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Separated migrant children will be eligible for legal aid to help with  
Citizenship and non-asylum immigration applications and appeals from  
October 2019. 
 
Immigration-Asylum Upper Tribunal proceedings were moved to Certificated 
work in September 2018. This means that where the client wants to appeal 
the application beyond the First Tier Tribunal, then the application must be 
registered through CCMS. This guide sets out how to add the required    
proceeding. It will help you with the transitional arrangements for submitting 
separated migrant children cases through CCMS. This guidance is only   
applicable until the necessary changes have been made to our case      
management system. 
 
The guide will not cover the steps required to register a client or a case,  
only the specific steps required to complete a separated migrant  
children application.  
 
For additional support registering clients and basic case setup please  
visit: CCMS training website and select the relevant section. 

To begin creating a new  
application click  
New Application on the CCMS 
homepage  
 
PLEASE NOTE: Not all screens 
will be shown. Only screens 
where specific information is  
required for creating the  
application during the  
transitional period will be shown.  

 

Choose Immigration-Asylum in the 
Category of Law drop down list 
 
PLEASE NOTE: while these claims 
are for non-asylum immigration, the 
transitional arrangements require 
you to select ‘immigration-asylum’.  
 
Click Next 

 

http://ccmstraining.justice.gov.uk/
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After registering a client in CCMS you will be directed to the Application Summary page.  
 
The provider details, general details and opponents and other parties sections need to be  
completed as normal .  
 
To continue creating an unaccompanied migrant children application click Proceedings 
and Costs.  

 

Click Add Proceeding 
to add the proceeding  
details to your  
application.  

Choose Substantive in the  
Application Type drop down list 
 
Click Next 
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Choose Immigration-Asylum 
from the Matter Type drop 
down list  
 
Click Next.  

Select Subject of  
Proceedings (child) 
from the Client  
Involvement Type drop 
down list  
 
Select Full  
Representation from 
the Form of Civil Legal 
Service drop down list 
 
 Click Next 

 

Choose Appealing a 
Decision of the    
First-Tier  
Tribunal-Asylum 
from the Proceeding 
drop down list  
 
Please note;  
Additional guidance 
is included at the end 
of this guide for the 
merits assessment. 
 
Click Next  
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A default scope limitation will be applied. This is the scope limitation you will need for this 
type of application during the transitional period. 

 

 

 

The Proceedings and Costs screen will give you an overview of the Proceeding and the 
Case Cost Limitation.  
 
Click Next 
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When returned to the Application Summary screen the Means and Merits Assessment 
sections will be available to complete. Click the respective section headings to begin. 
  
All of the questions in each section must be answered before the application can be    
submitted.  
 
Once all sections are marked complete, the application can be submitted for  
assessment. Click Complete Application to begin the submission process and follow 
the on screen instructions.  

 

 

Please Note: 
 
Merits Assessment  
 
Please ensure that you complete ALL parts of the merits assessment. 
 
The following guidance will assist you on the relevant screens in relation to the          
Separated Migrant Children cases during the transitional period. 
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Click No to Are you 
making an urgent 
application? 
 
Click Next 

Click Uncertain to ‘Has 
this appeal arisen out of 
a case where the client 
was assisted under a 
Controlled Work matter 
that was started by you 
or another provider     
before 1st September 
2018? (optional) 
 
Click  Next 

 

 

 

 

 

Read the information. 
 
Click Continue 



CCMS Provider:  
Separated Migrant Children:  

Transitional Guidance 

CCMS Provider: Separated Migrant Children: Transitional Guidance 
– Quick Guide  

Version 3.0 21/10/2019 

Please Note: 
 
The transitional arrangements are explained on: https://www.gov.uk/government/news/civil-
news-eligibility-changes-for-separated-migrant-children  
 
The permanent arrangements will be published once the long-term system changes have 
been completed. 

Please Note: 
 
When you reach the ‘General 
Details’ screen – please make it 
clear in the ‘What is the main 
purpose of the application’ field 
that this is a Separated Migrant 
Child case, rather than just an 
upper tribunal matter.  
 
Please include all additional     
relevant information. 
 
Click Next 

 

 

Click Yes to Have 
you exercised      
delegated functions 
in this immigration 
matter? 
 
Click the Calendar 
Icon and complete 
the date of delegated 
functions 
 
Complete the text 
field as applicable 
 
Click Next 

 

 

 

 

https://draft-origin.publishing.service.gov.uk/government/news/civil-news-eligibility-changes-for-separated-migrant-children
https://draft-origin.publishing.service.gov.uk/government/news/civil-news-eligibility-changes-for-separated-migrant-children

