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Introduction

David Philips & Partners is a national firm of solicitors with ten offices in London, Birmingham, Liverpool, Manchester, Essex, Harrow and Lancashire. We are recognised nationally as specialists in criminal defence. We were the first solicitors firm in the UK to be asked by the Legal Services Commission to deal with a very high cost case under their contracting scheme. Members of our firm have been appointed to the Legal Service Commission's Specialist Fraud Panel. The firm is currently ranked in the Top Ten earners from criminal legal aid.

We have an in house advocacy team of both barristers and solicitor advocates and can thus provide a seamless service from the police station to the Crown Court and Court of Appeal. Our skills have been recognised by Chambers and Partners, who consider us 'a good, solid firm'.

The Firm offers funded 12 month specialist criminal pupillages. Richard Craven and Steven Pidcock are barristers and approved Pupil Supervisors based at the Firm’s Essex Office. Steven Pidcock is the Firm’s Pupil Training Principle. Training and supervision from experienced Counsel is provided to pupils on a one to one basis. In addition to providing a traditional pupillage, pupils will also have the opportunity to work with our litigators providing an insight into both branches of the profession. Placements with Chambers are also arranged during pupillage in order that pupils also gain experience of working at the independent bar.
Pupils can expect to see the full range of criminal work during their first six months of pupillage and will be busy with their own cases during their second six months of pupillage, attending the Magistrates Court most days with some Crown Court work towards the end of their pupillage.
Numbers and types of Pupillages Offered
Two 12 month pupillages are offered each year. One 12 month pupillage commences in April and one 12 month pupillage commences in October. At any one time therefore, there will be one First Six Pupil and one Second Six pupil undertaking pupillage with the Firm. The Firm does not offer Third Six Pupillages or ‘squatting’ positions. Pupils who are not offered a position with the Firm at the completion of their pupillage will be offered temporary employment for a minimum six month period in order to allow them to find employment / tenancy / further pupillage elsewhere. 
The firm holds one selection round each year. Applications open on 4th July and close on 31st July. The highest scoring applicant will be offered pupillage commencing in October of the same year. The second highest scoring applicant will be offered pupillage commencing the following April.
Selection of Pupils

Applications for pupillage at David Philips & Partners must be made on the Firm’s Application Form, which can be downloaded in Word format from the Firm’s website. 
All pupillage vacancies are advertised on the Pupillage Portal (www.pupillages.com), although the firm is not a member of OLPAS. Completed Application Forms must be emailed to the Firm at pupillageapplications@dpp-law.com and must be received before midnight on 31st July.
All applications are considered on their merit and in accordance with the Firm’s Equal Opportunities Policy. Each candidate’s Application Form is scored against written objective criteria by the Pupillage Committee and the highest scoring applicants are invited for interview.
The Firm has the following minimum requirements for application: 
· A minimum degree class of an Upper Second Class Honours Degree OR

· A minimum Bar School rating of “Very Competent”.

Please note that applications from candidates who have yet to complete the Bar Vocational Course will not be considered. To apply to us, you must have already obtained your results from your course provider by the 4th July.

We would typically expect to receive at least 100 applications per place. Academic ability, practical experience of the law and the ability to demonstrate a commitment to criminal practice will be an advantage. In selecting applicants the Pupillage Committee will be looking for the following qualities:
Intellectual Qualities: Applicants must demonstrate intellectual vigour, having the ability to grasp complex information and identify the key issues quickly and effectively. They should be able to absorb details; perceive inadequacies, inconsistencies and inaccuracies; appreciate different perspectives; develop new solutions; and query standard answers. They must be able to balance intellectual competence with common sense and pragmatism.

Motivation: Applicants must demonstrate strong drive and determination, with particular and active interest in issues relevant to criminal practice. Commitment to a future career in criminal practice should be evident, through for example a desire for intellectual challenge and an interest in courtroom challenge.

Temperament: Applicants should be able to evidence that they can cope well in a professional environment. They must be able to demonstrate an ability to manage professional priorities calmly and competently, balancing these commitments with their individual social interests. Applicants must be able to manage personal stress such as career uncertainties without detriment to their work.

Interview Performance: During interviews, successful applicants will be articulate, confident, perceptive and courteous. It should however be borne in mind that interview performance is only one aspect in the selection criteria, based on a relatively short meeting.
All candidates are requested to return an Equal Opportunities Monitoring Form with their completed Application Form. Monitoring Forms are not seen by the selectors and are used for statistical purposes only. Candidates are not obliged to complete the monitoring form.
The ten highest scoring candidates are selected for interview.  They are interviewed by the Pupillage Committee, are asked pre arranged questions and given an advocacy exercise to complete. At the end of the interview candidates are marked against standardised objective criteria and an agreed note is made and approved by the Pupillage Committee of that candidate’s performance.  This will form the basis of written feedback if this is required.
The offers of pupillage will be made to the two highest scoring candidates following interview and are held open for 14 days. In the event that the highest scoring candidates decline the offer of pupillage, an offer will be made to the next highest scoring candidate. 
Complaints & Grievance Procedures

The Firm has a complaints and grievance procedure which provides for informal and formal complaints including discrimination on the grounds of race, colour, ethnic or national origins, sex, marital status, age, religion, sexual orientation or disability.
Copies of the Firm’s Grievance, Complaints and Equality Policies are provided to pupils upon the commencement of their pupillage. Complaints by pupils should be raised with their supervisor. In the event that the complaint relates to their pupil supervisor or he / she is unavailable, complaints should be raised with Paul Greenberg.

Recruitment and Procedures at the End of Pupillage

Pupillage will end twelve months' after the commencement date. The Firm does not take pupils ‘with a view’ to making an offer of a permanent position with the Firm at the end of pupillage. 

Whether any vacancy exists at a particular time depends on the needs of the Firm, its clients and the level and types of work available. The Firm will inform pupils at least two months prior to the completion of their pupillage whether a suitable vacancy is likely to exist within the Firm. All vacancies are advertised openly usually on the Firm’s website and / or in the national press or specialist publications such as Counsel Magazine or The Gazette. 

Details of the Firm’s recruitment procedure, criteria, application requirements, closing dates, interview dates and notification dates for a particular vacancy are published with the advertisement of the position.

Any vacancies are open to all applicants and are not exclusive to pupils of the Firm. The recruitment procedure applied to pupils is identical to that applied to external applicants. Pupils are not required to submit their completed checklists with an application for a position with the Firm.
If no permanent position exists within the Firm for a pupil, the Firm will provide all assistance it can in helping pupils find a position with another firm or within Chambers. Pupils who have completed their pupillage and are not taken on by the Firm will be granted a six month temporary paid position within the firm, in order to give them time to find an alternative position.
Roles and Duties of Pupils at David Philips & Partners
Working Hours & Annual Leave
First Six Pupils should be in the Office between the hours of 9.00am and 5.30pm Monday to Friday, unless attending Court with their Pupil Supervisor.  Up to ten days leave may be taken in each six month period of pupillage. Leave includes public holidays and days when the Firm is closed but is in addition to leave to attend compulsory courses. Pupils should notify their supervisor of any leave they wish to take at least 14 days before taking leave. Pupils may be required to come into the Office earlier or work later than their normal working hours if their pupil supervisor requires their presence, for example for a conference.

When attending court whether with their pupil supervisor, another barrister or solicitor of the firm or on a case of their own, it is expected that pupils will be at court in good time, at least 30 minutes prior to the hearing time.  In many cases it will be necessary to arrive an hour before the hearing time in order to have a conference with the client or negotiate with the prosecution.  

If pupils are unavoidably delayed on their journey to Court they are expected to telephone the Office at the earliest opportunity and the Office will notify the Court of the delay. In the event that a working pupil cannot go to Court at all, the Office must be notified as soon as possible so that alternative cover can be arranged.  If this occurs out of hours or over the weekend, pupils should contact Paul Greenberg on his mobile telephone.
Dress Code
All pupils are expected to come into the Office suitably dressed to attend court, even on occasions when they are not expecting to attend Court.  Appropriate black or dark clothing is to be worn.

Working in the Firm
The pupil’s supervisor will decide where they should work when in the Office. Normally this will be in the room in which the pupil supervisor is based so that pupils may gain additional benefit from observing closely the routine of their supervisor.

The Firm’s law library is available for use by pupils.  Pupils will normally be expected to photocopy extracts of books, journals or law reports if they require there use out of the Office. If the whole book is needed, pupils will only be permitted to take the book out of the Office with the prior consent of their supervisor.
Pupils will be provided with the Firm’s telephone list which includes the telephone number of their pupil supervisor and all members of the Firm The numbers are to remain confidential.

Confidentiality
Pupils are reminded of the private and confidential nature of the Firm’s work and must not disclose or discuss client’s cases or matters with any unauthorised person. Pupils must also not discuss such matters outside the Office when unauthorised persons may overhear such discussion. 

Access to the Office
Pupils are provided with a set of keys to the Office. These are to be returned at the conclusion of pupillage. The key fob and internal alarm codes are not to be disclosed to any other persons. If pupils come into or leave the Office outside normal office hours, they are expected to ensure before they leave that all windows and doors are secure, all lights are switched off and the alarm is reset.

Funding
(a) An award of £12,000 is made to each pupil during his or her pupillage. Payment will be made by electronic transfer to the pupil’s bank account on the last working day of each month. In the event that a payment does not go through for any reason pupils should speak to their supervisor.
(b) Pupils are reimbursed for all travel expenses. Pupils should complete a monthly travel expenses form and submit it by the 15th of the month. All travel expenses incurred will be credited to the pupil’s bank account on the last working day of each month.
(c) The Firm will pay for all compulsory courses undertaken by pupils. Pupils should provide their supervisor with the invoice, who will arrange payment by the Firm.
(d) Pupils are not expected to pay any charges to the Firm for any facilities used.
Structure of Pupillage
Areas of Work to be seen During Pupillage

The work which pupils are likely to see or do will fall into three general areas:
· Paperwork
· Conferences
· Appearances in Court
Pupils will be expected to read their supervisor's advices, defence case statements, skeleton arguments and other paperwork. Pupils will have the opportunity of discussing these with their supervisor.  Pupils are advised to keep a photocopy or electronic copy of their supervisor's paperwork in order to build up a library of precedents.

All pupils who attend conferences with their pupil supervisor should ensure that they read the case papers before the conference so that the most benefit can be gained from the conference. Pupils should make a good note of the advice given by counsel and any instructions given by the client. All matters relating to case are confidential and must not be discussed outside of the Firm.

First Six Months
Pupils will spend their twelve months of pupillage with the same supervisor. Each of the Firm’s supervisors supervises one pupil at a time. The Firm will allocate a supervisor to pupils prior to their commencement of pupillage. Pupils are notified in writing of the name of their supervisor at the same time that an offer of pupillage is made. 

Pupils should expect to see as much of their pupil supervisor's court work as possible.  In order to see a wide range of work and different styles of advocacy, supervisors will also arrange for pupils to accompany other members of the Firm to court.  

All reasonable steps will be taken to ensure that pupils have the opportunity of seeing work done by junior advocates of the Firm. Up to four weeks of the pupil’s First Six pupillage will be spent on secondment to a Chambers in order to ensure that pupils of the firm also gain experience of practice at the independent bar.
When in court pupils are expected to keep a clear note of the proceedings.  If their supervisor becomes involved in negotiations with their opponent outside the door of court, it is usual to accompany them to watch without interruption or intrusion.

If a pupil supervisor is not available they may arrange for pupils to accompany another member of the Firm or leave them with paperwork or research to do.

It is particularly important towards the end of their first six that pupils see court work done by junior advocates in the Firm in order to prepare themselves for their Second Six. All pupils are advised to keep a personal diary of all work undertaken.

Second Six Months
There will be an initial induction period during which the pupil supervisor will decide when it is appropriate for the pupil to commence court work. Pupils should expert to undertake Magistrates Court work most days during their Second Six Months of pupillage and undertake Crown Court work towards the end of their Second Six.
Before a pupil undertakes a case of their own they should consult with their supervisor.  Pupils should inform them of the outcome of the case and discuss it with them.  Pupil supervisors will arrange a weekly meeting with their working pupil to check their performance and discuss any problems arising.

When attending Court pupils are expected to arrive at Court in good time before the case is due to be heard.  The minimum is 30 minutes but it is good practice to arrive an hour before the Court sits. The Pupillage Committee will monitor the work assigned to pupils and are responsible for ensuring that no pupil is asked to undertake work which they are not competent to handle.
Pupils must telephone the Office once their case or cases have been dealt with. Pupils may be asked to go directly to another Court or return to the Office. Second Six Pupils will be expected to remain in the Office until their brief for the following day has been allocated.
Pupils should always ensure that they know the correct address of the Court and where applicable, the actual Courtroom.  Some courts have annexes for particular hearings.  All pupils will receive a Court Guide from the Firm at the commencement of their pupillage. Pupils should ask their supervisor if unsure as to whether or not they need to be robed for a hearing or, for example, the correct form of address for a particular tribunal. 

Briefs must be clearly endorsed with the date, tribunal including the Judge's name, details of the hearing and the outcome. The return date must be written clearly and underlined.  The solicitor with conduct of the case must be informed by e-mail of the outcome of the hearing and the return date.
Although pupils are expected to be busy with court work during their Second Six, it is still a period of training and pupils should expect supervision and help from their supervisor. 
When not undertaking their own work, pupils will be expected to attend court or conferences with their supervisor and continue to undertake paperwork as part of their training. Pupils are advised to keep a diary of all work that they do, including court work of their own, conferences and work undertaken for their supervisor.

Allocation of Work

Only one pupil will be working at any given time. In the event that the Firm does have more than one working pupil, work will be allocated equally between them. Work is allocated by the Firm’s litigators. The distribution of work is monitored by the Pupillage Committee on a monthly basis.
Pupils should discuss any concerns over the allocation of work with their supervisor in the first instance. Complaints over the allocation of work should be raised with the Pupillage Committee.
Duties of Pupil Supervisors

A Barrister is only eligible to act as a Pupil Supervisor if their name has been entered on the register of approved Pupil Masters in accordance with Regulation 35 of the Bar Training Regulations, the Code of Conduct and Guidelines issued by the Professional Standards Committee. The Firm employs two in house barristers, Richard Craven and Steven Pidcock, both of whom are approved Pupil Supervisors. 
First Day As A Pupil at David Philips & Partners
Pupil Supervisors will talk to the pupil about practice and the pupillage generally. Induction into the Firm’s Procedures will be conducted by Paul Greenberg. Pupils will be provided with a copy of the Pupillage Documentation and the Firm’s Office Manual (including the Firm’s Equality Policy and Grievance and Complains procedures). Pupils will be introduced to the office staff and other members of the firm and provided with the Firm’s Telephone & Email list.  

Continuing Education

During pupillage all pupils must complete further training in Advocacy (provided by the pupil's Inn), and attend a two-day course covering a wide range of issues relating to starting out in practice at the Bar (The "Advice to Counsel" course).  The advocacy training is not part of an assessed course leading to a pass / fail judgement.  However, pupils who have not prepared appropriately or who do not commit themselves to participating in the exercises will be regarding as not having attended and will be expected to complete the course again. 
Where a pupil's performance is particularly weak in any aspect of their advocacy, the Pupil Supervisor will be informed of the issues.  The pupil supervisor should encourage the pupil to retake the course, where possible, and should identify where additional support is needed.  The pupil's progress within any areas of the course identified as being weak will be taken into account when considering whether to sign the pupil's certification form.  Performance on the advocacy course is only one of many factors.

Training, Assessment and Appraisals of Pupils

The pupil supervisor is responsible for organising their pupil’s training day to day and week to week to ensure they receive the full range of training they require and to ensure their training focuses appropriately on areas they need to improve. Pupil Supervisors are responsible for ensuring that pupils are well grounded in the rules of conduct and etiquette at the Bar. Pupils should be encouraged to discuss time and practice management as well as practice development.
The pupil supervisor will ensure that the pupil is provided with, and retains, the appropriate check list, and completes it conscientiously and accurately. The pupil supervisor will sign and date the check list and remind the pupil that the check list should be enclosed when submitting the Certificate of Satisfactory Completion of the Practising Six.

Pupils should raise any queries or problems relating to their pupillage with their supervisor in the first instance. If pupils are approached by other members of the Firm who wish them to undertake work or research for them this should only be accepted with the prior consent of their supervisor. If a supervisor is away on holiday or leave, they will arrange for another nominated person to supervise their pupil during their absence.

Pupils will be required to read their pupil supervisors papers and draft pleadings and other documents, including opinions and advices.  The pupil will also be required to accompany the pupil supervisor to court on sufficient occasions so as to allow the pupil the opportunity to do all such work, and gain all such experience as is appropriate for a person commencing practice in the area of work done by the pupil supervisor and, in particular, to enable the pupil to complete the checklist.
Assistance will be given to second six pupils before the pupil goes into court and an opportunity provided for discussion afterwards.

Specific and detailed instruction in pleading and drafting will be given, in particular, in relation to those pleadings and other documents which form part of the checklist.

Pupils will be given the opportunity of reading the papers before a conference and will be informed in advance as to what is expected from a pupil in conference. 
Pupils will be exposed to other members of the Firm who will have an opportunity to assess their work. 

All work done by the pupils will be discussed with as much feedback as possible given to the pupil. 
All conferences and court work will be discussed with the pupil.  All work undertaken by a second six pupil will be monitored by the pupil supervisor so as to give guidance as necessary.
Pupils will be encouraged to discuss issues and problems relating to practice with the pupil supervisor and other members of the Firm as they arise.
Formal Appraisals will be conducted by supervisors every month. The appraisal process is an opportunity to give structured and objective feedback to a pupil which should lead to improved performance. It is also an opportunity to get feedback from pupils about how they see their roles, the work they have done and the way in which they are being supervised. A Formal Assessment of the pupil’s performance is conducted every three months. 
Every pupil supervisor must be aware of the obligation to provide the pupil with a Certificate complying with Regulation 49 to 55 of the Bar Training Regulations, at the end of their pupillage. Should a pupil supervisor fail to certify a pupil when / if it is appropriate to do so (i.e. if the pupil has completed their pupillage satisfactorily), it is a breach of the guidelines set out in the Code of Conduct.
The routes open to pupils who have been unable to obtain a relevant certificate from their pupil supervisor will be made clear (i.e. a certificate may be accepted from the Pupillage Training Principal or another person acceptable to the Supervisors of the Bench and the Bar Standards Board.) If a pupil remains unable to obtain a relevant certificate the pupil may appeal to the Qualifications Committee of the Bar Standards Board.
Where it is clear that a pupil will not be invited to remain with the Firm at the end of the pupillage, supervisors will ensure that the pupil is informed of this as soon as possible so that they can begin to make alternative arrangements.

If at the conclusion of pupillage a pupil is not offered a permanent position with the Firm, it is the responsibility of both the Firm and the pupil supervisor to give reasonable assistance to finding a position with another Firm or in chambers (as a pupil or tenant).  The Firm will allow a reasonable period of time and in any event not less than six months before requiring the pupil to leave.
Pupil supervisors are familiar with the Firm’s Equality Policy, the Equality and Diversity Code for the Bar, the Pupillage File and the guidelines that are issued by the Bar Standards Board.

Pupil supervisors will ensure that the Pupillage Committee reviews the distribution of work to pupils every month to ensure male and female pupils of all ethnic groups are given a fair and equal access to all opportunities that are offered to pupils during pupillage and should familiarise themselves with the outcome of those reviews. Prompt remedial action will be taken where required.

Every pupil supervisor will satisfy themselves that all reasonable steps have been taken to ensure that, during pupillage, no pupil is discriminated against on the grounds of age, race, colour, ethnic or national origin, nationality, citizenship, sex, sexual orientation, marital status, disability, religion or political persuasion.
Checklist Used
The Criminal Pupillage Checklist is used. Copies of pupil’s completed checklists are retained by the Firm. Those items marked with a star will be covered within the first six months.

(A) Paperwork

(i)
Indictment*


Settling


Amending


Checking

(ii)
Notices and Grounds of Appeal:

From Magistrates to Crown Court*

From Crown Court to Court of Appeal*

(iii)
Advice on Plea/Evidence*

(iv)
Opening Note*

(v)
Case Summary

(vi)
Schedule of Admissions
(vii)
Skeleton Argument
(viii)
Notes for taxation

(B) Attendance in Court

(i)
Magistrates Court:


Remand and Applications for Bail*

Committal for Trial*


Plea*


Trial*


Advice on Appeal Against Conviction and/or Sentence

(ii)
Crown Court:


Application for Bail*


Application for Break Fixture / Adjourn*


Plea*

Appeal Against Sentence / Conviction*

(iii)
Court of Appeal*

(C) Other

(i)
Conferences:


Attend conference with client and solicitor*

(ii)
Note evidence and relevant rulings when attending court*

(D) Conduct and Etiquette

Code of Conduct:

Read and discuss with pupil supervisor*

General principles and modes of address

Counsel's duty to lay client

Acceptance of instructions

Relations between Barrister and Solicitor

Dress

(E) Attend Pupillage Seminar in London or Provinces*

(F) Other Work or Experience (desirable not essential)

Coroner's Inquest

Industrial or other Tribunal

Judicial Review

Licensing Sessions

Magistrates Court / County Court Domestic Dispute

County Court / High Court Civil Action.
Pupillage Programme
Pupillage at David Philips and Partners is structured as set out above in the Pupillage Policy. Pupils are assigned to one pupil supervisor for the duration of their pupillage. Both of the Firm’s pupil supervisors are senior barristers with extensive experience of criminal practice at the bar, serving on pupillage committees and delivering training. The Firm’s pupillage programme is structured to ensure that all pupils gain:

· An understanding and appreciation of the operation in practice of the rules of conduct and etiquette at the Bar;

· Experience in undertaking legal research to solve real problems, of drafting and of opinion writing;

· Sufficient exposure to the work undertaken by his / her pupil supervisor to gain an understanding and experience of working in criminal practice;

· Experience of how to prepare, factually, legally and procedurally a case for hearing;

· Experience through observation or otherwise of negotiation and conference skills;

· Experience through observation or otherwise of trials and appeal proceedings in the higher courts;

· Practical experience of advocacy.
The Firm’s Essex Office has a busy criminal advocacy department, typically dealing with 400 to 500 Crown Court cases per year in addition to a large volume of lower court cases. Pupils can therefore expect exposure to the full range of criminal practice from motoring offences to murder. 
We believe that pupils should be involved in every aspect of their pupil supervisor’s work. We give our pupils a rounded overview of a barrister’s role and equip them for the legal and practical challenges they will face in practice.
Pupillage at David Philips and Partners is very much a hands-on experience. From their first day with their supervisor Pupils will get ‘stuck into’ the cases their supervisor is instructed on at that moment. The typical work involves doing first drafts of the documents which their pupil supervisor is working on. Pupils will therefore develop a wide experience of drafting pleadings and other court documents, writing skeleton arguments and compiling written advices. Pupils may also be asked to do a first draft of questions to be used in a cross examination or to prepare submissions.

Pupils will also be involved in every step of the advisory and litigation process. Pupils attend conferences with clients, listen in on phone conversations where appropriate, and are encouraged to discuss the strategic, procedural and ethical elements of cases with their supervisors. 
The core of pupil’s education at David Philips and Partners is the interaction they have with their pupil supervisor. We believe it is vital that pupils are with their supervisors at every step of the legal process, and not isolated from the real action. Pupils are encouraged to discuss their work with supervisors. Pupil supervisors also give constructive feedback on every piece of written work which their pupil produces. 
We build in a structured programme of formal feedback to give a more general picture of our pupils’ progress. Formal monthly written appraisals are by the pupil supervisor as set out above in the Firm’s Pupillage Policy. Appraisals cover a wide range of skill sets – from written work to interactions with clients – and suggesting areas for pupils to work on. Feedback from all members of the Firm is also provided on an informal basis.

During the first six non-practising months pupils attend court with their pupil supervisor on a daily basis and complete research and written work as directed. Effort is taken to ensure that the pupil has contact with, and the opportunity to work for, practitioners of all levels of seniority within the Firm. Placements are also arranged with Chambers in order that pupils also gain experience of practice at the independent bar. During the second six months pupils conduct cases in court alone and can expect to be busy with their own cases.
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