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Most duties are routine for Court Clerks but it is important to note that they are increased due to the volume of cases listed for FDAC.  
 
Below is a list of standard duties to help provide an overview of the FDAC Clerk’s role:  
 
 

 
Hel
p organise smooth running of hearings on FDAC day.
 

 
Contact person for FDAC team on court days
 

 
Announce hearings to Judge
 

 
Round up specific people required for each hearing.
 

 
To assist
 
management of listings 
if attendees for hearings
 
are late/
 
alternate 
reasons for 
amendments
 
to schedule.
 

 
File management 
-
 
Photocopy hearing minutes from FDAC non lawyer hearings to 
ensure a record is available at court and distributed to keep legal representation 
informed.
 

 
Ensuring bundles for hearings
 
are passed
 
back to counsel after each hearing. 
(
Due to volume of cases
 
it is
 
important 
to
 
action after each hearing) 
 

 
Follow
-
up admin 
–
 
chasing orders from the Local Authority
.
 

 
Follow
-
up admin 
-
 
posting out notices of hearings
.
 

 
Follow
-
up admin 
-
 
processin
g orders and 
circulating 
to FDAC team.
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