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REGULATORY STANDARDS DEPARTMENT
AUTHORISATIONS TEAM 

CRITERIA AND GUIDELINES FOR APPLICATIONS RELATING TO THE RETROSPECTIVE REGISTRATION OF PUPILLAGE

These Notes are divided into two sections:
A.  Guidance Notes – General Procedure for applications and appeals
B.  Criteria for applications

	Nature of Application
	Brief Summary

	Retrospective Registration of Pupillage/work-based learning 
	Applications for permission to have a relevant period of pupillage/work-based learning treated as having commenced other than on the date of receipt of the application for registration






A. Guidance Notes – General Procedure for applications and appeals

1	General
1.1	In these Notes, the Bar Standards Board and its staff are referred to as the “the BSB”. The BSB Handbook is referred to as “the Handbook”.
1.2	These Notes which the BSB applies in considering applications and should be read carefully and alongside the Handbook.
2	Application Process
2.1	Applications must be made on the appropriate application form. Please return the completed application form with accompanying documentation and payment of the application fee to authorisations@barstandardsboard.org.uk. If you are unable to submit your application by email, please contact us for further guidance. 
2.2	All applications contain a declaration that the applicant has read, understood, and complied with these Criteria and Guidelines. 
2.3	The declaration must be completed with a hand-written signature. If you have no access to scan and print the application form - please write out the declaration from the application form by hand, sign it, take a photo of the document and email that to us as evidence of your handwritten signature.
2.4	Applications are considered and determined under the powers of the Bar Standards Board. The Bar Standards Board has delegated to BSB staff the ability to take decisions within the criteria and guidelines set out in this document. 
2.5	The BSB will consider all the circumstances of the application and will apply the guidelines set out in these Notes.
2.6	All applications will be acknowledged in writing upon receipt of the complete application form, relevant supporting documents, and payment of the application fee.
2.7	Please see our Service Update page for information and updates for all proposed or pending applications.


3	Application Fee Payment
3.1	Our Fees Policy includes guidance on:
· making application fee payments by bank transfer (BACS) or credit/debit card
· refunds
4	Supporting Evidence
4.1	An applicant must ensure that all supporting evidence is sent with the application form. We will accept copies of academic transcripts or professional confirmations emailed directly from the awarding body/regulator. If you are unable to provide documents by this method, please submit scans of your personal copies. We may contact the awarding body/regulator of any scanned documents provided directly by you to verify their content.
4.2	An application will not be treated as “complete” until the application form, required supporting documentation and application fee have been received. The BSB may request further information or documentation be supplied in support of an application, but it is the primary responsibility of the applicant to provide all relevant information and supporting evidence.
· Applicants should exercise judgement when selecting supporting evidence and only provide documentation that is relevant to the criteria.
4.3	It is usually not appropriate to supply examples of work with an application; however, if provided, please ensure that references to third parties (eg clients) are suitably redacted so as to ensure anonymity. Any application that is supported by unredacted material will be returned to the applicant.
4.4	The BSB will treat all applications and any supporting documentation provided in the strictest confidence.


5	Reviews and Appeals
5.1	Any applicant who is dissatisfied with a decision may request a review of the decision.  
5.2	Any request for a review must be made on the designated application form and accompanied by the relevant application fee within one month of notification of the relevant decision and must be accompanied by the appropriate application fee. All requests will be acknowledged in writing within seven days of receipt.
5.3	The Independent Decision-making Body (IDB) deals with reviews of decisions as if the application was being dealt with afresh, applying the guidelines set out in these Notes. An Independent Decision-making Panel (IDP) shall be entitled to have such regard to the original decision, and to uphold, vary or take into account such decision, as in its absolute discretion it feels appropriate.
5.4	Applications for review are normally determined within 10 weeks of receipt. Should it not be possible to deal with a review within this timescale, the applicant will be notified.  
5.5	All enquiries about reviews whether proposed or pending should be addressed to the BSB.
5.6	Where an IDP has determined a review of a decision, there is no procedure under the BQR for a further review. An IDP may review its own decisions under section B4 of the BQR but is not obliged to carry out such a further review. Any person dissatisfied with a determination of an IDP is advised to take independent legal or other appropriate advice.
5.7	Rule Q39 provides that where the BQR provide for a review by the BSB of a decision, no appeal may be made to the High Court unless such a review has taken place.
5.8	Rule Q40 provides that subject to Rule Q39, a person or organisation who is adversely affected by a decision of the BSB may appeal to the High Court, in accordance with the Civil Procedure Rules. 



Online Resources
BSB website: www.barstandardsboard.org.uk 
The Bar Qualification Manual: www.barstandardsboard.org.uk/training-qualification/bar-qualification-manual-new.html 
The Professional Statement for barristers (incorporating the Threshold Standard and Competences): www.barstandardsboard.org.uk/training-qualification/the-professional-statement.html 

Applications forms and guidance notes: 
https://www.barstandardsboard.org.uk/qualifying-as-a-barrister/bar-training-requirements/forms-and-guidelines/applications-authorisations,-exemptions,-waivers-and-reviews/

Contact details
authorisations@barstandardsboard.org.uk
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B.  Criteria for applications

	1. 

	Retrospective Registration of Pupillage/Work-based learning

	Introduction

	Before commencing any period of pupillage/work-based learning a person must submit a pupillage registration form to the BSB.

	The period of pupillage/work-based learning will be registered if the BSB is satisfied that the intended pupillage/work-based learning complies with the BQR.

	If an application for registration of a period of pupillage/work-based learning is made after the period has commenced, the pupillage/work-based learning will usually be treated as having commenced on the date of receipt of the application.

	An application for retrospective registration of the pupillage/work-based learning may be made to the BSB for permission to have the relevant period of pupillage/work-based learning treated as having commenced other than on the date of receipt of the application.

	If a pupil fails to register a period of pupillage/work-based learning until after the period has started, any training prior to the date of registration will not count as “pupillage/work-based learning” for the purpose of qualifying as a barrister unless the pupil applies successfully for retrospective registration.

	Guidelines

	Applications for retrospective registration must:
(i) be made no more than three months since the applicant started the period of training, and 
(ii) Provide good reasons for the failure to register on time, including any exceptional circumstances which led to the failure to register the period of pupillage/work-based learning at the outset and an explanation for any delay in applying, and
(iii) Be supported by the applicant’s pupillage provider AETO which shall confirm that the applicant has been in a continuous period of training.  

	Where an application for retrospective registration is approved, the pupillage/work-based learning registration form will then be processed in the normal way.
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