have completed for the case.  The options available 
depend on the circumstances of the case. 

 
Click “Submit” on the bottom right to submit your WCF and clear the case from your task list. 

 
Once submitted, the WCF will be subject to approval by the MHC. You will receive an SMS either 
confirming the fee will be processed for payment or advising the WCF has been rejected and the reasons 
for same. 

 
If you consider that you are entitled to a fee that is not available to select on the WCF, please email 
ftsenquiries@mhcirl.ie and state the payments you consider you are be entitled to claim and the reasons 
for same. Your query will be responded to by email within five days. Please include the relevant 
case/hearing id in your query. Please note that the 21-day period is not extended to allow for response to 
queries. It is in the panel members interest to submit fee queries as soon as possible to 
ftsenquiries@mhcirl.ie. 

 

If a WCF is rejected, you will have until the end of the 21-day deadline to re-submit the WCF, therefore, 
it is in the interests of all legal representatives to follow up on all rejections promptly. The 21- day 
deadline will be extended in the event of a delay by the MHC in rejecting the claim. 

 
Submitting WCFs for Additional Review Consultations 

 
On the home screen there is a task called “Payment: Additional Reviews” 

 

mailto:ftsenquiries@mhcirl.ie
mailto:ftsenquiries@mhcirl.ie
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This is a list of clients you have that are entitled to an Additional Review. The criteria are as follows: 
 

- The patient is currently detained on a renewal order not exceeding 6 months. 
- The current date is 3 months or more since the first date (the date of the making of the order) of the 

order. 
- The current date is before the expiry date of the renewal order not exceeding 6 months. 
- You were the appointed legal representative to the patient for the Mental Health Tribunal which 

reviewed the renewal order not exceeding 6 months, where the decision of the Mental Health 
Tribunal was to affirm the renewal order. 

 
When you click on an entry the following message will appear: 

 

 
When you click OK you will be directed to the below WCF: 

 

Complete the WCF and then click “Submit” on the bottom right. This will submit the WCF and clear the 
case from your task list. 

 
Once submitted, the WCF will be subject to approval by a member of staff. You will receive an SMS 
either confirming the fee will be processed for payment or advising the WCF has been rejected and 
the reasons for same. 

 
If the WCF is rejected you will have until the end date of the existing Renewal Order not exceeding 6 
months to re-submit the WCF (this could be 15 days or 2 months you will need to calculate this yourself), 
therefore, it is in the interests of all legal representatives to follow up all rejections promptly. The deadline 
will be extended in the event of a delay by the MHC. 

 
If an additional request is submitted for a client, Rule A above will apply if a Form 8 is received, and Rule B 
will apply if the request is cancelled. 
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Payment of Fees from CIS 
 

When a fee has been approved by the Tribunals team it is made available to the Finance team for final 
approval and processing. Fees approved by the Finance team on or before the last working day of the 
month are paid on, or as close as possible to, day 14  of the following month. 

 
Fees due for payment are paid automatically and directly to your nominated bank account.  

 

Review of Fees paid directly from CIS 
 

You can review the breakdown of fees paid directly from CIS. To do this, log into CIS and go to CIS740 – 
Hearings Listing 

 
 

 

Click on “View Closed”. 
 

 
Then click on “View Fees”  

 
 
 

This grid view will allow you to review payments made from CIS. 
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The grid includes all payments made to you via CIS. This information can be filtered to provide specific 
information that you may require. The following are examples of filters you can apply. 

 
1. You may wish to know the amount of fees paid to you in a month. You can enter the month under 

“Export Date” (e.g. 11/2022) and this will filter the grid to show the fees exported in that month. 
2. To check the amount of fees paid to you in a year enter the year under “Export Date” and this 

will show only the fees exported in that year. 
3. To check all fees of one type paid in a year enter the fee type under “Payment Codes” (e.g. LR001) 

and then enter the year under “Export Date”. 
 

You can also export the information on the grid to Microsoft Excel by clicking on the downward arrow next 
to the “Clear Filter” button. This can be done with or without filters. 

 

New CIS Users 
 

Legal Representatives are required to provide Bank Account details (i.e. IBAN, BIC, bank name and branch 
address) to be set up for payments via CIS: 

 
Please the Supplier Form in Appendix 1. 

 
You must notify any changes to bank details to the MHC in writing as soon as possible. Always ensure that 
the MHC has the most up-to-date details when submitting a claim. Any issues arising from a failure to do so 
will be a matter for the Legal Representative. 

 

Queries 
 

All queries in relation to WCFs or fee payments should be sent to ftsenquiries@mhcirl.ie. Any fee related 
queries sent to individual staff or received by post in the MHC, are automatically forwarded to the 
ftsenquiries@mhcirl.ie mailbox for follow up. These are dealt with by the staff member responsible, in 
the order the query is received in the mailbox. Queries will be responded to within five working days, 
save in exceptional circumstances. 

 
Given the requirement of data protection and the additional requirements of GDPR, we request that panel 
members do not use patient names, initials, or any identifiers apart from Case ID/Hearing ID/Expense ID in 
emails sent to ftsenquiries@mhcirl.ie 

mailto:ftsenquiries@mhcirl.ie
mailto:ftsenquiries@mhcirl.ie
mailto:ftsenquiries@mhcirl.ie
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Appendix 1 – New Panel Member – Supplier Set Up Form 
 

New Panel Member – Supplier Set Up Form 

Dear Panel Member, 
 

In order to ensure the accuracy of payment detail on the Mental Health Commission’s system, please 
confirm the following details: 

 
Supplier Name:  

Address:  

Phone Number:  

Email Address:  

PPS No:  
 

Bank Account Details: 
Bank Name:  

Bank Address:  

Name on Account:  
Sort Code:  
Account Number:  

IBAN:  

IBAN BIC:  
 

Please ensure that the Mental Health Commission receives any changes to bank details on Supplier-headed 
paper. The Mental Health Commission will then call to confirm these new details. 

 
 

For MHC Use Only 
Received By:    
Updated By:    

 
Date:  
Date:    
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Appendix 2 – Fees Payable to Legal Representatives 

The following rates came into effect 2 April 2024 
 
 

NEW CASE FOR LEGAL REPRESENTATIVE (NEW ADMISSION OR RENEWAL) 

Amount Due Payment description 

€1,482 Completed Tribunal 

€1,186 Cancelled on the day of the Hearing 

€208 Papers Reviewed 

€238 First Patient Consultation 

€208 Research and Interviewing Witnesses 

€178 Second Patient Consultation 

RENEWAL ORDERS (EXISTING LEGAL REPRESENTATIVE) 

Amount Due Payment description 

€416 Completed Tribunal 

€332 Cancelled on the day of the hearing 

€208 Papers Reviewed 

€238 All prep work complete 

PROPOSAL TO TRANSFER TO THE CMH/PERFORM PSYCHO-SURGERY 

Amount Due Payment description 

€1,482 Completed Tribunal 

€1,186 Cancelled on the day of the hearing 

€208 Papers Reviewed 

€238 1 Patient Consultation 

€208 Research and Interviewing Witnesses 

€178 Second Patient Consultation 

ADDITIONAL REVIEWS 

Amount Due Payment description 

€238 Patient Consultation re Additional Review* 

€416 Completed Tribunal (Existing Legal Representative) 

€332 Cancelled on the day of the hearing (Existing Legal Rep) 

€208 Papers Reviewed (Existing Legal Representative) 

€222 All prep work complete (Existing Legal Representative) 

€1,482 Completed Tribunal (New Legal Representative) 

http://mhcapps/mhcprod/?target=view_payment_codes&amp%3BID=23
http://mhcapps/mhcprod/?target=view_payment_codes&amp%3BID=23
http://mhcapps/mhcprod/?target=view_payment_codes&amp%3BID=25
http://mhcapps/mhcprod/?target=view_payment_codes&amp%3BID=43
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€1,186 Cancelled on the day of the hearing (New Legal Rep) 

€208 Papers Reviewed (New Legal Representative) 

€238 First Patient Consultation (New Legal Representative) 

€208 Research and Interviewing Witnesses 

€178 Second Patient Consultation 

ADJOURNMENT  FEE 
€214 Adjournment of a tribunal hearing – Completed reconvened tribunal 

or cancelled on the day 
€107 Adjournment of a tribunal hearing – Cancelled 1 or more days’ 

notice 50% of fee 
 
 

*Please note this fee is to cover the consultation Legal Representatives are required to have with any of their clients 
who are detained under a Renewal Order not exceeding 6 months and where the current date is 3 months or more 
from the opening date of the Renewal Order but before the end date of that order. This fee is payable to Legal 
Representatives regardless as to whether their client wishes to proceed with an Additional Review or not. This fee 
may be paid either prior to the receipt of a Form 7A or may be paid upon the conclusion of the eventual Additional 
Review. 
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