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AIM AND REMIT OF THE POLICY 

1. This policy sets out RLC’s responsibilities to new pupils in accordance with the 

Pupillage and Probationary Tenancy Agreement entered into by Chambers and 
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the pupil.  Pupillage induction will be completed before the start date of 

pupillage. 

2. In summary, the keys aim of this policy are to ensure that, prior to pupillage 

starting, new pupils are: 

a. Provided with timely information about the start date and details of 

pupillage; 

b. Invited to attend a structured induction process; 

c. Provided with key RLC policies and procedures; 

d. Informed how RLC works and who the key people are within chambers; 

e. Provided with a detailed explanation of the structure of their pupillage 

training programme as well as how they are assessed; 

f. Introduced to their first pupil supervisors and given the opportunity to 

discuss what is expected of them during their time together; 

g. Informed of what administrative functions they are expected to carry out; 

h. Introduced to the Head of Education and Training; 

i. Provided with an informal opportunity to review and understand their 

obligations and duties as a pupil and probationary tenant, as set out in 

the Pupillage Agreement; 

j. Provided with an informal opportunity to review and understand 

Chambers duties and obligations to the pupil during the pupillage period 

and the probationary tenancy period; 

k. To ensure a full and complete understanding of the contents of the 

Pupillage Handbook and Chambers policies.  

3. This responsibility will be delegated to the Education and Training Committee 

[‘ETC’].   

START DATE 

4. New pupils will be informed of their start date upon receipt of the Pupillage and 

Probationary Tenancy Agreement, following the acceptance by the pupil of an 

offer of pupillage at Red Lion Chambers.  

5. The start date will, where possible, be the first Monday in September.   

6. Pupils will be required to attend a pupillage induction day on a date to be fixed 

by Chambers on or before the commencement date of pupillage. 

7. Any variation of the start date or induction date will be notified and agreed in 

accordance with the Pupillage and Probationary Tenancy Agreement. 

8. New pupils will be informed at least two weeks before the induction date who 

their first supervisor will be. This will enable them to make contact before the 

induction day. 

 



 

3 

INDUCTION DAY 

9. When new pupils are invited to the induction day they will receive a short written 

summary of what will be included in the induction.  

10. In accordance with the ‘Additional Procedures for Maintaining and Enforcing 

Standards for Pupils’ policy, pupils will be asked to provide at the induction day 

or before the first day of pupillage the following original documents (copies will 

be accepted only in exceptional circumstances and if properly authenticated): 

a. The official certificates/transcripts of the university examinations referred 

to in their pupillage application form; 

b. The official transcript of any examination taken or notified between the 

acceptance of pupillage and its commencement;  

c. Clear documentary evidence of their satisfactory completion of the 

vocational component of Bar Training dated within the previous 5 years 

(alternatively, where relevant, that they have passed the Bar Transfer 

Test); 

d. Clear documentary evidence that:  

i. They are a member of an Inn; 

ii. They have registered their pupillage with the BSB; and 

iii. Their nationality or immigration status allows them to undertake 

the pupillage; 

e. Photographic ID (preferably a passport or driving licence). 

11. Pupils will also be required to sign a consent form, permitting RLC to verify their 

professional qualifications. 

12. Chambers will then undertake appropriate credential checks to confirm what 

was set out in their applications and verify their identity in accordance with the 

‘Additional Procedures for Maintaining and Enforcing Standards for Pupils’ 

policy. Checks will also be made with the BSB to check whether there have 

been any disciplinary proceedings. 

13. All new pupils will be provided with a Pupillage Handbook. This handbook 

includes, inter alia: 

a. Chambers’ policies; 

b. The RLC Training Programme for Pupils; 

c. A list of contact details for members of chambers who will assist and 

support pupils; 

d. How chambers works; 

e. All forms they will require during the year; 

f. A pupillage diary. 
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14. A member of the ETC will take pupils through the Handbook allowing for new 

pupils to raise any queries they may have about the contents. A member of the 

ETC will take a copy of the documents listed at paragraph 10.  These will be 

provided to the Head(s) of ETC and be filed by the Chambers Administrator. 

15. A member of the ETC will take the new pupils through the appendices included 

with the Pupillage Handbook, and in particular the RLC Training Programme 

for Pupils and Probationary Tenants.  

16. All pupil supervisors for the first period of pupillage will, where possible, attend 

the induction day. If they are unable to attend then another date must be 

organised for the new pupil and their supervisor to meet in advance of the 

pupillage start date. Supervisors must explain: 

a. What is expected of the pupil  

b. What the pupil can expect from their supervisor 

c. How they can be contacted  

d. Where they would like their pupil to work  

e. What type of work the pupil can expect to see   

Further details are contained in the RLC Training Programme for Pupils and 

Probationary Tenants. 

17. A representative from the Tenancy Committee must attend the induction day. 

They will explain how the tenancy process works at RLC. 

18. A representative from the Equality and Diversity Committee must attend the 

induction day to explain the Dignity at Work and Harassment Policy and 

enforcement of the policy, and to provide contact details for the Equality & 

Diversity Officer and members of the Equality and Diversity Committee.  They 

will participate in a private and confidential question and answer session with 

the pupils in order to give them the opportunity to ask any questions and discuss 

chambers’ practices in a comfortable environment.  They will offer advice and 

support and be a point of contact throughout pupillage. 

19. A representative from the clerks’ room must attend the induction day. They will 

explain: 

a. How the clerks’ room operates  

b. What the clerks expect from pupils in the non-practising period and in 

the practising period of their pupillage. 

20. Current pupils must attend, where possible. New pupils will have the 

opportunity to speak to them privately to raise any questions they may have.  

21. At the induction day a member of the administrative team will provide the 

following: 

a. A tour of chambers  
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b. Keys to the building, an alarm fob and details of how to unlock and lock 

the building after hours  

c. An explanation of the fire procedures and other relevant health and 

safety policies  

d. Westlaw access  

e. Printer access 

f. Set up on One Drive  

g. An email address  

h. Set up on the diary system 

i. Set up on the RLC payment system  

22. At the induction day, or before the pupil begins undertaking work on their pupil 

supervisor’s cases, the pupil and pupil supervisor will sign a Data Sharing 

Agreement to ensure compliance with GDPR principles.  Attached to the 

Pupillage GDPR and Data Protection Policy pupils will find a template which 

can be adapted to the needs of each pupil supervisor’s work.  Each time a pupil 

or probationary tenant changes supervisor, a new Data Sharing Agreement 

should be signed by the pupil/probationary tenant and supervisor. 

23. A further training session will be held prior to pupils starting the practising period 

of their pupillage. A representative from the clerks’ room will attend. They will 

explain the Fair Access to Work policy. They will also advise pupils how to 

update the clerks’ room and other matters associated with the practising period 

of pupillage. 

 

This version of the policy was adopted on 15th December 2021 and will be reviewed 

on or before 15th December 2023. 


