
Hayleys Pupillage Programme Policy
This document is intended to set out how the pupil supervisor will ensure that the pupil will reach the competences set out in the Professional Statement.  This document will be accompanied by the Professional Statement, so it can be used as a reference to what is expected of the Pupil.  
Introduction 

Recognizing the uniqueness of each pupil and their varied experiences before entering Pupillage, we acknowledge that every pupil brings their own distinct blend of knowledge, skills, and attributes on their first day. These differences are embraced, and pupils are encouraged to actively contribute their perspectives on work processes. Additionally, we are committed to supporting pupils in their Pupillage journey to achieve success by offering: 
· flexible working patterns-where we can
· flexibility in attending mandatory courses during Pupillage-allowing extra time for preparation for these, including understanding work schedules and their impact.   
· Open dialogue with exposure to all members of the team in the firm.
· flexible options in regard to learning, reflecting differing styles and approaches, including office-based learning and remote working. 
· We will ensure where possible attendance at hearings is near to Pupil’s home and within the hours available for those who have family or caring responsibilities if this is requested. 
· Some individuals will require specific reasonable adjustments under the Equality Act, and we would encourage the Pupil to have open conversations in regard to what is needed.  
Our Training Programme is mapped to the Professional Statement to equip Pupils with the skills and knowledge necessary to demonstrate compliance with the Threshold Standard and competences outlined in the Professional Statement from ‘day one’.  

In drafting this document we have reviewed and encompassed into this document the four principles: 
· Flexibility

· Accessibility, 

· Affordability and 

· High Standards 

While specific training sessions and assessments must be undertaken during Pupillage, and indeed form part of the training to reach the Professional Standard, the mainstay of training remains shadowing of their Pupil Supervisor.  This will of course include exposure to work, experience and discussion both formal and information.  
The Pupil will primarily be office based, which will provide an understanding of how the firm operates and allows for interaction between colleagues within the firm.  This will provide a broad base of skills to be experienced.  

Pupils will be expected to keep a record of work they undertake, have seen and experienced and all training they have received, along with maintaining a work diary.  These will be used to formulate monthly discussions that will be undertaken.  
We set out here the competences set out in The Professional Statement and how we will ensure that the Pupil achieves the standard required to reach the competences: 

1. Barristers’ distinctive characteristics Legal knowledge, skills and attributes 
· Legal Knowledge, skills and attributes.  
1.1Uphold the reputation of the Bar and observe their duty to the court in the administration of justice 
It is anticipated that the Pupil will likely possess some prior exposure to this during their vocational training stage.  Furthermore, this competency will be enhanced through the mandatory advocacy training offered by the Pupil’s Inn

Additionally, it will be a topic of discussion during Supervisor-Pupil interactions, as well as in reflections on both the Supervisor’s and the Pupil’s work.  If it is considered that it is necessary, internal sessions can be organised 
The Pupil will be directed to the BSB Handbook and discussions will be held around the core duties what this means and how they will be observed.  The BSB Handbook (barstandardsboard.org.uk)
1.2 Have a knowledge and understanding of the key concepts and principles of public and private law. 
1.3 Have knowledge and understanding of the law and procedure relevant to their area(s) of practice. 
1.4 Have an awareness of the wide range of organisations supporting the administration of justice. 
1.5 Apply effective analytical and evaluative skills to their work. 
1.6 Provide clear, concise and accurate advice in writing and orally and take responsibility for it. 
1.7 Negotiate effectively. 
The following elements of the Pupillage Programme will address the aforementioned aspects: 

· The program will include structured Supervisor-Pupil interactions and reflections on the work of both parties.  Pupils will routinely submit written work to their Supervisors, who will review it before scheduled meetings and discuss this during those meetings.  Detailed feedback will be provided and comprehensive records of the meetings will be maintained.  Pupils will be provided of copies of these records for their own reference.  

· The development of negotiation skills in expected to occur, largely through observation of their Pupil Supervisors.  

· Pupils will have gained awareness of various organisations that support the administration of Justice through their academic and vocational studies.  This awareness will be further expanded on via regular scheduled meetings. 
· Practical Knowledge, skills and attributes.

1.8 Exercise good English language skills. 
1.9 Exercise good communication skills, through any appropriate medium and with any audience as required in their work. 
1.10 Make sound judgements in their work. 1
1.11 Ensure they are fully prepared. 
1.12 Employ effective research skills. 
Proficiency in English at an advanced level accompanied by an ability to communicate effectively, will be discernible during the application stage and will be developed further during the academic and vocational phases.  

As Pupils prepare and draft briefs, whilst presenting arguments, these skills will undergo additional enhancement.  The skills will be fine tuned during discussions between the Supervisor and their Pupil ultimately bolstering the Pupil’s confidence in making well-informed judgments with appropriate support at all junctures.  
· Advocacy 
1.13 Draft court and other legal documents which are clear, concise, accurate and written so as to reflect fairly the arguments advanced by both sides.
1.14 Draft skeleton arguments which present the relevant facts, law and arguments in a clear, concise and well-structured manner. 
1.15 Have persuasive oral advocacy skills. 
It is acknowledged that Pupils will have had previous exposure to advocacy training along with undertaking the mandatory advocacy course from their Inn.  

During Pupillage, the following aspects will be covered:

· Pupil-Supervisor interactions play a crucial role.  Regular reflections will encompass various elements including the Pupil Supervisor’s drafting skills, along with written and oral advocacy.  Written work required of Pupils for their Pupil Supervisor will encompass tasks such as drafting Orders and Court documents, including case summaries and skeleton arguments, which will be subject to feedback. 
· Pupils will accompany their Pupil Supervisor to Cour to gain firsthand experience in the type of work they can expect to carry out during their second six.  

· The Pupil’s own Court room experience during the second six, will be discussed during scheduled meetings, which will further enhance the skills necessary to meet this competency.  
· Professional Standards 
1.16 Comply with regulatory requirements set down by the Bar Standards Board, including the Code of Conduct. 
1.17 Know how to conduct themselves appropriately in court. 
1.18 Only accept work which they believe they are competent to undertake. 
Pupils will acquire the necessary Court room decorum via the advocacy training they receive.  
Each Pupil will be provided with a link to the BSB Handbook with particular emphasis on the code of conduct and other regulatory requirements.  It is expected that the Pupil Supervisor will guide the Pupil in staying informed about any regulatory updates.  The Handbook will also serve as a topic for discussion during the regular meetings.  

Throughout their interactions, meeting with their Supervisor, handling of cases and observations, regulatory issues are likely to surface and will be discussed between the Supervisor and the Pupil.  
Concerning the acceptance of work commensurate with the Pupil’s competence, this obligation will be addressed during their regular meetings.  The Pupil’s competence will become evidence through feedback on their work.  
2. Personal values and standards Values, characteristics and behaviours
· Values, Characteristics and behaviours 
2.1 Act with the utmost integrity and independence at all times, in the interests of justice, representing clients with courage, perseverance and fearlessness. 
2.2 Be honest in their dealings with others. 
2.3 Be aware and active in the pursuit of equality and respect for diversity, not tolerating unlawful discrimination, in themselves or others. 
2.4 Ensure their work does not incur unnecessary fees. 
2.5 Adopt a reflective approach to their work, enabling them to correct errors and admit if they have made mistakes. 
2.5 Ensure they practise with adaptability and flexibility, by being self-aware and self-directed, recognising and acting upon the continual need to maintain and develop their knowledge and skills. 
As part of Pupillage the Pupil is expected to complete a mandatory course in Ethics.  This will include ethical behaviour.  

These ethics will be instilled in the Pupil from the outset by observing the Pupil Supervisor in working practice along with other members of the Entity.  

The Pupil will also be directed to the Code of Conduct in particular: 

CD3 You must act with honesty and integrity. 

CD4 You must maintain your independence. 

CD5 You must not behave in a way which is likely to diminish the trust and confidence which the public places in you or in the profession.
In respect of ensuring work does not incur unnecessary costs, this will be demonstrated from being exposed to how chambers charge.  
The ability to adopt a reflective approach to working, the Pupil will be expected to maintain a diary of work from the outset and notes of what work has been carried out during pupillage, for discussion with the Pupil Supervisor.  This will therefore provide them with this skill from the outset and something that they are able to build on.  

3. Working with others 
· At Work 
3.1 Understand and exercise their duty to act in the best interests of their client. 
3.2 Understand and apply principles of team working where appropriate. 
3.3 Respond appropriately to those from diverse backgrounds and to the needs and sensitivities created by individual circumstances. 
3.4 Treat all people with respect and courtesy, regardless of their background or circumstances. 
3.5 Where appropriate, keep clients, whether lay or professional, informed of case progress in a clear and timely manner and manage their expectations. 
The Pupil will receive guidance to reference the BSB Handbook, where their duties and responsibilities to clients are clearly outlined.  This, in conjunction with shadowing their Pupil Supervisor, will facilitate the Pupil’s comprehension of their requirements and allow them to demonstrate how this works in practice.  

The Pupil will also gain this experience during their second six when they represent clients in Court.  

Feedback is an integral part of the training process and will play a pivotal role in the decision-making process, in respect of whether to offer a position at the conclusion of Pupillage.  

Throughout their time at the Entity they will work alongside other colleagues, which in turn will provide them with valuable experience in collaborative working environment.  
· Lay Individuals 
3.6 Demonstrate a good awareness of their additional responsibilities in cases involving direct access and litigants in person.
As our clients instruct us directly, offers direct access to lay clients.  The Pupil will therefore be taught how this operates in practice and what extra steps need to be taken.  

4. Management of Practice 
· Personal Practice Management 
4.1 Where appropriate, possess a strong understanding of the specific implications of being:

4.1.1 a self-employed Barrister. 
4.1.12 employed Barrister

4.2 Possess sufficient understanding of organisational and management skills to be able to maintain an effective and efficient practice. 
4.3 Plan their personal workload and absences so as to ensure they deliver on all work commitments they have made. 
It is anticipated that these competencies will be cultivated and assessed throughout the training period.  Whilst it is envisaged that the Pupil will be employed by the entity at the conclusion of Pupillage, conversations between the Pupil and the Pupil Supervisor will encompass self employment as opposed to being an employed Barrister, so they can make an informed decision about how they wish to pursue their career at the Bar.  
Pupils will also receive regular assignments with defined deadlines, fostering the development of skills to meet targets and manage workloads effectively.  During their second six, when they will manage their own caseloads the Pupil will be responsible for workload management.  They will still be encouraged to engage in discussions with their Pupil Supervisor on how to balance client need and their own workload.  Support will be readily available through their Pupil Supervisor, who will provide guidance on accepting instructions, preparing for hearings etc, and other colleagues within the office.  

· At workplace level
4.4 Understand the organisational systems or structures within which they work, and which support their delivery of a professional service. 
The Pupil will be provided with relevant policies and access to them in the office environment.  They will be expected to have reviewed these to understand how the Entity operates and what is expected of them.  

Professional compliance and work 
4.5 Maintain the confidentiality of their clients’ affairs, adopting secure technology where appropriate.
4.6 Exercise good timekeeping in face-to-face or telephone encounters. 
4.7 Where necessary, be diligent in keeping good records and files of cases.
We have an Information and Data Protection policy in place that outlines the expectation for Pupiuls.  The training structure will provide the Pupil the experience of working with clients and crucially the obligation to maintain client confidentiality.  

The laptop provided to the Pupil will be password protected.  

In addition the Pupil will be expected to maintain a diary detailing the work they have observed and undertaken.  This practice will contribute to their experience in diligently taking notes, which will be integral to regular discussions.  


