Guidance for experts

1.  Introduction

· The aim is to set out the rights that defendants have during the criminal process – not to describe the process itself.

· The factsheets are aimed at ordinary citizens but should be useful to lawyers from other Member States too.  

· Write about the things an ordinary person involved in a criminal process would want to know. 

2.  Templates

· The headings in the templates may not suit every situation in every jurisdiction. If you absolutely cannot work to the headings, adjust them for your jurisdiction but keep the spirit and the same format of headings in the form of questions. 

3. Guidance

· Use the bullet points under the headings as a guide and write simple narrative text to explain the law.  Write in paragraphs. Only use bullets if you are writing lists. 

· Focus on rights rather than procedure

· Use 'you' eg.  You have the right to see a lawyer.....

· Use short sentences and short paragraphs, ideally no more than 6 lines. English translations of the factsheets will be checked against the Flesh Kincaid test and must score over 45.

· Use hyperlinks in the text to link to organisations, sources of information eg. 'You can complain to the Police Complaints Authority' 
· Put hyperlinks to sources of law and information at the end of each factsheet. Link to translations as well as the text in the local language where possible.

· Link to websites which give contact details for the whole country for eg courts, lawyers, prisons etc.  If links are relevant to more than one section, repeat the link.  Each factsheet must be able to stand alone. 

4.  Length of factsheets

· A maximum of 7000 words is available for each country to cover all the factsheets. You must calculate that you have not exceeded this total before submitting the completed factsheets   

· Each factsheet must be no longer than 4 pages at 1500 characters per page. Pages must be no longer than 1500 characters.

· Indications are given of the expected length of each factsheet.  You can vary this as long as the overall total is no more than 7000 words. 

· If you need more than 4 pages, indicate a hyperlink to a sub-page and put the extra information there.   This can also be done if you want to provide more detail which may only be of limited interest

· The limits above must be adhered to or the factsheets will not be published on the ejustice portal and will be sent back for editing. 

2. Timetable

· Factsheets must be completed by 19 April 2010. 

· Send completed factsheets to your Bar/Law Society contact for the project. 

· Bar Associations approve factsheets by 3 May 2010 and send to Ministry for approval

· Ministries respond by 17 May 2010

· Bar Associations and experts incorporate Ministries' comments by 31 May 2010

· Factsheets sent to CCBE by 31 May 2010.  CCBE sends factsheets to translators 

· Translations completed by 12 July 2010.  

· Factsheets checked for consistency 

· Final report submitted to Commission, 16 August 2010. 
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