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The online divorce system can now accommodate represented respondent 

solicitors, who will be able to respond to a divorce on behalf of their client 

through the online system.

The case will remain digital and will be processed at the Courts and 

Tribunals Service Centre. 

If you are an unregistered respondent solicitor you will receive the paper 

AOS form in the post to complete and return – see slide 5.

The respondent solicitors can now see the state of a case online, but will 

not be able to view the case history – see slide 11.
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Respondent Solicitors: 
How the case is 
assigned to your firm

When a litigant in person is submitting the divorce application, they will be 

asked whether the respondent is represented by a solicitor. 

The petitioner will be able to enter details on the respondent solicitor’s 

organisation by using the search field, and searching for the correct firm. 
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The Petitioner Solicitor can select that 

the respondent is represented. If the 

details that have been entered for the 

respondent solicitor returns no results, 

this may be because they are not 

registered with MyHMCTS. The 

petitioner’s solicitor will be able to enter 

the details manually. 

NB there is a ‘bug’ currently which 

means the CAA for the registered 

respondent solicitor can view the cases 

prior to submission to avoid this either 

select and record that the solicitor is not 

a digital solicitor and they will then 

receive paper outputs or do not add 

them until you are ready to submit the 

divorce application.

Respondent Solicitors: How the case is assigned 
to your firm
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After the petition has been 

submitted, the case is checked 

and issued by court staff.

The respondent solicitor will 

always receive the formal ‘notice 

of proceedings’ through by post.

Additionally, if a digital solicitor 

was selected they will receive a 

’notice of proceedings’ email.

The notice of acting email advises 

the solicitor to contact their 

organisations’s CAA (Case 

Access Administrator) so that the 

case can be assigned to them. The petitioner’s solicitor will also receive an email to notify 

them the petition has been submitted. 

Digital Respondent Solicitors: How the case is 
assigned to your firm
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After the petition has been 

submitted, the case is checked 

and issued by court staff.

The unregistered respondent 

solicitor will receive their formal 

‘notice of proceedings’ through by 

post.

The notice of proceedings will 

also include the paper AOS for 

completion

Further communication will then 

be sent out via post e.g. 

entitlement order, decree nisi and 

absolute

Respondent Solicitors: If you are not a registered 
respondent what will happen
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The Case Access Administrator will need to log into 

manage-org.platform.hmcts.net to assign the case 

to a solicitor in their firm. Please ensure you are 

using Chrome or Firefox as your browser. 

You will be able to find the cases assigned to your 

organisation through clicking on the ‘assigned cases’ 

tab. 
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You can click on a tab for each 

case type that has unassigned 

cases, e.g. ‘Divorce’ and 

‘Financial Remedy Consented’.

Click on ‘Divorce’ to see all the 

unassigned Divorce cases.

Tick the box next the case you 

want to assign and click on the 

‘Share Case’ button. 

You can also tick and share 

multiple cases.
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Enter the email address of the 

solicitor you want to give case 

access to click on the ‘Add’ 

button. 

You can give access to more 

than on solicitor.

Once you have added all the 

solicitors who need access you 

can click on the ‘+’ next to the 

case to check you have added 

everyone that needs access.

If you have added all the 

solicitors required click on 

‘Continue’.
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You will be able to check you 

have the correct case. If you 

need to, you can click on 

‘change’ which will allow you to 

go back to the Case List and 

select a different case. 

If you are happy, you can click 

Confirm. 
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You will see a confirmation 

message to say that the case 

has been assigned. The case 

will no longer be on the 

unassigned case list.
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The respondent solicitor can now 

log into the online system and 

access the case that they have 

been assigned.

They can see the state the case is 

in and click on ‘Draft AOS’ to start 

the Acknowledgement of Service.
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On the first page of the AOS 

response the Respondent 

Solicitor is required to confirm 

their contact details.

The email address is especially 

important, as this will be used for 

future case updates including the 

CoE, DN Approval and Divorce 

Granted notifications. 
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As a respondent solicitor, you will 

be able to review the petitioner’s 

application for divorce and confirm 

whether the respondent has read 

the application for divorce before 

proceeding. 

Drafting the Acknowledgement of Service
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You will be asked how you wish to 

respond to the Divorce on behalf of 

your client and you will be asked to 

provide details on how to proceed. 

Drafting the Acknowledgement of Service

Divorce Legal Professionals onboarding pack
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As a respondent solicitor, you will 

be able to review the petitioner’s 

application for divorce and confirm 

whether the respondent has read 

the application for divorce before 

proceeding. 

Drafting the Acknowledgement of Service
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As a respondent solicitor, you will 

be able to review the petitioner’s 

application for divorce and confirm 

whether the respondent has read 

the application for divorce before 

proceeding. 

Drafting the Acknowledgement of Service
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Drafting the Acknowledgement of Service
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You will be asked to complete screens on the Jurisdiction of the respondent and other 

legal proceedings outside of England and Wales. 
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Drafting the Acknowledgement of Service

Depending on what the petitioner’s 

solicitor has indicated in the original 

petition, you will be asked additional 

details surrounding the payment of 

costs for the divorce. 
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Update the Acknowledgement of Service 
(before submitting)

Once you have submitted the 

Acknowledgment of Service on 

behalf of your client, you will see the 

following screen notifying you that 

the AoS has been successfully 

updated. 

The petitioner’s solicitor will receive 

a notification to notify them that the 

case can now move forward.  
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Submit the Acknowledgement of Service

Before submitting the 

Acknowledgement of Service, there 

will be an opportunity to review the 

answers given. If you are happy with 

the answers, you can press 

‘continue’. 
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Submit the Acknowledgment of Service

As with a paper Acknowledgement 

of Service, you will have to complete 

a ‘Statement of Truth’ before 

submitting. 
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Submit the Acknowledgement of Service

Once you have submitted the 

Acknowledgment of Service, the 

events history will show that the the 

AOS been submitted.

The state the case goes into next is 

dependant on the AOS response 

given.
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Sharing the case with other solicitors in the 
Respondent Solicitor firm

The Respondent Solicitor can share the case with other solicitors in their firm.
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Updating Respondent Solicitor’s contact 
details

Any Respondent Solicitor that has 

access to the case can update the 

contact details for the case.

Note, even if multiple solicitors have 

access, notifications can only be 

sent to one email address.
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Certificate of Entitlement Notification

When the court date has been 

defined, the respondent solicitor will 

get a notifications.

They will able to see the Certificate 

of Entitlement on the ‘documents’ 

tab.
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Decree Nisi pronounced notification

When Decree Nisi has been 

pronounced, the respondent solicitor 

will get a notifications.

They will able to see the ‘Decree 

Nisi’ on the documents tab.
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Decree Absolute applied for notification

When the Petitioner or Petitioner’s 

Solicitor applies for a Decree 

Absolute, the Respondent Solicitor 

is sent a notification.
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Decree Absolute granted notification

When the Divorce has been granted, 

the respondent solicitor will get a 

notifications.

They will able to see the ‘Decree 

Absolute’ on the documents tab.
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