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FIVE PAPER - PUPILLAGE POLICY STATEMENT

1.
Vacancies and awards

Chambers policy is to offer 2 12-month pupillages each year, subject to applicants being of satisfactory standard. Awards of £22,500 will be made to each pupil. Awards will be paid, as to £7,500 in equal payments of £2,500 on 1 October, 1 January and 1 April during the BVC year, and, as to the balance of £15,000 by instalments of £1,250 on the first day of each month of pupillage. In addition, opportunity will usually be given to pupils to earn fees from practice in the second six months of pupillage, which are likely to average between £500 and £1,000 per month. Such earnings are not guaranteed, however, and the receipt from clients for fees earned may not take place during the pupillage year.
Instalments of the pupillage award paid prior to the commencement of pupillage are repayable in the event that pupillage is not commenced for any reason.

A pupil will not receive separate payment for any item of work done by him/her for a member of Chambers during the first six months of pupillage. Any work done during the second six months (except work for the pupil supervisor or for the purposes of assessment) will be paid for by the member of Chambers at a reasonable rate.  

2. Pupillage Contract

Acceptance of an offer of pupillage is subject to the pupil signing a contract covering the following:

(1) Date of commencement and duration.

(2) Details of financial award, how it is to be paid and the circumstances in which it is repayable.

(3) Reimbursement of travel expenses.

(4) Details of attendance requirements at Chambers.

(5) Details of holiday entitlements.

(6) Procedures to be followed in case of sickness.

(7) Provision for dealing with disputes.

(8) Provision for termination.

3.
Selection of Pupils

Reference should be made to the Chambers Pupillage Selection Policy document.

4.
Roles/Duties of Pupils

Reference should be made to the Chambers Guidance for Pupils document.

5.
Roles/Duties of Pupil Supervisors

Chambers has adopted the Bar Council Guidelines, which provide that the pupil supervisor should:

(a) on the first day: talk to the pupil about practice and pupillage generally; introduce the pupil to the clerks and other persons within Chambers associated with pupillage; give the pupil an opportunity to discuss what is expected of him/her during pupillage;

(b) ensure that the pupil is provided with, and retains, the appropriate check-list and completes it conscientiously and accurately;

(c) require the pupil to read his/her papers and draft pleadings and other documents (including opinions), and require the pupil to accompany him/her to court on sufficient occasions so that the pupil has the opportunity to do all such work and gain all such experience as is appropriate for a person commencing practice in the type of work done by the pupil supervisor, and in particular to enable the pupil to complete the check-list;

(d) give specific and detailed instruction in pleading, in particular in relation to those pleadings and other documents which form part of the check-list;

(e) in conferences: allow the pupil to read the papers before the conference; inform the pupil in advance what is expected of him/her in conference;

(f) require the pupil to attend at least enough conferences to enable him/her to gain experience as to how to conduct conferences;

(g) ensure that the pupil is well grounded in the rules of conduct and etiquette at the Bar;

(h) expose the pupil to other members of Chambers who should have the opportunity to assess his/her work;

(i) discuss all work done (including conferences and court work) with the pupil and give as much feedback as possible;

(j) in the second six months, monitor all work done by the pupil so as to be able to give such guidance as necessary

(k) encourage the pupil to discuss with him/her and other members of Chambers problems and questions relating to practice as they arise;

(l) (if it is proper to do so) provide the pupil with a certificate complying with Regulation 52.1 or 52.2 of the Consolidated Regulations; and to make clear to the pupil the routes open to him/her where the relevant certificate is not obtained;

(m) familiarize him/herself with the Equality Code for the Bar, the Pupillage File and the guide to Good Practice in Pupillage;

(n) satisfy him/herself that all reasonable steps have been taken to ensure that during pupillage no pupil is discriminated against on the grounds of race, colour, ethnic or national origin, nationality, citizenship, sex, sexual orientation, marital status, disability, religion or political persuasion.

Save where exceptional circumstances exist, a pupil will not be asked to do photocopying or typing in connection with work which the pupil has not been or will not be involved in for the purposes of his/her training. In no circumstances will a pupil be asked to run errands on behalf of his/her pupil supervisor or other members of Chambers which are not related to his/her development.

6.
The general structure of pupillage

Pupillage is divided into five periods, the first four of which are each of around nine or ten weeks, and the fifth for the remainder of the pupillage. Each period of pupillage is served with a different pupil supervisor. Each of Chambers’ pupil supervisors is entered on the register of approved pupil supervisors maintained by the Bar Council and has attended the “Training for Prospective Pupil Masters” course.

7.
The check-list used during pupillage.

Chambers is divided into a number of specialist teams. Pupils see work done by members of all of those teams so that they can be given a broad training. Thus, although individual members of Chambers specialise in certain areas, Chambers is able to use the common law check-list.

8.
Distribution of work

Unallocated Briefs and Instructions for pupils will be allocated in turn to each working pupil unless there is some reason not to do so connected with a pupil’s work which has been explained to the pupil. In the event that a solicitor requests a particular pupil in his/her own name, that Brief or set of Instructions will not be taken into account when allocating the next piece of work which is otherwise “un-named”, on the basis that to do so would be unfair to the pupil with his/her own sources of work.

A pupil who feels that work is being distributed in an unfair or unreasonable way should raise the matter informally with his/her pupil supervisor and, if the grievance is not remedied to his/her satisfaction, with the Pupillage and Continuing Education Co-ordinator under the Chambers Grievance Procedure.

The Pupillage and Continuing Education Co-ordinator will review distribution of work to pupils not less than every two months, or in accordance with any individual concern raised by the pupil directly or though his/her pupil supervisor, to ensure that male and female pupils of all ethnic groups are given fair and equal access to all opportunities that are offered to pupils during pupillage. Prompt remedial action will be taken where required.

9. Payment for compulsory pupillage courses and travelling expenses

Chambers will pay for compulsory pupillage courses. A pupil is expected to purchase a London travel-card out of his/her award. A pupil will be expected to pay for travel within Zone 6 out of his/her award. If a pupil is required to travel outside Zone 6 with his/her pupil supervisor or other member of Chambers, or to attend a compulsory pupillage course, the pupil’s additional reasonable travel expenses will be paid by Chambers.  (What is “reasonable” will depend upon the facts of each case, but will generally mean the cost of public transport – standard fare on rail – using concessionary fares wherever possible. If a pupil intends to make a claim on any other basis, he/she should seek guidance from his/her pupil supervisor beforehand). To claim payment of such travel expenses from Chambers, the pupil should give to his/her pupil supervisor proof of payment.

During the second six months, if a pupil is required to travel in connection with cases on which he/she is instructed, the travel expenses will not be paid by Chambers.

10. Procedures for providing pupils with objective assessment of their progress

At the end of each period of pupillage the pupil supervisor carries out an appraisal of the pupil and completes an appraisal form. The appraisal is graded to give an indicator of the level of performance achieved by the pupil. All grades are supported by evidence. Strengths and weaknesses are identified and objectives for the future are agreed. The pupil is encouraged to make written comments on the form.

In addition, all work done by a pupil for someone other than his/her pupil supervisor is discussed with him/her and an appraisal form is completed.

11. Holiday entitlement

Pupils are entitled to take 20 days per year, 10 days to be taken in each six month period. These days do not include Bank Holidays, but they do include any other days when Chambers is closed. In the event that a pupil takes longer than 2 weeks in any 6 month period (s)he will be required to make up that time at the end of the 6 month period.

12. Payment of clerks’ fees

Practising pupils are not required to pay clerks’ fees.

13. Policy and procedure for recruitment of tenants

Chambers believes it is vital that pupils should know the outcome of their application for a tenancy in sufficient time to enable them to make alternative arrangements if applicable. Decisions are accordingly taken by Chambers and communicated to the pupils by mid-July at the latest as to (i) whether a vacancy exists for a junior tenant, and (ii) which, if any, of the pupils to whom the vacancy will be offered.

Chambers has a formal selection process, during which the following are taken into account by the tenancy committee under a pre-determined marking system: two set pieces of written work; two assessed advocacy exercises; appraisals from pupil supervisors; appraisals from other members of Chambers; written comments from other members of Chambers, the senior clerk and solicitors who have instructed the pupil.

14. Policy and procedure for pupils not taken on as tenants

After completion of 12 months pupillage a pupil may continue to practice out of Chambers for a period of not more than 2 months after being informed that (s)he will not be taken on as a tenant or after the completion of pupillage (including 3rd six month pupillage) whichever is the later. The Executive Committee may extend this period in appropriate cases.

15. Termination of pupillage

The following reasons will give rise to the need for disciplinary measures:

· unreliability in time keeping or attendance
· very poor performance.
In the event of the need for disciplinary action, the procedure will be:

· oral warning
· written warning
· termination of pupillage.
If a pupil is guilty of serious misconduct his/her pupillage may be terminated summarily and any unpaid part of the pupillage award will not be paid.. 

16. Complaints and Grievance Procedures

Copies of Chambers’ Grievance Procedure, and Discrimination and Harassment Complaints Procedure are available in a file in the clerks’ room. Each pupil will be given a copy of these documents at the start of his/her pupillage.
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Senior Clerk: Alan Stammers
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