
Hayleys Solicitors 
PUPILLAGE POLICY DOCUMENT
Introduction 
Hayleys Solicitors is a long-standing business, dealing with a variety of matters in the Midlands with an office in Birmingham.  We have an excellent reputation in the area and have lots of local connections along with offering services nationwide.  We are looking to offer Pupillage to enhance our offering in the market, with a view to retaining the Pupils once they have qualified.  
We are committed to providing a nurturing supportive environment, that encourages the Pupil to attain their goals.  
We offer legal services in: 

· Family 

· Crime
· Personal Injury
· Immigration

We expect the Pupil to be able to move between the Family, Criminal, and Immigration departments, so they are exposed to a variety of work.  

Purpose of this document

This document is intended to provide the Pupil with information about the organization, place of work, what is expected of them, how the Pupillage with be structured, what the processes are and how the pupil will be supervised by the pupil supervisor. This document should be read in conjunction with the Pupillage Programme Document.  
Number and Type of Pupils

· It is the intention of the firm to have two pupils to cover a continuous 12-month period consisting of a first 6-month non-practising period and a second 6 month practising period.  The pupillage will cover family, crime and immigration.   
· We will advertise pupillages via the Bar Council Pupillage Gateway, our own website, and other established recruitment websites, along with social media and any other suitable medium such as law fairs.  

· The timescale for applications will be confirmed when published by Bar Council Pupillage Gateway (see For Applicants (pupillagegateway.com)
· The Pupil will be expected to have undertaken the academic stage before applying for Pupillage.  

· The Pupil will have to demonstrate that they have undertaken the requisite 10 Qualifying Sessions with their Inn during the vocational period.  

· We will expect the Pupil to provide evidence to support that they have:
I. That academic and vocational training components have been satisfactorily completed within the 5 year limit.
II. That the pupil is a member of an Inn.
III. That the pupil has been Called to the Bar.
IV. Immigration visas have been obtained, where relevant.
V. Waivers have been granted by the BSB, where relevant.

· Attached to this policy is The Bar Council Pupillage Gateway guidance for applicants to help potential pupils register with Pupillage Gateway.  
Pupil Work Place

General Place of Business

The pupil will be based at the main office which is located: 

3 Horton Square

Highgate Street

Birmingham

B12 0YR
However, there will be an opportunity to attend other chambers to be discussed with the Pupil during Pupillage, and the pupil will be required to accompany the Pupil Supervisor and other lawyers to different areas including attending Court dependent on where hearings are scheduled for example.  
Working Hours/Holidays and Absence
Generally, The pupil will be expected to attend the office between Monday-Friday of any normal working week between the hours of 9am-5.30pm unless the Pupil is attending Court.  It may be expected that the Pupil, in line with business needs, would work additional hours.   
Flexibility 

· It is recognized that there may be some circumstances that mean the Pupil needs to work flexibly.    

· We have a home working and flexible working policy, which will apply to the Pupil.  
· We will consider all requests for flexible working on an individual basis in line with this policy and will endeavour to allow flexible working where we are able-subject to business needs.   
· If we are able to allow flexible working, the Pupil Supervisor will still be available during normal working hours, via phone, e-mail or virtual meeting.  

· The Pupil will have access to all of the systems that are available in the office environment.   
· To enable the Pupil to work flexibly and to support them in their training, they will be provided with a security protected laptop for work use.  This will be subject to the IT policy of the firm, which the Pupil will be provided with at the outset of Pupillage. 

· The pupil will be provided with their own desk, computer, telephone and will be able to access the company stationary for use in the day to day running of the business.  
Holiday Entitlement

· During the pupillage, the pupil will be entitled Pupils are entitled to two weeks holiday in any six month period, including bank holidays. 
· In addition, the Pupil will also be entitled the following statutory holidays:


Christmas Day



Boxing Day



New Years Day



Good Friday



Easter Monday



May Day



Spring Bank Holiday



Late Summer Bank Holiday
· To book holiday, the pupil must fill in the holiday form, which will provided to the Pupil at the outset of Pupillage and can be requested from the Pupil Supervisor.  It should be passed to The Pupil Supervisor.  
· Leave should be arranged at least one month in advance.
· This will be authorized subject to the needs of the business.  The pupil should note that no holiday can be taken unless it has been specifically authorised by the Pupil Supervisor beforehand.  
· Absence due to illness should be notified to the Pupil Supervisor in the first instance before 9 O’clock on the first day of absence.  Any absences lasting more than 5 days must be supported by a Doctor’s ‘Fit Note’ prior to return to work.    

· During the second six, if the Pupil is unable to attend a hearing due to illness they must get in touch with their Pupil Supervisor at their earliest opportunity to advise they will be unable to attend 
· Failure to report any absences resulting in an unauthorized and unexplained absence will be treated as voluntary termination of Pupillage and deemed as misconduct on the pupil’s part. 

Funding and Salary of Pupil 

· The Pupil in the first six will be provided with a minimum award set by the Bar Standards Board of £18,884.  
· During the second six the Pupil will have an income as they will be conducting cases, and therefore will not be paid by the company.  However, if they do not earn the minimum award as set by the Bar Standards Board, the company will make up the difference. 

· Where the Pupil earns more than the minimum award during the second six, they will be able to retain their earnings, but will not be paid the minimum award.  

· In all cases all training courses attended by the Pupil will be funded by the business.  The Pupil should complete the requisite form for funding and hand this to the Pupil Supervisor for payment.  The form will be provided at the outset of Pupillage and in any event can be requested from the Pupil Supervisor.  
· As pupils are salaried, overtime is not payable. Pupils are expected to work the hours required by the work being undertaken at that time. 
· Should a pupil experience severe financial hardship, they should approach their Pupil Supervisor in the first instance.  Requests for assistance will be considered on a case by case basis.
· All payments, including monies earned by the Pupil in their second six, and expenses that have been incurred, will be made by bank transfer directly into the Pupil’s account at the end of each calendar month.
Payment of Travelling Expenses and Compulsory Courses

As part of pupillage, the pupil will be expected to travel to various locations, including but not limited to training courses, Court and conferences with clients.  The pupil will be able to claim back legitimate expenses for travel to such venues.  

The pupil should submit a claim form for the expenses incurred the previous month on the 1st of each month.  This will be provided to the Pupil for completion when necessary. 
The claim form should be filled in accompanied by any relevant receipts if appropriate and passed to The Pupil Supervisor who will approve the same, and return to the pupil.  The payment will be made by bank transfer at the same time as the pupil’s salary is paid into the bank at the end of each calendar month.

We do not reimburse unauthorized expenses which are deemed excessive. 

Examples of expenses that the business will cover are: 

· travel for the purpose of pupillage.
· overnight accommodation, evening meals for work.
· attendance at courses which the pupil is required to attend as part of their pupillage- attendance should be discussed with the Pupil Supervisor before being booked, when approval will be provided ahead of it being booked.  
· The Pupil can travel by both standard class rail travel and private vehicle use (for the latter a rate of 45p per mile is paid). Should pupils wish to utilize their own vehicle, they must be insured for business use. 
Structure of Pupillage 

Pupillage Consists of a 12 month period separated into The First Six and The Second Six.  
Pupils will be expected to comply with all requirements of the BSB handbook and The Professional Statement- The BSB Handbook (barstandardsboard.org.uk); The Professional Statement (barstandardsboard.org.uk)
These will form the basis of discussion between Pupil and Pupil Supervisor.  
First six

· The first six months of pupillage will be non-practicing.
· You will have been Called to the Bar before commencing the non-practising period of pupillage.
· You will have completed academic and vocational component or have had an exemption granted.
· Pupillage will begin within 5 years of completion of the academic and vocational component being completed.  
· Pupils will have completed the requisite 10 Qualifying sessions with their Inn during their vocational training.

· Pupils are given the opportunity to acquire legal knowledge and practical skills for practice at the Bar by “shadowing” their pupil supervisors.
· The Pupil may not accept any client instructions in the non-practising period, except for noting briefs, which will be approved by the Pupil Supervisor.  
· Pupils are expected to read their pupil supervisor’s papers and prepare case summaries, opinions, draft statements of case, skeleton arguments, orders and other documents as if the pupil had received the papers in their own right.
· Pupils will attend their pupil supervisor’s conferences and take a note of what is discussed. 
· Pupils will normally be expected to attend court with their pupil supervisor in order to take notes, observe and learn advocacy skills, court behaviour, negotiation, dealing with clients, solicitors and opponents including litigants in person. 
· Pupils can expect to be involved in the overall preparation of their pupil supervisor’s cases.
· Pupils may accept a noting brief during the first six if authorised by their pupillage supervisor.
· At the conclusion of the first six the Pupil Supervisor will confirm satisfactory completion of the non-practising period and competence has been met. 
· Where it is considered that the Pupil has not reached the required competence , the business reserves the right to seek to extend the non-practising first-six period of pupillage for such period as it considers necessary. 
· The Pupil Supervisor will use the criteria in the Professional Statement to assess whether this period has been successful passed.  
· They will also confirm that you have completed the mandatory Advocacy Course.  
· You will submit a certificate from your Pupil Supervisor to the BSB certifying that the non-practising period has been satisfactorily completed.  
· You will be provided with the forms to be completed to submit to the BSB at the outset of Pupillage.  
· The BSB will grant a Provisional Practising Certificate.  

Second Six 
· When the Pupil has been provided with a brief in their own right, the Pupil Supervisor, who will keep a 'watching brief' on those first steps, reading and looking over any brief given to his/her pupil and discussing the outcome.

· The Pupil will be able to take instructions and represent clients in matters.  

· The Pupil will be expected to draft all necessary paperwork for Court appearances, to attend Court on behalf of their clients, and to undertake paperwork in their own right. 
· After every attendance at court, a Pupil is required to draft a short attendance note to be e-mailed out to the instructing solicitors and a copy kept for his/her records. 
· All paperwork produced by the pupil shall be checked by their Pupil Supervisor, or another member of staff as agreed between the Pupil Supervisor and Pupil, before it is sent to professional clients.
· The Pupil Supervisor will monitor any positive or negative feedback, and will seek feedback from both lay and professional clients.  This will form part of regular discussions between the Pupil Supervisor and Pupil and used to support the Pupil during this period.  
· Similar considerations apply to any paperwork which may be given to a pupil in his / her own right; Pupil Supervisors being expected to assist, review and monitor before such work is sent out.
· Pupil Supervisors are expected to keep themselves aware of the work that their pupils may be doing with other members of staff/solicitors, and to seek feedback accordingly.
· The Pupil will be accompanied by the Pupil Supervisor to Court hearings.  Notes will be taken and feedback discussed at the continuing meetings with the Pupil Supervisor.  
· The Pupil will however be expected to manage their cases appropriately.
· Pupils will continue to be supported by your Pupil Supervisor and it will be expected to continue to seek advice and guidance.  
· The Pupil Supervisor will use the criteria in the Professional Statement to assess whether this period has been successfully passed.  
· At the end of the second six the Pupil Supervisor will confirm satisfactory completion of the Practising period and competence has been met.  The Pupil will submit a completed application to the BSB
· BSB will provide a full practising certificate.  
· Whilst the business would look to employ the Pupil in the business at the end of Pupillage, The Pupil Supervisor’ consideration of how the Pupil has worked during Pupillage will form the basis of whether a position is offered.  

· A policy decision will then be made by the business in relation to whether the general structure of the business, the work available, whether any vacancy exists, and which, if any, particular pupil should be recommended. This will be discussed at a formal meeting. The outcome of the meeting is then communicated to each pupil by their Pupil Supervisor.
If Pupil does not meet the criteria of The Professional Statement.

· Where it is considered that the Pupil has not reached the required competence expected in the Professional Statement, feedback will be provided to the Pupil.
· For those pupils not taken on, the business will assist as far as possible in recommending and investigating whether other opportunities exist in other business’ or chambers known to them. 
· The Pupil Supervisor will also ensure that at the end of each period of pupillage the certificate of satisfactory completion of pupillage is signed and submitted to the BSB-but the Pupil will be responsible for the actual submission.  
For further information please see Part 4J of the Bar Qualification Manual-The Bar Qualification Manual (barstandardsboard.org.uk)
Compulsory Courses

At present, pupils must:

· satisfactorily complete an advocacy course during the non-practising period of pupillage (usually during the ‘first six’) which is provided by their own Circuit or Inn of court; and
· pass a Professional Ethics assessment, which is set and marked by the BSB. You will need to have completed at least 3 months of pupillage before undertaking the assessment.  

· Negotiation Skills course and assessment.  

· The Pupil will be supported to attend these compulsory courses, by allowing extra time ahead of any assessment for them to prepare.  

· Consideration of workload will be made to ensure the Pupil is supported during this period. 
· The business will cover the cost of these mandatory courses-as set out above. 

· If the Pupil fails any course on two occasions, the business will not cover the cost of further costs of courses.  

Termination 
· The business reserves the right to terminate any pupillage 
· (i) after 6 months in the event that the pupil has not attained and is, in the Entity’ view, unlikely to attain, the standard to be expected, or has failed to satisfactorily complete the non-practising period of pupillage; and 
· (ii) at any time in the event of serious misconduct, as set out in the disciplinary policy.  
Challenging the decision of the Pupil Supervisor
We have a grievance procedure which the Pupil should follow if they are unhappy with the decision that the Pupil Supervisor has made that they have not attained the required standard.  

Pupil Duties 
· Pupils are expected to keep a pupillage diary, identifying concisely each of the tasks that they have carried out during pupillage and the features of the Professional Statement for Barristers to which they consider (having liaised as appropriate with their Pupil Supervisor) the task to be relevant. 
· Pupils must keep all information whether that be from reading papers, attending conferences, discussions or attending hearings with Pupil Supervisor confidential.  
· Pupils must be familiar with their duties of confidentiality and in particular with those addressed by the Bar Standards Board Handbook. 
· Pupils are expected to conduct themselves professionally and courteously at all times, whether that be in the business or at any outside event, other practice, and in particular in Court.  
· For duties relating to professional obligations, the Pupil should be familiar with BSB code of conduct: The BSB Handbook (barstandardsboard.org.uk)
Pupil Supervisor Duties

· On the first day of pupillage, pupils will be greeted on arrival by the Pupil Supervisor.  

· The pupil will be provided with a copy of this Pupillage Policy document and the Pupillage Programme document, along with other relevant policies and procedures.  

· Personnel records, will be completed, 

· The Pupil will be provided with details of where to find relevant handbooks, directed to their computer, provided with information about location of stationary and any other relevant items within the office.  
· The Pupil Supervisor’s primary duty is to support the Pupil in order to attain the competencies set out in the Professional Statement to the standard required on ‘day one’ by:
I. regularly reviewing the pupil assessment record during the course of the pupillage. 
II. ensuring that the pupil is exposed to and adequately instructed in the conduct of all matters and procedures. 
III. providing pupil with training and experience in all aspects of the Pupil Supervisor’s work and in every way exposes pupil to all aspects of a career at the Bar. 
IV. ensuring that Pupils are exposed to the work of other lawyers who can supplement the Pupil’s training and experience under the correct supervision. 
V. carry out regular appraisals and review of the Pupil, identify areas of work or other experiences which are either compulsory or desirable and will assist in ensuring that those areas are covered. 
VI. alerting the Pupil at an early stage of any concerns with their conduct or performance in order to allow them the opportunity to rectify these concerns, and ensuring that other members of the business do the same. 
VII. ensuring appropriate supervisory arrangements are in place when they are away from the office. 
VIII. observe the Pupil Supervisor and other lawyers in conference, negotiations and socializing with professional clients; 
IX. ensure that the Pupil receives enough exposure in order to prepare, factually, legally and procedurally a case for hearing
X. receive regular and constructive feedback upon the pupil’s progress on individual cases;
· Pupil supervisors must keep themselves informed of the business’ Pupillage and Recruitment Policy as well as the contents of the Professional Statement, the BSB’s Bar Qualification Manual, the Guidelines for Pupil Supervisors, Equality, Diversity and Inclusion Policy and any relevant regulatory or professional requirements and guidance.
· The Pupil Supervisor is also expected to take refresher training at appropriate times.  This is every 5 years if the Pupil Supervisor has continued to be a Pupil Supervisor or every 3 years when they have not.  
· Pupil Supervisors are responsible for monitoring progress, and shall consider, assess, and provide constructive feedback on work completed by Pupils.
· During the second six pupillage, Pupil Supervisors shall ensure that the Pupil is provided with sufficient appropriate work to enable them to gain experience in handling their own cases.  
· The purpose of the reviews is to provide feedback, to identify strengths and weaknesses, any gaps in knowledge, type of work experienced, and any other issues arising.-Further information of how this will operate can be found in Pupillage Programme Document.  
Meetings 
· The pupil supervisor with arrange monthly one to one meetings with the Pupil at which the previous month's work will be discussed.  This will be an opportunity to discuss whether training is on schedule and plan any future requirements. It is also a chance for the pupil to raise any concerns or queries that they have.  At these meetings the pupillage assessment record will be completed
· Outside of these monthly meetings if the pupil has a query they should contact the Pupil Supervisor in writing either putting the query to them or to arrange a mutually convenient time to discuss matters.  
· A formal appraisal will take place on a 6-monthly basis.  The pupil will be provided with the appraisal preparation form at least 7 days before the scheduled appraisal to enable them to prepare for the appraisal
· This will be an opportunity to look at the progress the pupil has made.  This meeting will include reviewing pupillage diary, and any work that has been carried out by the Pupil.  

· If there are any gaps identified during this meeting, and it is considered that the Pupil will not attain the competencies set out in the Professional Statement, the Pupil Supervisor will arrange to provide further support so that the Pupil is able to fulfill the criteria.  

Email addresses and communications 
· Pupils are provided with their own email address. 
· All emails which relate to the Pupil or their Supervisors work should be sent from the Pupils’ Entity email address. 
· We have a data protection/e-mail usage policy, which the Pupil will be provided with at the outset of Pupillage.  They will be expected to familiarise themselves with this policy and adhere to it.  
·  Under no circumstances should any email containing any case information be sent from a private email address. 
· Pupils must not remove sets of papers from the office without the permission of their Pupil Supervisor. 
· Any papers removed from the office for a court hearing the next day must be kept secure overnight, not left in any area to which others have access, and retuned to the office as soon as the hearing is completed. 
· Pupils are encouraged to work electronically and use e-bundles where available. 
· Papers must be stored in accordance with data protection legislation.
Conclusion of pupillage 
· All pupillages are offered with a view to active consideration of suitability for a position. That does not, however, mean that there is any guarantee or policy that a position will be offered.   
· The business will endeavour to offer a position to all Pupils , provided that they demonstrate that they are of sufficient ability and suitability during the course of their pupillage. 
· Pupils will be advised as soon as possible towards the end of their Pupillage whether there is a vacancy open and if they will be offered the same.  
· The terms of that position will be set out at that point, and may include a probationary period.  

· The business will assist unsuccessful applicants as far as possible in recommending and investigating whether other opportunities exist in other Chambers/business known to them. 
Fees  
· Unless otherwise agreed by the Pupil and Pupil Supervisor, the business will be responsible for the collection of any fees for work that Pupils have undertaken during their pupillage. 
· Payments for work undertaken during pupillage but received after the conclusion of pupillage will be paid to the Pupil in the usual manner i.e. at the end of the calendar month in which they are received.  
Complaints by the Pupil 

· The Pupil is encouraged to contribute to the running of their pupillage and it is hoped that they will be able to discuss any problems or complaints with their Pupil Supervisor in the first instance. Should an informal approach not resolve a problem, the Pupil should follow the internal grievance procedure, which will be provided to them at the outset of Pupillage.  
· If there is something that the Pupil wishes to discuss they can utilise the regular weekly or the appraisal meeting to do so.  If this fails to address the concern, or something comes up that is unable to wait until the next scheduled meeting, the pupil should contact the pupil supervisor via e-mail to arrange a convenient time to discuss matters. 
· If there remain some concerns, the pupil will be able to escalate this the BSB committee. Attention is accordingly drawn to the BSB Handbook (incorporating the Code of Conduct). Relevant resources generally are available at:
http://www.barstandardsboard.org.uk
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