
Before Leaving for Court
☐ Robe

☐ Wig

☐ Bib/Collar or Black tie (Male Lawyers Only))
☐ Collarette (Female Lawyers Only)
☐ Black shoes

☐ White shirt (Men) or Black Dress (Women)
☐ Black suit

☐ Case file packed

☐ Relevant authorities selected (law reports, statutes, textbooks etc)

☐ Court details confirmed

☐ Pen

☐ Identity Card

Before Court Sits
☐ Locate courtroom

☐ Confirm your matter is on the cause list

☐ Fill Counsel’s list where available

☐ Go through your file

☐ Set phone to silent

During Proceedings
☐ Announce your appearance clearly and proceed with business of the day

☐ Take notes

☐ Record adjournment date

☐ Record next steps

After Court
☐ Update client

☐ Update office diary

☐ Prepare follow-up actions
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