
 

 

APPLICATION FOR LEAVE  
TO ISSUE A SUMMONS  

UNDER UCPR 7.3  

(Self-Represented Litigants and Lay 
Representatives) 

 

FILING INSTRUCTIONS

Please complete this form if you are not legally represented, or are a lay representative (for 

example an industrial officer who is not a practising solicitor), and are seeking leave to issue a 

Summons in the Industrial Relations Commission.  

Under UCPR 7.3, you are required to seek leave of the Court or Commission to issue a 

Summons if: 

• you are not represented by a solicitor; or 

• a party to the proceedings has not entered an appearance; or 

• there is no defendant in the proceedings; or 

• the Summons relates to the Small Claims Division. 

You must complete all of the information below and submit this application with a copy of your 

proposed Summons to the court by one of the following methods: 

• in person by attending the registry at Sydney or Parramatta; or 

• by email to IRC.Registry@courts.nsw.gov.au. 

If you are seeking to issue more than one Summons, a new form will need to be completed for 

each one. 

Applications for leave will be determined by a registrar on the papers and in chambers (that is, 

in the absence of the public).  The registry will notify you in writing when a decision is made.  

The registrar will endeavour to determine your application within five business days from filing. 

If you are granted leave to issue the Summons, you will be required to file the Summons, pay 

the relevant filing fee and comply with UCPR 33.5(2) by serving a copy of the sealed Summons 

on each active party to your matter. 

If leave to issue a Summons is refused, under UCPR 49.20 you may seek a review of the 

registrar’s decision by filing a notice of motion and affidavit in support.  

These instructions do not form part of the Application to be filed. 

Please delete this cover page before filing. 

mailto:IRC.Registry@courts.nsw.gov.au


 

APPLICATION FOR LEAVE TO ISSUE A  
SUMMONS UNDER UCPR 7.3 

(Self-Represented Litigants and Lay Representatives) 

 

COURT or COMMISSION DETAILS 

Court [Court or Commission] 

Registry  

Case number  

TITLE OF PROCEEDINGS 

Applicant/Notifier [name] 

  

Respondent [name] 

Next Listing Date [date] 

Type of Listing [eg. Directions, Conciliation, Arbitration] 

THIS REQEST IS BEING MADE BY (OR ON BEHALF OF) 

Name [name] 

Party  

Contact number  

Email address  

Address  

  

SUMMONS RECIPIENT DETAILS 

Name  

☐ 

 

Tick or cross to acknowledge that a copy of the Summons is attached. 

 

Reason/s why the documents or things in the schedule to the Summons have been 
requested and how they are relevant to the issues in dispute in the proceedings 
before the Commission/Court and/or reason/s why the person is required to attend to 
give evidence and how that person’s evidence will be relevant to the issues in dispute 
in the proceedings before the Commission/Court: 

1 [ ] 

2 [ ] 

3 [ ] 

4 [ ] 

5 [ ] 



2 

 

6 [ ] 

7 [ ] 

8 [ ] 

9 [ ] 

Pursuant to UCPR 33.3, the last day for service of a Summons must fall 5 days before 
the earliest date on which the recipient is required to comply. If you require expedition 
or a short service order to be made, you must set out your reasons. You should also 
address whether the recipient is aware you wish to issue this Summons, and whether 
they consent to producing material or appearing on a shortened timeframe. 

1 [ ] 

2 [ ] 

3 [ ] 

 

 

 

REGISTRAR USE ONLY 

Application for leave approved/refused 

 

 

 

Signed  

 

 

 

Dated  

Name  

Role  
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