Work-based Learning (Pupillage) Registration Process

Pupils 
All periods of work-based learning (pupillages) must be registered with the Bar Standards Board’s Authorisations Team prior to commencement.  It is the primary responsibility of the Pupil (you) to register the pupillage with the Authorisations Team.  You must complete the Pupillage Registration Form and provide details of the proposed pupillage via email to the Authorisations Team a minimum of two weeks in advance of the commencement date of your pupillage.  You should verify required information with your AETO and Pupil Supervisor before submitting the registration form to us.  Missing information will lead to delays in registering the pupillage and subsequently prevent you from commencing on the proposed date.  More information about Work-based Learning (pupillage) can be found in the Bar Qualification Manual 
 


Pupil Supervisors
[bookmark: _Hlk66434332]All supervisors (you) are required to undertake Pupil Supervisor Training prior to accepting a Pupil.  You should not accept a pupil until you have received the appropriate training (or completed refresher training) and the BSB Authorisations Team will carry out checks to confirm that training/refresher training has been undertaken within the previous five years or that you have had a pupil under your supervision within the last 3 years. Should the Authorisations Team find that you do not meet the Pupil Supervisor requirements, we will contact your AETO to request that an alternative supervisor be nominated.  We will not register the pupillage without a named Pupil Supervisor who meets these requirements. Full details of Eligibility and suitability to act as a pupil supervisor can be found in the Bar Qualification Manual 
AETOs (Authorised Education and Training Organisations)
AETOs (you) must ensure that you advertise all vacancies for work-based learning (pupillage) on the Pupillage Gateway and in accordance with the mandatory Recruitment Timetable.  We will check that vacancies have been advertised before registering any pupillage.  Where vacancies have not been advertised on the Pupillage Gateway, a valid  Pupillage Advertising & Recruitment Waiver must have been granted before any pupillage can be registered.  You must ensure that the minimum funding requirements are met. We cannot register any pupillage which does not meet these requirements unless an appropriate waiver has been granted.  You must ensure that any pupil supervisors are suitable and eligible to act as a pupil supervisor. We reserve the right in exceptional circumstances to deem a supervisor as unsuitable.  Where we consider a supervisor unsuitable, we will request that the AETO designate an alternative suitable person for the role.  Most importantly, you must be authorised as either an AETO or a PTO (previously referred to as Pupillage Training Organisations) to be able to deliver work-based learning (pupillage).  More information about becoming an AETO and the Authorisation Framework is available on our website.
Authorisations Team 
The Authorisations Team (we) will carry out necessary checks before registering any work-based learning/pupillage.  We aim to complete the required checks and register the pupillage within 10 working days (two calendar weeks) from receipt of the completed registration form.  We will contact Pupils and AETOs to verify or request further information to enable us to process the form and register the process.  We will update our Customer Relations Management (CRM) system and notify Pupils (and the Inn of Court at which they are a Member) that the work-based learning(pupillage) has been successfully registered, via email.


FAQs
· I submitted my registration form three weeks ago and haven’t heard from you, my pupillage is due to start in two days.  What can I do? – You should visit our Service Update Page in the first instance, any delays in processing will be published here.  If there is no published delay, then you should expect to receive your confirmation of registration before the start date.  You can raise an enquiry with our team via email to authorisations@barstandardsboard.org.uk  
· [bookmark: _Hlk70342831]Who do I contact if I have a question about my pupillage registration? – You should contact the Authorisations Team or visit our webpage for updates on our service.
· I forgot to register my pupillage and started with my AETO 2 weeks ago what should I do? – Contact the Authorisations Team and ask about Retrospective Registration (this can be applied for at each stage of pupillage)


Pupil/AETO


Pupil completes Registration form


AETO confirms Pupil Supervisor and Funding award


Authorisations Team


Verify pupillage details: that pupil supervisor is eligible to act as a supervisor


AETO authorised to deliver pupillage


Records Team


Pupil Called to the Bar?


Pupil completed vocational component or exemption granted


Confirms gateway advert reference


When did supervisor last complete training/supervise pupil(s)


Verify advert details


No action at this stage


