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AIM AND REMIT OF THE POLICY 

1. This policy sets out RLC’s selection and recruitment process for pupils.   

2. The key aims of our process are as follows: 

a. Transparency 

b. Fairness 

c. Accountability 

3. The responsibility for running the recruitment process will be delegated to the 

Education and Training Committee [‘ETC’].   

4. Please note: For recruitment after 1st November 2020, RLC will follow the 

timetable mandated by the BSB in the Bar Qualification Manual. 

THE RECRUITMENT PROCESS 

Advertising 

5. RLC will announce any pupillage vacancies on The Pupillage Gateway and also 

on the pupillage page of the RLC website at least two months before 

applications open. Reminders will go out at appropriate intervals on Twitter and 

LinkedIn. 

6. The advert will include: 

a. The pupillage start date and location 

b. How many pupillages are being offered  

c. The pupillage award and how it is structured and paid, as well as details 

of other financial benefits provided to pupils 

d. A brief summary of chambers 

e. A summary of the structure of the pupillage training programme 

f. The application process and selection criteria, including a timetable 

g. A link to the pupillage section of the RLC website which includes detailed 

information about pupillage and RLC. 

Applications 

7. The application form will be made available to download from the website from 

9am on the day that applications open.  

8. The application window will be open for at least one month. 

9. Candidates will be able to download the form at any point during the application 

window.  

10. Candidates will be invited to submit their completed forms to the pupillage RLC 

email address. The access to the Inbox is restricted (see GDPR policy).  

11. Once candidates submit their forms they will receive an automated reply inviting 

them to complete an equality and diversity questionnaire. This data is 



 

3 

anonymous and is collected for the purposes of monitoring equality and 

diversity.  
12. Each candidate will be assigned a unique candidate number. They will then be 

entered on to the pupillage master spreadsheet (PMS) by entering the following 

information: 

a. Their name 

b. Their candidate number 

c. Their contact information  

13. Their application form will then be anonymised to promote fairness. A member 

of the administrative team will take each form and will redact the following: 

a. The candidate’s name 

b. Any reference to age or gender  

14. The form will then be saved as a PDF and their unique candidate number will 

be entered at the top. Their original, unredacted forms, will be saved within the 

pupillage email inbox and within a restricted One Drive folder. 

Marking process 

15. Each form will be marked against the same criteria and competencies. These 

competencies are clearly set out within the marking guidance provided to 

markers.  

16. The ETC will undertake to mark all the forms having been trained in Fair 

Recruitment and applying the Bar Council’s Fair Recruitment Guidance. The 

ETC will aim for all members of the ETC to have attended the Fair Recruitment 

Training at the Bar Council or will at least ensure that all members of the ETC 

have read the Fair Recruitment Guide and will keep records of training 

undertaken by members of the ETC. 

17. To ensure consistency and fairness, the ETC will organise a standardisation 

meeting prior to marking the forms. This will involve a detailed discussion of the 

marking form and competencies. A member of the Equality and Diversity 

Committee will be invited to attend the standardisation meeting.  The ETC will 

then mark a number of forms as a group to ensure that candidates are being 

marked consistently.  

18. The redacted forms will then be split evenly between the members of the ETC, 

as appropriate. They will enter their marks on to a pro forma schedule. They 

will then provide their marks to a member of the administrative team who will 

enter the marks on to the PMS.  

19. The Secretary of the ETC will do a spot check of each marker’s marks. If there 

is a significant inconsistency in the mark of the original marker and the 

Secretary another member of the ETC will be asked to mark the same form. If 

the form is marked for a third time, all of the original marker’s marks will be 

reviewed.  
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20. The ETC will set the minimum score for a first round interview. This Secretary 

of the committee will then provide a member of the administrative team with the 

list of candidates who have been invited to interview. This information will be 

entered on to the PMS. 

21. A member of the administrative team will send a pro forma email to each of the 

successful candidates inviting them to interview and providing them with a time 

to attend. The email will ask if the candidate requires any reasonable 

adjustments. This information will then be entered on to the PMS. When 

candidates confirm their attendance this will be added to the PMS. 

22. A member of the administrative team will then send out a pro forma email to 

unsuccessful candidates.  

First round interview 

23. A member of the Equality and Diversity Committee will be invited to sit on the 

first round interview panel. 
24. Panel members will be provided with unredacted copies of the candidates’ 

applications in advance of the interviews. 

25. Each candidate will be asked to conduct a short advocacy/debate exercise and 

asked the same set of competency-based questions to ensure fairness. 

Interviewers may ask follow-up questions based on the candidates’ answers. 

26. Each candidate will be marked against the same criteria (see interview mark 

sheet). Each marker will have a form and can record their own marks and 

comments against the competencies. The final mark for each candidate will be 

decided by the panel. The panel mark must be agreed at the end of each 

interview. This mark will be entered on to a pro forma spreadsheet. 

27. At points in the day the panels must pause and revisit earlier marks to ensure 

that they are being consistent and fair.  

28. If there is more than one panel, panel members will swap between the panels 

where appropriate.  

29. The hard copy mark sheets will be retained securely for a period of five years. 

An electronic copy of the panel marks will be retained for a period of five years.  

30. Each panel will provide their spreadsheet to a member of the administrative 

team who will enter this information on to the PMS. 

31. The panels will decide the cut-off mark for a second round interview as 

appropriate.  

32. A member of the administrative team will send a pro forma email to each of the 

successful candidates inviting them to a second round interview and providing 

them with a time to attend. The email will ask if the candidate requires any 

reasonable adjustments. This information will then be entered on to the PMS.  
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33. A member of the administrative team will then send out a pro forma email to 

unsuccessful candidates.  

34. Any candidate invited to attend a first round interview will be sent a further 

equality and diversity questionnaire to complete. This data is anonymous and 

is collected for the purposes of monitoring equality and diversity.  

Second round interview 

35. A member of the Equality and Diversity Committee will be invited to sit on the 

second round interview panel.  

36. Panel members will be provided with unredacted copies of the candidates’ 

applications in advance of the interviews. 

37. The interview will involve an advocacy exercise which will be provided on the 

day of interview. Each candidate will be given the same period of time to 

prepare.  Interviewers may ask questions based on the candidates’ 

submissions. 

38. Each candidate will be asked the same set questions to ensure fairness. 

Interviewers may ask follow up questions based on the candidates’ answers. 

39. Each candidate will be marked against the same criteria (see interview mark 

sheet). Each marker will have a form and can record their own marks and 

comments against the competencies. The final mark for each candidate will be 

decided by the panel. The panel mark must be agreed at the end of each 

interview. This mark will be entered on to a pro forma spreadsheet. 

40. At points in the day the panels must pause and revisit marks to ensure that they 

are consistent and fair.  

41. The mark sheets will be retained securely for a period of five years. An 

electronic copy of the overall marks will be retained securely for a period of five 

years.  

42. The panel will provide their spreadsheet to a member of the administrative team 

who will enter this information on to the PMS. 

43. The panel will then offer pupillage to the highest scorers and will rank a number 

of reserve candidates.  

44. The offerees will receive a phone call offering them pupillage. This will then be 

followed up with a formal written offer. The candidates will be given at least 14 

days in which to accept the offer. 

45. The PMS will be retained for a period of five years.  

46. The above procedure will be overseen and implemented by the Head of the 

ETC. 
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47. Any candidate invited to attend a second round interview will be sent a further 

equality and diversity questionnaire to complete. This data is anonymous and 

is collected for the purposes of monitoring equality and diversity.  

Monitoring of diversity data relating to pupillage recruitment  

48. Any diversity data collected during the pupillage recruitment process will be 

kept for 5 years from the date of collection. This data will be filed and held by 

the Chambers Administrator and made available to the Equality and Diversity 

Committee, and shall on request from the date of this policy be available to be 

provided to the BSB for supervision purposes or research.   

49. Following the completion of the annual pupil recruitment process, the Head of 

the ETC, the secretary of the ETC, any other person delegated by the Head of 

the ETC, the Head of the Equality & Diversity Committee and any person 

delegated by the Head of the Equality & Diversity Committee and / or 

Chambers, will review the diversity data collected. 

50. The review will include the following factors and next steps1:  

a. Examining the application rates of different groups  to enable Chambers 

to gauge whether application rates are proportionate to these groups’ 

representation on the Bar Professional Training Course (for pupillage) 

by reference to statistical diversity data on the profession that may be 

downloaded from the BSB website2. 

 

b. Where under-representation of particular groups is identified, Chambers 

may wish to consider using positive action to encourage applications 

from members of those groups – as per the further information on 

positive action provided in Section 1 of the BSB Handbook. 

 

c. Chambers checking whether the representation of different groups 

among those shortlisted is proportionate to their representation among 

applicants. If there is a disparity, the reasons for different shortlisting 

rates should be investigated. 

 

d. The success rates for different groups at the interview stage should be 

examined. Any differences should be investigated to ensure that there is 

no direct or indirect discrimination in the treatment of 

candidates.  Exercises used at this stage should be reviewed if the 

analysis suggests that they are contributing to disparities. 

 

e. As well as stage by stage comparisons it can be useful to look at the 

overall likelihood of different groups being appointed, i.e. the proportions 

 
1 In accordance with 19-24 of the BSB Handbook Equality Rules on Recruitment Monitoring.  
2 www.barstandardsboard.org.uk/about-bar-standards-board/equality-and-diversity/equality-act-2010-publication-of-  

www.barcouncil.org.uk/for-the-bar/professional-practice-andinformationethics/equality-and-diversity-guidance/fair-recruitment-guide 
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of appointments from each group.  Small disparities at each stage may 

combine to create a large disparity that needs to be addressed. 

 

f. To consider and apply generally best diversity recruitment practice as 

set out in the Bar Council’s Guide to Fair Recruitment. 

 

51. Following the review outlined in paragraph 47 above, the ETC will report to the 

Equality & Diversity Committee and Chambers GMC. This report may include: 

a. Findings relating to the data collected. 

b. Comparative findings (both internal and external to Chambers). 

c. Recommendations as to how to improve the diversity of candidates that 

have been monitored at each stage of the pupillage application process.   

52. The purpose of collecting and monitoring the diversity data referred to above is 

to ensure and improve accessibility to the Bar, Criminal Bar and Chambers as 

well as to comply with regulatory requirements including those set out in the 

BSB Equality Rules. 

This version of the policy was adopted on 19th January 2021 and will be reviewed on 
or before 19th January 2023. 


