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Acting as an

Ajudicator:
99 point checklist

This checklist refers to the applicable legislation
comprising the Construction Contracts Act 2013
and the Code of Practice Governing the Conduct
of Adjudications published by the Department
of Jobs, Enterprise and Innovation 2016.
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On receipt of an enquiry to adjudicate
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If the enquiry is from the nominating body, e.g.
Construction Contracts Adjudication Service
(CCAS), identify anything to be responded to.

If the enquiry is from a party, make a record of the
contact and of any following discussion.

Promptly acknowledge receipt and reply with any
requested information.

Consider if there are any conflicts of interest, then
confirm none or otherwise.

Check your availability, allow for the possibility of a
time extension, then confirm or otherwise.

If not provided, request a copy of ‘Notice of
intention to refer the dispute to adjudication’.
Review the nature, complexity and value of the
dispute and consider if it is within your expertise.
Compile your fee proposal and issue with your
terms of business for agreement by the parties.

Upon confirmation of the appointment
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Promptly acknowledge receipt of the Notice, date
and time, to both parties, being day 1 for reckoning.
Check the Notice complies with the legislation.
Check Notice has been issued to the Respondent.
Check the dispute is not exempt under the Act.
Check the names of the parties in detail.

Check you have received all the documents then
download into a single folder.

If appointed by the CCAS confirm there is no
conflict of interest within 2 days of appointment.
Draw the Parties attention to Clause 32 of the Code
of Practice, partaking in the process and conduct.
Issue directions as to the procedures to be applied,
including, if required, length of written documents.
Issue directions to confirm the adjudication
timetable.

Determine the 28 day default decision issue date.
Confirm how submissions are to be provided, e.g.
‘Documents issued in electronic form only’.

Check the names and details of representatives.
Advise how meetings will be conducted, in person,
and/or by conference call or video conference.
Confirm the method of communication, e.g. ‘By
e-mail, always copied in to both parties’.

Advise that you will expect the Referral in 7 days
and state the date.

Propose the date for an oral hearing, which can be
cancelled later if not required.

If your terms are not agreed, confirm you will work
to your previously issued terms.
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On receipt of the ‘Referral’ from the Referrer

27. Check that the Referral has been received within 7
days of issue of the Notice, day of receipt is day 1.

28. Promptly acknowledge receipt of the Referral, date
and time to parties, re-confirm date for Response.

29. Check you have received all the documents,
download into a single folder.

30. Your jurisdiction is limited by the Notice, check that
the Referral falls within that jurisdiction.

31. Check that the dispute is a ‘payment dispute’

32. Isthere a jurisdictional issue, if so is it threshold
or procedural, ask parties for comment before
making a non-binding decision.

33. If the procedural jurisdiction is substantive to the
decision seek the agreement of the parties
to address jurisdiction in the decision.

34. Check the Referral has been issued to Respondent.

35. Check the contract, are there any adjudication
provisions and, if so, have they been amended.

36. Check that any contractual adjudication provisions
are compliant with the Act.

37. Check the date of the contract to ensure that it
does not pre-date 25 July 2016, being prior to Act.

38. If considered necessary, discuss an extension of
time to the adjudication timetable with the parties.

39. Re-confirm the dates for Response, Reply, cut-off
date for additional information and decision date.

40. Ask for submissions by 5.00pm on the dates set
out, or you may receive them at midnight.

41. Start writing up procedural matters on receipt of
Referral, it helps with thinking through the process.

42. Ensure the procedure adopted is commensurate
with the nature and value of the payment dispute.

43, Apply reasonable endeavours to process the
dispute in the shortest time and at lowest cost.

44 Promptly notify Parties of any matter that will slow
down or increase the cost of the determination.

On receipt of ‘Response’ from the Respondent

45, Has it been served in accordance with the agreed
timetable?

46. Promptly acknowledge receipt of the Response,
date and time to both parties, re-confirm the
date you expect to receive the Reply.

47. Check you have received all the documents,
download into a single folder.

48.Check contact details are consistent with the
Referral.

49, Liaise with the parties on whether the oral hearing
is required, cancel if not necessary.
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the parties’. 90. Sign, place and date the decision.

At the Adjudicator’s discretion within
commensurate with nature of dispute
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comment and agreement from the parties.
99. Provide anonymised information to the CCAS, for
use in statistics, within 21 days of the decision.

sums are exclusive of VAT, where this is the case.
Timeline for adjudication under the 73. Always re-check the redress sought by the parties.
Construction Contracts Act 2013
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