High Court Family Law Sharefile Guidance Note

Introduction
1. From the 1st of June 2026, High Court Family Law Cases initiated pursuant to Order 70, Order 70A, Order 70B and Order 71 of the Rules of the Superior Courts 1986 (as amended)[footnoteRef:1] shall be allocated a Microsoft Sharefile folder for the secure transmission and storage of papers related to the proceedings.  [1:  This excludes Circuit Court Appeals] 


2. The purpose of this guidance note is to outline the Family Law List Judge’s expectations of parties utilising this system and to set out the procedure that parties will follow to make use of the Sharefile Folder.

Creation of High Court Family Law Case Sharefile Folder
3. The solicitor for the Applicant (or the Applicant in Person if unrepresented), after the issuing of their proceedings in the Central Office of the High Court, shall contact the Family Law mailbox (highcourtfamilylaw@courts.ie) by email quoting the High Court record number and title of their proceedings requesting the creation of a Sharefile folder for the proceedings.
	
4. The request to set up the Sharefile folder for the issued proceedings will be sent in by the Applicant’s solicitors and contain the name(s) and email address(es) of the Applicant’s solicitors and legal counsel. If the Applicant is not represented, the Applicant(s) in Person will provide their own email address to enable the creation of the case Sharefile folder.  

5. On receiving notice of the proceedings, the solicitors for the Respondent(s) and any Notice Parties to the case will contact highcourtfamilylaw@courts.ie quoting the High Court record number and title of the proceedings and request access for their solicitors and Counsel representing the Respondent(s) and any Notice Parties in order for these individuals to gain access to the case Sharefile folder. Where Respondent(s) or any Notice Parties are not legally represented, they should contact highcourtfamilylaw@courts.ie to request access to the Sharefile folder. 

6. On receipt of the request, the Family Law team will create the Sharefile folder and provide access to the parties identified in the email referenced at 4. above. On receipt of a request per section 5. above, the Family Law team will add the legal representatives of the Respondent(s) and any Notice Parties to the Sharefile folder.

7. On the expiry of 6 weeks from the expiry of the normal appeal period (28 days) after the conclusion of the case at High Court level, the ShareFile folder for the case may be deleted.  Any party that wishes the folder to be retained due to leave to appeal, an intended or actual appeal, any other post-judgment application, or any other reason, should contact highcourtfamilylaw@courts.ie within that period.  If the folder can be deleted earlier by agreement, parties should advise the Family Law Registrars accordingly.

8. Access to the Sharefile folder for a given case shall be restricted to the legal representatives of the parties (or the parties where self-representing) directly involved in the proceedings. No access will be provided to any other person. 

9. The Sharefile facility for cases of the type specified at 1. above will be utilised by all parties to the relevant case strictly in accordance with the In Camera Rule. 

Papers to be Lodged
10. Where the Rules of the Superior Courts 1986 (as amended) require hard copy filing of particular papers in the Central Office of the High Court, parties must comply with any such requirements.  Insofar as reference is made to the electronic provision of documents, this Sharefile Facility does not constitute “electronic filing” which concerns pleadings, and which can only be provided for in rules of court (see s. 20 Civil Law and Criminal Law (Miscellaneous Provisions) Act 2020). 

11. Separately, parties should upload all papers for the attention of the court (as they are generated) to the ShareFile folder for the case.  These should be in searchable PDF format in so far as possible, save where MS Word format is required.  Such documents include the following (which may be varied by order in a particular case):

	Document Type
	MS Word format mandatory?
	Sub-folder Name

	Ex parte Docket
	No
	Motion Papers

	Affidavits – for motion
	Mandatory
	Motion Papers

	Affidavits – for trial (WHERE APPLICABLE)
	Mandatory
	Trial Papers

	Exhibits – for motion
	No
	Motion Papers

	Exhibits – for trial
	No
	Trial Papers

	Expert Reports Financial
	No
	Expert Reports (Financial)

	Expert Reports on a Child/Children [see note below]
	No
	Expert Reports (Children)

	Affidavits of Service
	No
	Motion Papers

	
	
	

	Originating Notice of Motion
	No
	Trial Papers

	Notices of Motion for Interlocutory relief
	Mandatory
	Word Pleadings

	
	
	

	Written legal submissions when prepared
	Mandatory
	Word Submissions  

	
	
	

	All other appropriate documents – for motion
	No
	Motion Papers

	All other appropriate documents – for trial
	No
	Trial Papers

	Core book
	No
	Core Book

	Checklist for fixing a date
	Mandatory
	Correspondence & Checklists

	Open inter partes correspondence
	No
	Correspondence & Checklists

	Index to authorities with hyperlinks
	Mandatory
	Authorities

	Copies of any authorities limited to those not available on internet links
	No
	Authorities

	Applicant(s)/Respondent(s) Vouching Documents (per section 5. High Court Practice Direction 51of 2009)
	No
	Financial Documents per s5. HCPD 51 of 2009



Export Report Note: Expert reports relating to children should be uploaded only where this accords with Orders made in relation to the release of such reports.  Where such reports are subject to restricted/supervised release, they should only be uploaded where BOTH parties are legally represented and access to Sharefile is restricted only to legal representatives.  If a party is legally represented and then ceases to be so represented, it is the responsibility of the continuing solicitors and the former solicitors to take steps to remove the report from the Sharefile folder.

12. Exhibits are to be uploaded to ShareFile as individual documents with appropriate file names descriptive of the contents, and in searchable format as far as possible.  Where a bundle of documents are exhibited, the affidavit should contain a list of such documents.  While these may formally be combined in a large exhibit they should generally be uploaded separately to enable parties access documents easily.  Composite exhibit books are not generally required.  Parties should endeavour to give appropriate notice to other parties of the documents likely to be significantly relied on at the hearing.

13. Unless otherwise requested in an individual case in a particular respect, or as set out below or in guidance notes, no hard copy papers are required to be furnished to the Court.  Where the Court requests hard copies of identified document(s), parties should provide only the hard copies so identified rather than the papers generally.

14. Apart from matters of which judicial notice can be taken by law, no documents of potential evidential import should be uploaded to ShareFile unless duly exhibited on affidavit (save by agreement or in case of urgency where the affidavit concerned has not yet been sworn).

15. All financial documents disclosed pursuant to the disclosure requirements of Practice Direction HC 51/2009, Court Order or otherwise, even if not exhibited to an affidavit, should nevertheless be uploaded to the case ShareFile folder 7 business days prior to the hearing date allotted to the case. 

16. The documents referenced at 15. above will not be accessed by the Court save by consent of the parties prior to or at the hearing, by Order of the Court or as proved at the hearing of the case.

17.  Where particular documents specified in section 5 of High Court Practice Direction 51 of 2009 are required at case management hearings, these documents should be uploaded to the case Sharefile folder 7 business days prior to the case management hearing. Such particular documents may be uploaded to the “Core Book” folder.

18. Parties should upload all new papers in an organised manner, with file names that are descriptive of the contents (and in accordance with the file naming conventions as are stipulated in this Practice Direction) and that are uploaded in a way that avoids proliferation of sub-folders.  Each party should be primarily responsible for uploading, location and correct naming of its own documents.  No access to file deletion will be permitted.

19. No files should be placed in the root directory.  All papers should be placed in the relevant folder or sub-folder. If a document is uploaded in error, please contact highcourtfamilylaw@courts.ie to arrange its deletion. When seeking the deletion of a document uploaded in error, please specify the precise file to be deleted and the folder in which it is located.

20.  When preparing/uploading papers in Word document format, practitioners should clear formatting as much as possible (including accepting all changes marked with the “Track Changes” function) other than a non-excessive number of appropriate “headings”.  Word documents should be in a minimum of 12 point type.

21. Amended pleadings may not be submitted using Track Changes.  The changes should be underlined (this does not need to be in red font) in the case of additions and struck through in the case of deletions.  Track Changes is unacceptable for this purpose because it results in the formatting disappearing when changes are accepted.  Coloured fonts are not required.

File Formats

22. Documents uploaded to the password-protected ShareFile platform should be in a readily openable format (PDF or DOCX) and should not be made time-limited or otherwise inaccessible by for example themselves being individually password-protected.  ShareFile naming conventions are as follows:

a. All documents (other than exhibits – but the folder containing the exhibits to a particular affidavit should have a date-based 6-digit number at the start of the folder name) should have a 6-digit number at the start of the file name indicating the date of the document (not of upload), in format YYMMDD (not YY.MM.DD) – the purpose of this is to ensure that all documents will sort in chronological order.
b. All file names should be descriptive but need not be formal.  They should be as short as is consistent with being informative to persons other than the creator of the document, e.g., not “Vol 8 exhibits” but “240401 Vol. 8 – EIAR” etc.; not “Registered Letter to Bloggs & Co dated 15 December 2019) but “191215 Roe to Bloggs”.  (Short file names reduce downloading difficulties due to excessively long filepaths).
c. Large files should be avoided, and ideally each individual exhibit should have its own PDF file titled as above.
d. File names and folder names together should not create filepaths so long as to interfere with downloading of documents.
e. Contents pages included in PDFs consisting of multiple documents should briefly describe each document rather than merely give its reference number.
Time-line for the upload of papers
23. All papers (including written legal submissions, the list of authorities etc.) for any hearing should be uploaded 7 business days in advance of the hearing unless the Court otherwise directs.

Document Management Party
24. There shall be a document management party (DMP) for each case.  By default, the party having carriage of the proceedings (if represented), i.e., the applicant, will be the DMP for the purposes of the proceedings unless the parties otherwise agree or the Court otherwise directs.  If the applicant is unrepresented, the respondent (if represented) will be the DMP by default.  

25. If the DMP is not participating in a particular module or stage in the proceedings, the functions of the DMP will be carried out by such other party as may be agreed or directed.  All other parties should co-operate with the reasonable requests of the DMP as to the completion of its tasks.  

26. The DMP should prepare the first draft of documents such as indices to books of pleadings, exhibits, and authorities or other documents to be agreed.  The DMP should endeavour to ensure that the ShareFile folder is correctly set up and populated with all papers in the proceedings, and that files are correctly constituted, named and assigned to the appropriate folder, as well as co-ordinate the preparation of any documents to be agreed.  

27. Where a party has not uploaded or named files/folders correctly, the DMP should request such party to rectify the matter, and in the absence of rectification the DMP should liaise with the List Registrar to obtain file permissions to correct the matter.  Such changes should be notified to the other parties.

28. If one or both parties upload documents to the root directory of the Sharefile folder, this material will be deleted. In the event that one or both parties upload material of an inappropriate nature to a case Sharefile Folder, on the instructions of the List Judge or any other Judge assigned to Family Law matters, such inappropriate material will be deleted. 	



