

Chambers Pupillage Policy
Introduction
1. Chambers places great importance on the recruitment and training of pupils.  It is the aim of Chambers to select individuals of the requisite intelligence, personality and all round ability to contribute positively to our environment and to our reputation.  We expect to recruit future tenants predominantly from our own pupils.
2. This document sets out Chambers’ pupillage policy and is approved by the Management Committee. That policy and this document may be amended as and when required by the pupillage committee, subject to ratification by the Management Committee.

General Policy

3. Chambers operates an equal opportunities policy in its selection of pupils.  No applicant for pupillage will be discriminated against on the basis of his or her ethnic or national origin, social background, nationality, citizenship, age, gender, sexual orientation, marital status, disability, religion or political persuasion. 
4. Chambers is currently a member of OLPAS. 
5. In compliance with chapter 4.3 of the Equality Code for the Bar, pupils will normally be accepted only if they have gone through Chambers’ normal selection procedure.  The only possible exception will be in regard to sponsored pupils.
Pupils’ Application Procedure 
6. At present, Chambers offers two, or exceptionally three, twelve month pupillages which will normally commence on an agreed date in September or early October of each year.  In exceptional circumstances, Chambers reserves the right to terminate any such pupillage after six months.  Where a pupillage is going to be terminated at six months (i.e. at the end of March), the relevant pupil will be informed of that decision by the end of the previous January.  
7. Each applicant should apply using the OLPAS portal.  Exceptionally,  non OLPAS applications may be considered upon receipt of a waiver from the Bar Council  The closing date for applications for pupillage to commence in October 2012 will be listed on the Pupillage Portal in 2011 when it reopens.  In exceptional circumstances we may consider applications received by Chambers after the closing date.  References will only be taken up after interview. 
8. As required by the General Council of the Bar, Chambers will monitor pupillage applications by sex, disability, age and race.

Pupillage Award

9. Each pupil will be awarded a grant, which is index linked.  The level of award for any given year will be published on the Chambers’ website and in the Pupillage and Awards Handbook and will be notified to applicants at interview.  The award for the pupillage year 2010/2011 is currently£32,500 for the twelve months of pupillage in addition to any earnings during the second six months of pupillage.
10. At Chambers’ discretion, up to £5,000 of each award is available for draw down during a pupil’s Bar Vocational Course year.  Pupils who wish to draw down part of their pupillage award should contact the Office Manager or the Commercial Director. 

11. The pupillage award is paid monthly in advance over the 12 months of pupillage.  The Finance Manager will discuss the details of payment as part of the induction session for new pupils.

The pupillage committee 
12. Chambers has a pupillage committee consisting of:

a. The head of pupillage (currently James Counsell);
b. The pupillage secretary (currently Cara Guthrie);
c. At least four registered pupil supervisors other than the pupillage secretary; and approximately five other members of Chambers.

13. The pupillage committee meets at least three times per year and has responsibility for: 
a. The recruitment process including the timetable, advertising in the pupillage handbook, the short-listing process, interviews and selection;

b. Allocation of supervisors and introductions to Chambers;

c. Setting up and implementing a training programme for pupils;

d. Ensuring that appraisals take place and pupils are properly supervised;

e. The tenancy selection process and recommendations to Chambers;

f. Reviewing the pupillage year and making improvements where necessary

Selection Procedure

14. No fewer than three members of the pupillage committee will select at least 10 and up to 30 candidates from the total number of applications for first round Interview using agreed written selection criteria.  The current criteria are set out in Appendix I to this document.  All records pertaining to the selection of candidates for first round Interview are kept by the office manager.
15. All candidates selected for first round interview will be interviewed by one of the two or three interview panels which will each have three or four members.  First and final round interviews normally take place over the two days of one weekend.  Those invited for first round interview should ensure that they will be available to return on the following day if required.
16. All first round interviewees will be asked the same basic set of general questions together with such supplementary questions as may arise as a result of their answers to the original questions.  The first round Interview will last approximately 20-30 minutes.  In addition, each interview candidate will be asked to make a short presentation to the first round interviewing panel on a subject and under conditions notified to them when they are invited for interview.
17. The first round interviewing panel will identify approximately six candidates from the first round interview candidates for final round interview. 
18. The final round interviewing panel will usually consist of up to five members of Chambers including the head of pupillage, the pupillage secretary and a registered pupil supervisor.  The final round Interview will fall into two parts.  First, the candidates will be asked to analyse and answer oral questions on at least two legal or ethical problems.  Second, the candidates will be asked further questions of a general nature.  In total, the final round interview will last approximately 45 minutes.
19. All interviewees will be assessed by each interviewer independently using agreed, written selection criteria.  Final decisions on pupils will be taken by the interviewing members of the pupillage committee and will be notified to the candidates as soon as possible within the timetable laid out by OLPAS.
Criteria for selection

20. Applications are short-listed on the basis of the following criteria:

a. Intellectual ability

b. Potential as an advocate

c. Motivation/ Drive/ Commitment
d. Professional compatibility with Chambers
21. The criteria used in interviews are:

a. Intellectual ability
b. Judgment
c. Ability to articulate an argument

d. Presentation (communication/ people skills, approach, personality, sense of humour)
22. Guidance is provided to those short-listing and interviewing on applying the criteria.
Offers of Pupillage

23. Offers of pupillage will be made in accordance with the OLPAS timetable.  Offers will be made in writing by the head of pupillage and will contain the amount of the award offered, together with the period for which pupillage is offered.  Offers will remain open for acceptance for a period of fourteen days.  This period may be extended at the discretion of the head of pupillage.  
24. In addition to the offers of pupillage, Chambers may contact other interviewees to notify them that they narrowly missed being offered pupillage and to inform them that there are prospects of Chambers making them an offer in the event that one or other of the original offerees does not accept Chambers’ offer of pupillage. These interviewees will be contacted at the same time that the offers of pupillage are made.

Complaints to Chambers
25. If any applicant (whether or not invited to attend pupillage) is dissatisfied with her/his  treatment, s/he is invited to set out her/his complaint under the terms of Chambers complaints policy.   This avenue of complaint is in addition to any provided by the Bar Council or any other relevant body.

Third six pupillage vacancies
26. Chambers does not normally recruit third six pupils.  If a vacancy is identified and agreed for a third six pupil, the vacancy will be advertised on our website and on the relevant section of the Bar Council website.  Applicants will be asked to complete an application form.
27.  Applications for third six or subsequent pupillage are considered by at least two members of the pupillage committee and each candidate will be subject to an interview under conditions which are the equivalent of those which apply to the final round interview for pupillage. Any offer of third six pupillage would be made in consultation with the Management Committee.   
Roles and Duties of Pupils in Chambers

28. A pupil’s primary role in Chambers is to learn.  All pupils are expected to familiarise themselves with their pupil supervisor’s practice, produce their own attempts at opinions and pleadings, research points of law and generally to shadow their supervisor. 
29. A pupil is required to maintain and to respect the confidentiality of each of the pupil supervisor’s client’s affairs.  The same applies where a pupil is accompanying another member of chambers.
30. Written work should be produced within the time specified or within a reasonable time.
31. Pupils will attend court, conferences and negotiations with their supervisors.  If a hearing or conference takes place some distance out of London, a pupil is not required to accompany the supervisor unless expressly requested to do so. In the event of a pupil’s travelling / accommodation expenses exceeding £200 in any of the four three month periods, Chambers will pay that pupil’s reasonable travelling / accommodation expenses for the rest of that three month period.
32. Pupils sit in their supervisors’ room save in exceptional circumstances where lack of space makes this impossible.  In such cases, a desk will be found for the pupil concerned within easy access of his or her supervisor’s room.
33. Pupils must complete the relevant checklists during pupillage, attend all training organised internally and all compulsory training courses, and make sure that all required forms related to the progress and completion of pupillage are signed and sent off as appropriate.
Allocating Supervisors and Mentors

34. The Pupillage Committee will normally allocate pupils to supervisors at the beginning of each year. This is based on the availability of supervisors, expressed preferences in specific areas of work by the pupil(s) and the overriding need to provide a balanced pupillage covering different areas of chambers’ work.
35. The Pupillage Committee aims at all times to ensure that supervisors are representative of chambers and that both male and female supervisors are involved in the training and education of pupils.
36. Mentors are allocated to pupils by the Pupillage Committee.  These are normally junior tenants who have completed pupillage in the recent past.  The mentors’ role is to provide informal support and assistance,  Where appropriate, pupils may request additional or alternative mentors.

Roles and Duties of Pupil Supervisors

37. Pupil supervisors will ensure that their pupils do written work for other members of Chambers. Pupils must retain copies of this work and submit this to the pupillage secretary at the end of May in each pupillage year. Those other members of Chambers for whom work is done are expected to provide feedback to the pupil and to the supervisor.  If feedback is not provided, the pupil should take this up with his or her pupil supervisor.
38. Pupil supervisors will write a short report on each of their pupils at the end of each pupil’s time with them (i.e. normally at the end of each three month period).  The report will contain the pupil supervisor’s assessment of each pupil’s written work, both advice and pleadings, and an assessment of her/his potential as an advocate. This report is to be submitted to the pupillage secretary at the end of each quarter and will form part of the three monthly review carried out by the head of pupillage (see below).

Checklists

39. All pupils work to the common law checklist provided by the Bar Council.  
Structure of Pupillage

40. Pupils will have at least three pupil supervisors prior to the tenancy decision being made.  At least two of those pupil supervisors will have also been pupil supervisor to the other pupil(s) in that year.

41. In addition to working with his/her allocated pupil supervisor, pupils will accompany junior tenants to court and conferences.

42. Pupils may also accompany other members of Chambers to court where the case is particularly interesting, unusual or it would otherwise be of benefit for a pupil to attend the hearing.  In the period of pupillage after the tenancy decision has been made, pupils are encouraged to shadow other members of Chambers who practise in areas of law which are of particular interest to that pupil and which he/she may not already have seen during pupillage.

43. Pupils will be expected to produce written work for other members of Chambers in addition to his/her pupil supervisors.  Where possible, all/both pupils will be asked separately to work on the same set of papers in order to provide an objective basis for making tenancy decisions.

44. Work for pupils in the second six months of pupillage will be distributed evenly amongst Chambers’ pupils, subject to the relevant pupil supervisor being of the opinion that the work is within the abilities of his pupil.  The Meridian system is used to record all work undertaken by pupils and this, together with earnings and exposure to different types of work/court appearances is reviewed every two months by the business development director.

45. All pupils receive an award paid in monthly installments throughout their twelve months pupillage.  This is currently £32,500pa – see above.  In the second-six months of pupilage, all earnings are subject to the current percentage contribution paid by members of chambers.  Pupils are not required to pay room rent.
46. No pupillage may be terminated without a resolution of the members of Chambers in general meeting.

Commencement of Pupillage

47. Pupillage is not valid until it has been registered with the Bar Standards Board.  All pupils will receive confirmation of registration by email.   Pupillage will normally commence on an agreed date between 1 September and 1 October of each year
48. Pupils should receive a file directly from the Bar Council.  This file includes the common law checklist which must be completed during pupillage, forms for any change in pupillage arrangements, duties of pupils, financial matters, training and other relevant information.   A pupil who has not received this information within a month of commencing pupillage should contact the office manager or go directly to the Bar Council.
49. The checklist is the responsibility of pupils during pupillage.  The pupil should consult regularly with the supervisor over progress and action points.
Induction

50. All pupils will be given an induction at the start of their first six.  The Commercial Director will cover pupillage, the organisation of Chambers and policy documents.  The Office Manager will cover H&S, security, keys and other practical arrangements.
51. Pupils are requested to provide an up to date biography/ CV and a photograph when they attend their induction session.  These will be circulated to staff and practitioners and may be put on the website.
52. There will be a short induction session with the clerks at the beginning of the first six and an-depth induction at the end of the first six prior to practice.
Compulsory External Pupillage Courses

53. All registered pupils will be sent information from the BSB about the following compulsory pupillage courses:

a. The pupillage advocacy course 

b. The practice management course

c. The forensic accounting course

54. Pupillage advocacy courses will be provided by the pupil’s Inn and must be completed as part of the non-practising period of pupillage.  If a course is not satisfactorily completed in the first six pupillage, pupils will not be able to commence the second six.

55. All pupils are required to undertake the practice management course during their pupillage and are strongly advised to do so in the non-practising period of pupillage.    If not, the full qualification certificate will not be issued and practice as a barrister will not be allowed.
56. The forensic accounting course can be undertaken during pupillage or during the first three years of practice.

57. Chambers will cover the cost of all compulsory pupillage courses undertaken during pupillage.  Pupils should see the Finance Manager who will provide a cheque for the course or arrange a refund on evidence of payment.  There is no guarantee of funding for compulsory pupillage courses taken after pupillage. 

Advocacy Training

58. Chambers recognises the importance of advocacy training during pupillage.  All pupils will undergo a series of non assessed advocacy training sessions during pupillage.  These are scheduled to take place in the first four months of pupillage, in order to prepare the pupils for the second six months of pupillage when the pupils will represent their own clients. Pupils are asked to prepare a variety of ‘briefs’, each focusing on a different area of law and the sessions are attended by the pupils, the trainer and, where practical, their current pupil supervisors. Constructive feedback is a crucial and integral part of every advocacy training session.
59. In addition, pupils undergo four or five advocacy “appraisal exercises” between January and June or the year in which they are asked to perform a piece of advocacy before a chairperson and an audience of members of chambers .  Constructive feedback is a crucial and integral part of every advocacy assessment session: and will be provided by the chair person, in consultation with the other attendees both orally after the exercise and by way of a written report.  
a. The first is with pupil supervisors, the head of pupillage and the pupillage secretary
b. The second and third are with member of the pupillage committee and 
c. The fourth and fifth are open to all members of chambers

Quarterly Reviews
60. All pupils will take part in reviews at the end of each three month period of supervision by and which will be conducted by the head of pupillage and/or the pupillage secretary.   The review will consist of an appraisal of work done, a self-assessment by the pupil, a review of the checklist, an agreed statement of progress and objectives for the following three months.  A review report will be prepared and should be signed by the pupil.

61. All signed appraisal forms should be sent to and will be kept centrally by the office manager.
Hours and Holidays

62. Normal working hours are between 9.00 am and 6.00 pm.  Pupils are not usually expected to work outside these hours although it may be necessary for them to do so from time to time.  In particular cases it may be possible to adjust a pupil’s normal working hours, but Chambers’ ability to make such adjustments will be restricted by the courts’ opening hours and other professional commitments.
63. All pupils are expected to take 26 days’ holiday including the week between Christmas and New Year but excluding public bank holidays.   Additional breaks may be taken by arrangement with the pupil supervisor.
64. All holiday leave must be notified in advance to the pupil supervisor(s) and, during practising pupillage, to the relevant senior clerk(s).  A holiday leave form should be completed as holiday is taken/ booked.
End of non-practising pupillage

65. If a pupil is approaching the end of his/her non-practising pupillage then s/he must ensure that s/he have complied with Bar Council and BSB requirements.

66. Pupils need to ensure that their supervisor signs the Certificate of Satisfactory Completion of Pupillage and that the Certificate is submitted to the BSB immediately.  
67. The checklist for non-practising pupillage needs to be completed.

68. Pupils need to have completed the pupillage advocacy course as part of the non-practising period of pupillage.  If a pupil has not satisfactorily completed the pupillage advocacy course, s/he will not be issued with a provisional qualification certificate and so will not be eligible to commence the practising period of pupillage until the course has been completed.

69. Pupils are reminded that it is an offence to practise without having been issued with a practicing certificate.  In addition, pupils should be aware that, during the practising period of pupillage, they may only exercise rights of audience with the permission of the supervisor or the head of chambers.

Completion of pupillage

70. On completion of pupillage, pupils must ensure that they have submitted their certificate of satisfactory completion, together with their completed checklist, to the Bar Standards Board and that they have completed their pupillage courses.

Grievance Procedure
71. The following paragraphs set out the procedure which will be adopted in the event of a pupil wishing to pursue a complaint or grievance in respect of any aspect of his or her pupillage.  With necessary amendments, the procedure is intended to mirror the grievance procedure open to any member of chambers wishing to pursue a grievance.

72. At any stage of the grievance procedure the pupil may be accompanied by a member of Chambers of his/her choice.

73. Grievances will be dealt with, insofar as the investigation process allows, in the strictest confidence and without fear of recrimination, intimidation, harassment or anxiety that the raising of a grievance will be likely to hinder the pupil’s prospects of obtaining a tenancy at the completion of his/her pupillage

Informal Process

74. A grievance should be raised, in the first instance, with the pupil’s supervisor who will take any action that he or she considers necessary or appropriate and record it in writing.  In the event that the grievance concerns a matter relating to the supervisor, then the pupil should raise that complaint with the head of pupillage who will take whatever action he considers necessary or appropriate and will record it in writing.  This is the first or the informal level of the grievance procedure.

Formal Process: stage 1
75. Where the grievance is not or cannot be resolved at the informal level, or if the pupil continues to feel aggrieved, he or she should write to the head of chambers within seven working days of notification of the outcome of the informal review into the grievance.  The pupil should indicate that the formal process is being invoked, should outline the grounds for the grievance and should explain why s/he is or remains dissatisfied with the outcome of the first level of investigation, and how s/he would seek to have the grievance resolved.

76. The head of chambers will carry out a full investigation into the grievance and will decide whether to uphold the grievance or reject it.  S/he should provide his decision in writing within seven (exceptionally fifteen) working days of receipt of the letter from the pupil concerned.

Formal Process: stage 2

77. If the grievance is still not resolved, or if the pupil still considers s/he has not been fairly treated, the pupil may appeal by letter to the Management Committee within seven working days of being notified of the head of chambers’ decision.  The letter setting out the intention to appeal should be addressed to the commercial director, should indicate that the second stage of the formal process is being invoked and should outline the reason(s) for the appeal, the redress which is sought and the reason why the pupil is or remains dissatisfied with the decision of the head of chambers and/or the decision at the first stage.

78. In the event of a grievance being referred to the Chambers’ Management Committee, the commercial director will arrange for a panel of two senior members of the Committee (if available, to consist of the deputy head of chambers and the next available most senior member) to investigate the grievance giving rise to the appeal.  Having fully investigated the grievance, the Panel will inform the pupil, in writing, of its decision within seven working days of the appeal being received.

79. The decision of the Chambers’ Management Committee shall be final.  There will be no further appeal or challenge to the decision of the Panel.

Complaint about a pupil
80. If a complaint is received about a pupil this will be handled in line with the internal complaints procedure and the disciplinary procedure for pupils which is provided to all new pupils.
81. The pupil supervisor should not be appointed as an investigator in any formal complaints procedure or appeal hearing.  
Tenancy Selection Procedure

82. Chambers’ general practice over recent years has been to offer tenancy to at least one of its pupils each year, subject to the availability of work and the suitability of the pupil.  

83. Tenancy selection will be based on a recommendation to Chambers by the pupillage committee.  Its recommendation will be based on all of the material available to it and will include the following:

a. Each of the pupils’ quarterly review reports which will include (i) the supervisors’ report which assesses the pupil’s written work, both advice and pleadings, and an assessment of their potential as an advocate and (ii) any other feedback, including relevant comments from the business development director, the commercial director or the senior team leaders concerning the pupil’s performance in court and any other feedback, favourable or unfavourable, from other members of chambers, solicitors and lay clients where such feedback exists;

b. a minimum of two specified pieces of written work provided to all pupils at the same time and assessed “blind” by two or three practitioners who are specialists in the field and who are not supervisors of any current pupils; and

c. the reports provided by each of the chairpersons of the four or five advocacy appraisals exercises conducted between January and June of the pupilage year.

Tenancy Decision

84. The tenancy decision is made by the whole of Chambers in general meeting at the end of June or in early July. 

85. At the general meeting, the recommendation is considered and a secret ballot is held in which each tenant has one vote.  A 75% vote of a quorate meeting in favour is required to offer tenancy to a pupil.

86. For those pupils not offered tenancy, Chambers will provide assistance in finding a 3rd six elsewhere, or in a firm of solicitors if the individual prefers.  References will be supplied upon request.  Applications for squatting are not usually entertained but would be considered on a case by case basis.
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