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Before the opening of the advertisement window

1) Registering for an account on the Pupillage Gateway

To register for an account, go to the User Login page and follow these select

‘Register now” underneath the ‘Login” heading.

Welcome to the Pupillage
Gateway vacancy hub

Pupillage L]

Gateway o
Register

. Already registered? Login now
Welcome to the Pupillage
Gateway vacancy hub

Firstname

o -
Email
Login
Email Password

Confirm Password

Fill in your first name, last name, email address, and set a secure and

memorable password for your account. Confirm that you have read and agree

to both the Privacy Policy and Terms and Conditions, and then click ‘I agree.

Create my account’.

Check your email account for the welcome email. You will now be able to log
in to the Pupillage Gateway using your email address and the password you

chose in step two above.


https://applications.pupillagegateway.com/vacancies/search
https://recruitment.pupillagegateway.com/members/modules/hf/privacy.php
https://recruitment.pupillagegateway.com/members/modules/hf/terms.php

Pupillage

Gateway

Welcame to the Bar Council Pugillage Gatevay, the secruitment partal designed by the Bar, for the Bar of the future.

Yons ase able to login to the site using the usemame and the password vou selected wiven creating veur account. If vou have forgotten vour passward,
please use the “Forgotten’ button on the site to genesate a new one.

Username:

Yoz can use the Gateway to search the vacandes for pupillages being advertised by Authorised Education and Training Ovgandsations "AETOs™), the
majonty of which will appear in accordance with the mandatory timetable, and to make vour application(s) to the pupillage providers that choode to use
the system to facilitate their respective fecruitment processss,

To prepare i advance for the recfuitment processes of the AETOs that acoept applications thecugh the Pugallage Gateway, vou can also login to vours

throughout the vear and upload or edit i ion relating to vour academic and work experience history, and referees. Flease note thas, if
applicable. there 1 no need to indude information relating to any conversion course that you may hare undertaken or to the vocational component at
this stage, s that will form a separate part of the process when the application window opens in January of each year.

W wash vou the best of ludk with yeur applications,

Kind regards,
The Pupillage Gateveay Team

Note: If you haven’t received a welcome email from the Pupillage Gateway,
then it may be because you have mistyped your email address. First, check
your junk inbox and if you can find no record of the email there then contact
the Bar Council Services Team at

pupillagegateway@barcouncil.org.uk for assistance.

2) Resetting your password

If you have forgotten your password an ‘Incorrect username or password’

error message will appear when attempting to login to the Pupillage Gateway.

Login
Don't have an account? Register now
Email

Username

This field is required.

Password



mailto:pupillagegateway@barcouncil.org.uk

You can set a new password by using the ‘Forgot Password?’ reset button on
the User Login page, entering your username (email address) and clicking

‘Submit’.

Forgot your password? ‘

[

Check your email account for the password reset request email and follow the

link provided to reset your password.

Pupillage
Gateway

ik

icE
The Bar Council

Dear

Thank you for your request to create a new password for your Pupillage Gateway account. To reset your password,
please click the link below

https://recruitment. pupillagegateway.com/members/modules/user/fpl. php?r=rh3wgamxxp4kh113n7a8cx195zn

If you experience any further problems when frying to access your account, please contact the Pupillage Gateway
Support Team at candidatehelp@barcouncil.org.uk.

Kind regards
The Pupillage Gateway Team

Note: The system will disable your account for 15 minutes if you enter your

password incorrectly three times in a row

L]
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https://applications.pupillagegateway.com/vacancies/search

3) Logging in

Once you have followed the steps set out under section 1 above and registered
your account, you will be able to login at:
https://recruitment.pupillagegateway.com/ using the email address and password

you have set for yourself.

4) Building your profile
When you first log in to the Pupillage Gateway, you will be asked to start building

your candidate profile using the platform’s ‘Profile Builder’.

Profile Builder Section 1: Personal Information

Title* Dr/Miss/Mr/Mrs/Ms/Mx

Pronouns Ey,Em/He,Him/She, Her/They, Them/Ze, Zir/Other
(Other allows free text to be inserted)

First Name*

Last Name*

Mobile Number

Email Address*

Address*

Note: As you go through the Profile Builder, please ensure that you have
completed all mandatory fields (marked with a red asterisk * or as a
‘Required Question”).

]
Profile Builder Section 2: Pupillage Award Expectations

Your pupillage award expectations are used to match you to the relevant pupillage

vacancies. For that reason, you will be offered a single option that is below the

[o)]


https://recruitment.pupillagegateway.com/

minimum award Authorised Education and Training Organisations must pay, to

ensure that you see all vacancies posted to the Pupillage Gateway.

Top Tip: During the advertisement and application window, you can search for
pupillage vacancies by a specific ‘Pupillage Award’ range. See section 6 below for

further information.

Profile Builder Section 3: Employment and Work Experience History

Top Tip: The information that you add to the ‘TEmployment and Work Experience
History’ section of your profile will be automatically copied across to all
applications that you make, regardless of whether they are in progress or
have been submitted. You can add to your ‘Employment and Work Experience
History” at any time between 1 October and the closure of the application window

each year, see section 5 below for further information.

Current Employee Toggle on or off

Start Date (DD/MM/YYYY)*

End Date (DD/MM/YYYY)*

Position and Employment
Status*

Organisation Name*

Description of Role and
Responsibilities*

300-word limit

Note: When completing the 'Position and Employment Status' field, include the
title of your role and specify which of the following categories it fell within:

~



Employed (full-time), Employed (part-time), Intern (full-time), Intern (part-time),
Mini pupil or marshal, Other, Self-employed (full-time), Self-employed (part-
time), Volunteer (full-time), Volunteer (part-time), Work experience (full-time),

Work experience (part-time).

Profile Builder Section 4: Education History

Top Tip: The information that you add to the “Education History” section of your
profile will be automatically copied across to the applications that you make.
You can add to your 'Education History' between 1 October and the closure of
the application window each year, see section 5 below for further information.

Type of Qualification*

Currently Studying Here

Start Date (DD/MM/YYYY)*

End Date (DD/MM/YYYY)*

Institution Name and Type*

Name of Qualification

Grades Obtained or Pending*

Note: When completing the 'Institution Name and Type' field, please include
both the name of the institution at which you studied and specify which of the

following categories it fell within: Fee-paying, State, Grammar, Academy.

Please bear in mind that some Authorised Education and Training Organisations
will allocate marks for grades that you have obtained during your Higher
Education, and most will do the same for those you have obtained during your

Further Education. You must use the ‘Grades Obtained or Pending’ section below

(o]




to specify the grades you have received or expect to receive for each qualification,
including any GSCEs, A-Levels or equivalent. It is recommended that, in addition
to specifying the final grade that you have received or expect in Further
Education, you also include the percentages that you were awarded, or expect to
be awarded, in respect of the individual modules associated with each
qualification. If you do not include your grades then you risk not receiving any

marks for your academic history, which could impact on the success of your

application(s).

Profile Builder Section 6: Pupillage Start Date

Your preferred pupillage start date is used to match you to the relevant pupillage

vacancies. You must be confident that you will have passed the Bar Training

Course before the advertised start date of any pupillage that you apply for,

and for that reason it is recommended that you select the earliest date this

would be achievable for you.

Top Tip: During the advertisement and application window, you can search for

pupillage vacancies by any of the ‘Pupillage Start Date” options. See section 6

below for further information.

Profile Builder Section 7: Communication Opt-ins

events relevant to aspiring barristers

I want to be automatically alerted when vacancies that I might be Yes/No
interest in are posted on the Pupillage Gateway

I am happy for the Authorised Education and Training Organisations Yes/No
that I apply to, to contact me about other news and events relevant to

aspiring barristers

I am happy for the Bar Council to contact me about other news and Yes/No

Once you have completed, as a minimum, all mandatory sections of the

Profile Builder, select ‘I agree, continue’ to save your information and be

taken to the main Dashboard.

O




Communication Opt-ins

Opt-in and communication settings Checkall
Please note: These settings can be updated on the
settings page of your account | Check all recommended

0T want to be automatically alerted when vacancies that I might be interested in are posted on the
Pupillage Gateway

O Tam happy for the Authorised Education and Training Organisations that I apply to to contact me
about other news and events relevant to aspiring barristers

Tam happy for the Bar Council to contact me about other news and events relevant to aspiring
barristers

By clicking "T agree, continue” you verify that the information provided on this page is accurate and up to date.

1 agree, continue ‘

5) Updating your profile and communications preferences

You can edit the ‘Personal Information’ section and edit or add to the “Employment
and Work Experience History” and “Education History” sections of your profile at
any time. Simply select ‘Profile” from the main menu, followed by the relevant tab

that will then appear on the left-hand side of the screen.

Note: If you edit information in your ‘Profile’ during the application window,
any of your current applications will be updated accordingly, regardless of

whether they are outstanding or submitted.

Dashboard | Profile

PC Pupillage Candidate

Director of Services

Pupillage Vacancies ~  Help

@ Update profile picture

Profile Information
Employment and Work Experience Histor
Personal Information 7

Employment and

Experience History Pé

Education listory

Activity o DIRECTOR OF SERVICES @ THE BAR COUNCIL ]
=

Availabitity

IS [ T T

° ADD MORE EMPLOYMENT AND WORK EXPERIENCE HISTORY
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- @

Top Tip: The edit symbol for the Pupillage Gateway looks like a pencil and the
symbol to add further employment and work experience, or education, entries
look like a plus sign.

Note: Authorised Education and Training Organisations that use the
Pupillage Gateway to manage their recruitment processes are given the
option to anonymise their application forms and remove all personal
information, and the names and locations of any academic institutions
attended. The Bar Council recommends that they do so but does not mandate

any such practice.

You can edit the ‘Communications Opt-ins” section of your profile at any time.
Simply select ‘Settings” at the top-right hand corner of the screen and select, or
deselect, your preferred communications from the ‘Account Settings’ page.

Signed in as
Pupillage
Gateway

Dashboard ~ Profile  Pupillage Vacancies - Help
Account Settings i
o
Opt-in and communication settings [ Checkall

() Check all recommended

Twant to be automatically alerted when vacancies that | might be interested in are posted on the Pupillage
Gateway

Ia 2 ning Organisations that T apply to to contact me shout other
news and eve

Lam happy for the B

act me about other mews and events relevant to aspiring barristers
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During the advertisement and application window

6) Searching for pupillage vacancies

To see all pupillage vacancies being advertised by Authorised Education and
Training Organisations, simply select ‘Search for Pupillages’ from the ‘Pupillage

Vacancies’ dropdown box in the main menu.

Dashboard  Profile.  Pupillage Vacancies ~  Help

View my Pupillage Applications
Search for Pupillages
Saved Pupillage Alerts

ATS calendar

YOUR QVERVIEW

Status: Inferview Book/rebook an Interview

View Application h
Open Applications -
S ested Jobs S " B
ogpesied Jobs Status: Interview Book/rebook an Interview B
Wlchlis lfemo View Application -1
i
-
(7]
Search Pupillage Vacancies @=-C
Keywords: Countrys Pupillage Start Date :
United Kingdr v Please seeet v
Location: Pupillage Type: Distance:
Piease seect v Piease seect v
Q_ Search Jobs

You can search the pupillage vacancies by location, length and/or start date using
the ‘Search Pupillage Vacancies’ tool on the main Dashboard or by selecting
‘Search Pupillage Vacancies’ from the ‘Pupillages Vacancies” dropdown box in the
main menu and then using the ‘Search Pupillage Vacancies” form that appears on
the left-hand side of the page.
|
Top Tip: Authorised Education and Training Organisations will be using tags
such as ‘Crime’, ‘Property’, ‘Commercial’, ‘Family’ etc. in their advertisements to
indicate which areas of practice their members specialise in. You can use the

‘Keywords’ box to search using these tags.

I
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Dashboard  Profile

Pupillage Vacancies ~  Help

| iew my Pupillage Applications
lage Vad
Pupillage Va | ot forrpitges

Search Pupillage Va1 Saved Pupillage Alerts

1lts for Chambers in London Get alerts on this search

My Pupillage Appli | ars cotendar
My Watchlist

Saved scarches (2]

Search Pupillage Vacancies
No jobs found! l

Keywords
Chambers

Country
United Kingdom g

Location

London
Distance |

Up to 10 miles v
Pupillage Start Date

June 2023 v
Pupillage Type

12 month pupillage v

Pupillage Award

7) Creating and editing a watchlist

To save you having to search for specific advertisements every time you log in to
the Pupillage Gateway, you can create a “Watchlist’ of the pupillage vacancies that
you are interested in applying for. To add an advertisement to your Watchlist, click
on the Watchlist icon and turn it from grey to red. To remove an advertisement

from your Watchlist, click on the same icon and turn it from red back to grey.

Dashboard ~ Profile

Pupillage Vacanc

SUupi i . : P
Pupillage Vacancies Search Pupillage Vacancies W &

Search Pupillage Vacandies >

302 Search Results Get alerts on this search &

My Pupi pplications @)
My Watchlist (2]
LANDMARK LANDMARK
CHAMBERS cHAmBERS
Search Pupillage Vacancies . .
Farringdon Chambers —12
. . Months — October 2024
Keywonts Landmark Chambers — 12 Landmark Chambers — 12
Month Property Pupillage Month General Pupillage
— October 2025 — October 2025 ©London @12 month pupillage
Country (=[50 onth for th ix
months, th
United Kingdom @ London  ® 12 month pupillage @ London @ 12 month pupillage i the secondisix
) 3 £75,000 per annum B £75,000 per annum 07/02/24 (in 49 days
Locatin B07/)2/24 (In 49 days) 07/02/24 (in 49 days) B07/02/2A 00 6 day)
— o - .. ;
within
Pupillage Start Date | |

13



To review the advertisements in your Watchlist, select ‘My Watchlist’ from the

‘Pupillage Vacancies menu.

Dashboard  Profile  Pupillage Vacancies ~

Pupi o - iog q
Pupillage Vacancies My Watchlist i
Search Pupillage Vacancies H
L]
My Pupillage Applications @) Landmark Chambers — 12 Month Property Pupillage — October
r 2025
LANDMARK ° ,
My Watchlist 2 > cHAMDERS | @London ® 12 month pupillage 3 £75,000 per annum [ 07,/02/24 (49
days) ;
Saved s 0

Landmark Chambers — 12 Month General Pupillage — October

r 2
LANDMARK % (v

CHAMBERS | @ London  ® 12 month pupillage 3 £75,000 per annum £ 07/02/24 (49

days)

8) Creating a saved search for vacancy email notifications

A ‘Saved Search’ is a saved set of pupillage vacancy criteria, used either to
allow you to store your preferred criteria so you do not have to fill in the
‘Search Pupillage Vacancies’ form every time you access your account, or to
send you email alerts when new pupillage vacancies matching your ‘Saved

Searches’ criteria are advertised on the Pupillage Gateway.

Dashboard  Profile  Pupillage Vacancies ~  Help

D0y o Vacancies 5 :
Pupillage Vacancies Search Pupillage Vacancies
-.
0 Search Results for Chambers in London Get alerts on this search &
My Pupillage Applications () Fat
My Watchlist (1] <
Saved searches o
Search Pupillage Vacancies h;_‘
No jobs found! .
Keywords
-
Chambers B
|
[0

To create a ‘Saved Search’” and receive email notifications relating to relevant
vacancies after searching for pupillage vacancies using a specific criteria, click
the ‘Get Alerts on this Search’ button at the top of your ‘Search Pupillage
Vacancies’ results page and ‘Save Search As’ a title of your choice, before

hitting the plus symbol.

Once you have successfully saved a search, a green notification will appear
stating: ‘Search saved successfully! You can visit ‘Saved searches’ in the menu

at any time to quickly access jobs matching your chosen criteria.’

14



Dashboard ~ Profile  Pupillage Vacancies - Help

]
Haoe Vacancies |
Pupillage Vacancies o (B b o s B S o i Ay o P e e e (L e e e 1
criteria, 1
Search Pupillage Vacancies > i
W A () Search Pupillage Vacancies = om
My Watchlist [1]
- 0 Search Results for Chambers in London Get alerts on this search &
Saved searches o
]
Search Pupillage Vacancies i
Keywords
Chambers | ]
|

You can access your ‘Saved Searches’ to run them again by selecting ‘Saved
Pupillage Alerts’ from the ‘Pupillage Vacancies” dropdown box in the main menu
and then clicking on the title of the relevant search. It is also from here that you
can delete any previously ‘Saved Searches’ using the bin icon to the right-hand

side of the relevant search.

Dashboard  Profile.  Pupillage Vacancies - Help

View my Pupillage Applications

Pupillage Vad Su Pupillages

Search Pupillage Va R SUS UL sy Are you sure you want to delete this?
This action cannot be reverted.

My Pupillage ApplifENRTE R
Delete Cancel
My Watchlist

on - 2023
o London June 202

v
-
W S——. . o %

London June 2023 V2

9) Preparing your Pupillage Gateway applications

After you have set up your account, you can start to prepare by uploading
information relating to your academic and work experience history, and
referees. Further information about how to do this is set out under section 4

above.

To help you fully prepare your applications to the Authorised Training and
Education Organisations that use the Pupillage Gateway to manage their
recruitment processes, the Bar Council has produced a Sample Application

Form, contained under Annex 1 of this User Guide.

To identify which Authorised Education and Training Organisations the Sample
Application Form applies to, follow the steps set out under either section 6 or 7

above and then click on the advertisement that you are interested in making an

15



application to. Scroll down to the ‘How to Apply’ section. If the relevant
Authorised Education and Training Organisations is using the Pupillage Gateway
to manage its recruitment process, the advertisement will contain the following

wording:

Aspiring barristers are invited to apply to chambers between [application window dates]
using the Pupillage Gateway application system to search for the relevant Pupillage
Vacancy and selecting ‘Apply for this pupillage’.

|
Note: Whilst all Authorised Education and Training Organisations must use
the Pupillage Gateway to advertise, they are not mandated to use the
recruitment portal to assist in the administration of their respective
processes. For those who manage their recruitment process outside the
Pupillage Gateway please refer to the instructions in the relevant

advertisement, contained within the ‘How to Apply’ section.

In addition to the standardised Bar Council questionnaire (the details of which are
contained within the Sample Application Form contained under Annex 2 of this
User Guide), you will be asked during the application process to respond to up to
seven bespoke questions set by the relevant Authorised Training and Education
Organisation. Again, to help you fully prepare, these questions will appear

under the same ‘How to Apply’ section of the advertisement.

How to Apply

Any Other Relevant Information

10) Applying for pupillage

Note: When completing your applications for pupillage please refrain from

opening multiple applications in multiple windows. If you do so, then the

16



information that you enter into one application will be copied across to the others
when saved.

To apply for a pupillage and having followed the steps set out under either section
6 or 7 above, click on the advertisement that you would like to make an application

to and then “Apply for this pupillage’.

Dashboard  Profile  Pupillage Vacancies ~  Help

- Q City : s
m & LS o of London

Shepherd's

o London

<Jobs

Old Square Chambers — 12 Months — October 2023

B barcouncil /TP/37/37

If you have already filled in your personal details using the ‘Profile Builder’ (see
section 4 above for further information) then the first section of the form will pre-

populate with your personal details, academic and work experience history.

Note: You can edit any information at this point but note that doing so will not
only update your ‘Profile’ on the Pupillage Gateway, but also any current

applications that are either outstanding or submitted.

To save your progress, scroll to the bottom of the page and click ‘Save and continue
later. Alternatively, to continue with your application, scroll to the bottom of the

page and click “Continue’.

Education History

o Graduate Diploma in Law @ University of Law, Fee-paying &

Distinction

L =

|
Save and continue later || Withdraw application




If you select ‘Continue’, you will be taken through the remainder of the
standardised Bar Council questionnaire, followed by the Authorised Education
and Training Organisation's bespoke questions, then the Bar Council Equality
Opportunities Monitoring Form, and finally the Rare Recruitment Contextual

Recruitment Questionnaire.

Note: The information that you provide in response to the Equal Opportunities
Monitoring Form will be treated in the strictest confidence and will be used by
the Bar Council for the purposes of statistical monitoring only. Whilst most of the
questions in the Form are mandatory, each has a ‘Prefer not to say’ option for
those who do not wish to provide further detail. All Authorised Education and
Training Organisations that use the Pupillage Gateway to manage their
recruitment processes can conduct the shortlisting and interview stages without
reference to this information, as it is automatically separated from candidates’

applications.

’The information that you provide in response to the Contextual Recruitment
Questionnaire will be treated in the strictest confidence and will be used by the
Bar Council for the purposes of statistical monitoring only. The Questionnaire is
not mandatory, and you are not therefore obliged to complete it. All Authorised
Education and Training Organisations that use the Pupillage Gateway to manage
their recruitment processes can conduct the shortlisting and interview stages

without reference to this information, as it is automatically separated from

candidates’ applications. Commented [CE1]: We need to amend this once we know
what we and the AETOs can access / see

To ensure that you can successfully save and submit your application form, ensure
that you have completed all mandatory fields (marked with a red asterisk or as
a ‘Required question’) and stuck to the maximum character limit, where

shown.

18



Register / Login Profile Builder Questionnaire 2Other Steps Application Summary

% P

Step 3: Questionnaire

Further Education History, Scholarships, Awards, and Prizes ‘

yor are you planning to apply, for a waiver from the Vocational Component?

1f Yes', please provide further details here

¥

v not be greater than 1200 characters.

. T _oEEmearecaTeem s o 7

Note: When copying and pasting your answers from an external programme into

the Pupillage Gateway, please ensure that you do so in a plain text format.

In Windows, you can use the combination 'Ctrl + Shift + V' to paste without

formatting.

If you're a Mac user, the shortcut is 'Option + Command + Shift + V' to paste
without formatting.
You can also paste text to a plain text editor like the applications 'Notepad' or

“TextEdit” before copy/pasting into your application to remove formatting.

If you have tried any of the approaches set out above but have been unsuccessful,
then please check that you have tried to clean the text you are inputting. You can

do so by visiting Jonathan Hedley’s ‘Convert Microsoft Word to Plain Text’ site,

copying the text that you would like to clean into the top box, selecting ‘Clean’
and then copying the text that appears in the bottom box into your application.


https://jhy.io/tools/convert-word-to-plain-text

Top Tip: Make sure that you pay attention to the question 'Guidelines', where

shown, as they are designed to help you with your application.

Step 3: Questionnaire

and Other Disclosure ‘

Required question:
Extenuating Circumstances

Please provide details of any extenuating

g
-
-
7
-
2 |

ircumstances relevant to your application. If this

section is not relevant to you, then simply respond

with the word “None”

None

Characters left: 896
o The answer must be at least 4 characters.

The answer may not be greater than 900 characters.

Once you have completed all the relevant sections of the application, you will
be taken to a ‘Summary’ to review your responses and confirm that you are
happy for it to be processed in accordance with the Terms and Conditions of
the Pupillage Gateway before hitting Submit’.

Note: The Pupillage Gateway is designed to be environmentally friendly and
to that end you will not be able to print your applications from the system
directly. If you would like to create a PDF of your application at this stage,
to view your answers before submission, you can select right click and select
‘Print” and “Save as PDF’.

| (Q T e s e oo o i Tl e i Bt e

by the Terms and Conditions of the Pupillage Gateway. Furthermore, [ give my consent for any

in accordance with them. f

PP ... | « ——

data that 1 have chosen to provide

20



Note: Other than your personal details and the information contained within the
employment and work experience, and education, history sections, which you
can edit until the closure of the application window, you will not be able to edit

your application once submitted.

In these circumstances, you will also be unable to withdraw your application to
replace it with a revised version using the same account. To that end, please
ensure that you are completely happy with it before you click ‘Submit’. In
exceptional circumstances, the Bar Council will be able to delete your application
on your behalf, which will enable you to replace it with a new one. If you would
like assistance with this process, please contact the Bar Council at

pupillagegateway@barcouncil.org.uk.

Once you have submitted your application, you will be taken to a screen
confirming that you have done so successfully and receive an email to the

same affect.

-2

&

Your application for 3PB Barristers - 12 Month Pupillage — October 2024 has been successfully
submitted. You will shortly receive a confirmation email acknowledging this.

You can review your application by going io the dashboard, finding the application under the "My Applications" tab and clicking "View application summary".
Good Luck!

W PN

Flave a look around

Go to profile

1w amww
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Pupillage
Gateway

The Bar Council

Dear
Thank you for taking the time to apply to the "3PB Barristers - 12 Month Pupillage — October 2024 vacancy

Your application will be made available to the relevant Authorised Education and Training Organisations ("AETOs")
after the application window closes, in accordance with the mandatory timetable.

The relevant AETO can update the status of your application through the Pupillage Gateway, and you can login to
your profile at any time to view the changes that they have made. Please note that any correspondence relating to
your application and its progress after the deadline should be to the AETO directly, as opposed to the Bar Council

We wish you the best of luck with your applications

Kind regards,
The Pupillage Gateway Team

11) Viewing an application for pupillage

To view an application that you have made or are in the process of making, simply
click the “View Application” or ‘Continue Application” buttons that appear to the
right-hand side of the relevant advertisement title under the ‘My Pupillage

Applications’ section of your ‘Dashboard’.

Note: All the applications that begin will appear on your ‘Dashboard’, regardless
of whether you have submitted them or left them in draft. The Bar Council is not
able to remove draft applications from your account. If you would like to remove
them yourselves, then you can do so by withdrawing them and using the ‘Open
Applications’ filter that appears when you select the ‘View Applications’ option
to show only those that are active.
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Note: The Pupillage Gateway is designed to be environmentally friendly and

to that end you will not be able to print your completed applications from
the system directly. If you would like to create a PDF of your application to
share by email or otherwise, you can select the download button that

appears at the bottom of the page as shown below.

GotoDashboard = & « Withdraw application

12) Withdrawing an application for pupillage

You can withdraw an application by clicking on ‘View my Pupillage
Applications’ from the ‘Pupillage Vacancies’ dropdown menu. A list of the
Authorised Education and Training Organisations that you have applied to
and/or are in the process of applying to will appear. Click the ‘View
Application’ button to the right-hand of the vacancy name, scroll down to the
bottom of the page, and click ‘Withdraw Application’.

_ - ==a||

You will then be asked to confirm that you would like to withdraw your
application and if you opt to do so your application will no longer appear to
the relevant Authorised Education and Training Organisation when they are

given access to them after the applications window has closed.
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©

Withdraw your a pplicati(}n

Are you sure you would like to withdraw vour application from 3PB Barristers - 12
Month Pupillage — October 20247

[ ] 8

Note: You will not be able to withdraw your application to replace it with a
revised version using the same account. To that end, please ensure that you are
completely happy with it before you click ‘Submit’. In exceptional circumstances,
the Bar Council will be able to delete your application on your behalf, which will
enable you to replace it with a new one. If you would like assistance with this

process, please contact pupillagegateway@barcouncil.org.uk.
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During the shortlisting and interview window

13) Viewing the status of an application

The status of your application will be updated by the relevant Authorised
Education and Training Organisation as it moves through its shortlisting and

interview processes. It is visible to the right-hand side of the relevant

advertisement title under the ‘My Pupillage Applications’ section of your
‘Dashboard’.

YOUR OVERVIEW

Open Applications

Suggested Jobs

||
Watchlist Items SPB Barristers - 12 Month Pupillage View Applicstion 1
October 2024 o ine ot ¥

need to de
ncil /T

Incomplete means that you have started an application and not yet submitted it.

In Process mean that you have applied, and your application is either pending the
closure of the annual submissions window or under review by the relevant

Authorised Education and Training Organisation.

Interview means that you have been invited to participate in an interview process.
For more information on how to arrange an interview through the Pupillage

Gateway, please see section 13 below.

Hired means that you have been offered a pupillage with the Authorised
Education and Training Organisation and you have now accepted the offer.

Unsuccessful means that your application for pupillage with the relevant

Authorised Education and Training Organisation has been unsuccessful.
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Top Tip: The methods of communication used by the Authorised Education and
Training Organisations that use the Pupillage Gateway to manage their
recruitment processes differ. However, they are encouraged by the Bar Council
to promptly update the statuses of their applicants and email them accordingly.
To query the status of your application, please contact the the Authorised

Education and Training Organisation directly and not the Bar Council.

14) Viewing your email history

You can view the emails that have been sent to you using the Pupillage Gateway
by going to your ‘Dashboard” and scrolling to the ‘Emails sent to You” widget at
the bottom of the page. To view the content of the email, click the ‘“View Email’

button visible to the right-hand side of the relevant advertisement title.

Emails sent to You Viewall

Pupillage Gateway - Confirmation of Applicatior View Email

From: Pupillage Gateway | pupillagegateway@Barcouncilorguk  Sent: 04/10,/2022

14:21:00)

Pupillage Gateway - Password Reset Request View Email

From: Pupillage Gateway | pupillagegatoway@Barcouncil orguk — Sent: (13/10,/2022

(9:59:00)

Pupillage Gateway - Invitation to Interview for 11TKBW - 12 View Email
Month - October 2024 <

15) Arranging interviews

Authorised Education and Training Organisations that use the Pupillage Gateway
to manage their recruitment processes can invite candidates to interview in one of
two ways. They can either assign candidates an interview slot or invite candidates
to select an interview slot through the platform. In both cases, you will receive an
email from the relevant Authorised Education and Training Organisation and
provided that it has moved you to the correct stage on the platform, your status
will change to ‘Interview’. Where the Authorised Education and Training

Organisation has opted to invite candidates to select an interview slot through the
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platform, you will also see a button appear to the right-hand side of the relevant

advertisement title entitled “Book/rebook an Interview’.

Dashboard ~ Profile  Pupillage

Hi Pupillage, welcome back

YOUR OVERVIEW .
Status: Unsuccessful View Appllcation

4

Open Applications

Suggested Jobs

£

Watchlist Items Status: Interview Book/rebook an Interview E
| ]

View Application -

~ N

Once you have clicked on the ‘Book/rebook an Interview” button to make your
booking, you will be taken to the booking page and will be able to select an
interview from the date(s) and time(s) that are still available, by clicking on the slot
of your choice, followed by ‘Book Interview’. You will also be able to view the
location of the interviews and receive directions to that location through Google

maps.

Dashboard  Profile  Pupillage Vacancies ~  Help

Book an Interview Slot

You are applying for: 3PB Barristers - 12 Month Pupillage ~ October 2024

T
IO 3 Paper Buildings, London, EC4Y 7EL I Directions
Monday

17 + City
D - : of London
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Top Tip: When clicking on ‘Book Interview” you may see the names of those on
the interview panel appear next to the person icon, but this will depend on the
Authorised Education and Training Organisation inputting them when setting

up the interview slots.

Dashboard  Profile  Pupillage Vacancies - Help

N
Book an Interview Slot
You are applying for: 3PB Barristers - 12 Month Pupillage - October 2024
[ Osbe |
Mandsy Q 3 Paper Buildings, London, EC4Y 7EL Directions
17 10:00:00 - 11:00:00 City
8 Monday 17 October, 2022 of London
[in 12 days ] A c 9 !
1

10:00 - 11:00 11:00 - 12:0 12:00 - 13:00

i NOYEW

|

Once you have successfully booked your interview, a green notification will
appear stating: “You have booked your interview successfully. Please click on
the dashboard above to take you back to the main dashboard page.” You may

also receive an email similar to the one set out below.

Dashboard  Profile  Pupillage Vacancies ~  Help

Edit Booking ‘

You are applying for: 3PB Barristers - 12 Month Pupillage - October 2024

lick on the dashboard button above to take you back to the main dashboard page

LR U R u T

Monday Q 3 Paper Buildings, London, EC4Y 7EU Directions
17
[in 12 day: ]
City ]
of London | ]
- o H
10:00 - 11:00 (i) 9 [l
8 Monday 17 October, 2022 :
S A
“ L]

Daint detaile

n
=
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Pupillage

Gateway

| am pleased to confirm the details of your forthcoming pupillage internew for 3PB Barnsters - 12 Month Pumllaoe

=0c

Date: Monday 17 October, 2022

Time: 10:00 to 11:00

Location: 3 Paper Buildings, London, EC4Y TEU

If you require any reasonable adjustments to be made or facilities provided to enable you to attend your interview
please do not hesitate to contact me at prior to the interview so we can make
adjustments accordingly

| would otherwise be grateful if you could please confirm your attendance by return email

Kind regards

You can cancel and rebook your interview in the same way, using the ‘Book/rebook

an Interview’ to the right-hand side of the relevant advertisement title.

16) Completing References

If an Authorised Education and Training Organisation would like to obtain the
details of your referees, they will either contact you directly or use the onboarding
functionality in the Pupillage Gateway to send you an email inviting you to upload

their details to the site. The email will read as follows:
Dear [Candidate],

This is an automated email sent by the Pupillage Gateway on behalf of an
Authorised Education and Training Organisation

Your pupillage application for the position of [Vacancy Name] requires you to upload the
contact details of your referees to the Pupillage Gateway, so they can be contacted by the
relevant Authorised Education and Training Organisation. Please click the ‘Start now’

button below to complete the process within the next three days.
<<< Start now >>>
Kind regards,

The Pupillage Gateway Team
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To provide the relevant Authorised Education and Training Organisation with the
contact details for your referees, click ‘Start Now’. This will launch the Pupillage
Gateway and, once you have logged into your account, take you to the relevant

form.

If for any reason you miss the email, then you will also be able to identify which
of the Authorised Education and Training Organisations that you have applied to
require this information from you through your profile. In these circumstances, a
new ‘Further action required’ box will appear to the right-hand side of the relevant

vacancy, and you can select this option to complete the relevant form.

My Pupillage Applications Vie

By o oisepiaon v

Test two reference checks ‘ Further action required »

# barcouncil /TP/777/150  [(912/07/2024

View Application
In Process

Once you have clicked the link, a pop-up ‘References’” box will appear. Select
‘Continue to section” to complete the relevant form, which will require you to set

out the details of two referees before you can click “Submit’.

Any Type Reference Commented [CE2]: Please replace with screenshot of
revised form.

LY Someone of good standing in the community that can verify who you are and your character. For example, a doctor, solicitor, policeman.

Referee name: *
Your job title here:

Your relationship to the referee: *
Referee job title:

Organisation name: *
With organisation between:

_
Referee email:

+ Save Details

=] Academic Reference
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Further assistance

17) Technical assistance

If you are experiencing technical difficulties with the Pupillage Gateway

platform, contact the Bar Council at pupillagegateway@barcouncil.org.uk.

Please ensure that when contacting the Bar Council, you include screenshots of the
specific section that is causing you difficulties and any relevant error message(s),
alongside a text version of the wording that you are attempting to input into your
application form. The more information that you give to the Bar Council Services

Team, the quicker they will be able to assist with your query.

18) Pupillage process assistance

If you have a question about the general pupillage application process,

contact the Bar Council at pupillagegateway@barcouncil.org.uk.

If you have a query about the application process of, or nature of pupillage with,
a specific Authorised Education and Training Organisation, please contact them

directly using the details provided within their advertisement or on their website.
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Version Control

14.10.2022

1.0

First version launched.

27.11.2023

2.0

Updated to:

Include most recent version of the Sample
Application Form.

Instruct candidates not to open multiple
applications in multiple windows at once.

Help candidates with the formatting of their
responses.

Adpvice candidates of what to do in circumstances
where they wish to withdraw their application

and replace it with a new one.

19.12.2023

2.1

Updated to:

Indicate ‘Grades Obtained and Pending’ as
mandatory in the Sample Application Form.
Guide candidates on removing items from their
Watchlists.

Remove references to the ‘CV upload’ option.

04.01.2024

2.2

Updated Guidance Notes relating to the ‘Other

Disclosure” section of the Sample Application Form.

11.10.2024

3.1

Updated to:

Inform candidates of the new restrictions relating
to the editing of their employment and work
experience history, and education, following the
closure of the application window.

Reflect recent amendments to the Equality and
Diversity Questionnaire.

Remove the requirement to include referees as

part of the Bar Council Standardised
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Questionnaire and update candidates on the new

reference request process.
Include information relating to

Contextual Recruitment Questionnaire.

the

new
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Annex 1: Sample Application Form

The Bar Council

Pupillage
Gateway

Sample application form

Section 1: personal information

Title

Dr/Miss/Mr/Mrs/Ms/Mx

Pronouns (optional)

Ey,Em/He,Him/She, Her/They, Them/Ze, Zir/Other (Other allows free text to be inserted)

First name

Last name

Mobile number

Email address
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Address

Note: you will be asked to add this information when you first create your Pupillage Gateway account. It can be amended by
accessing your account using the user login page, selecting 'profile' from the main navigation menu, and then selecting the edit

symbol in the top right-hand corner of the 'personal information' box.

Top tip: The edit symbol for the Pupillage Gateway looks like a pencil

Section 2: employment and work experience history

Top tip: You can add to your employment and work experience history at any time of the year, simply access your account using
the user login page, select 'profile' from the main navigation menu and then 'employment and work experience history' from the

menu that appears on the left-hand side of the page.

Position and employment
Status*
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Organisation name*

Start date (DD/MM/YYYY)*

End date (DD/MM/YYYY)*

Current employee

Toggle on or off

Description of role and
responsibilities*

300-word limit

Top tip: You can add more employment and work experience history by selecting the plus symbol under the last entry.




Note: as you go through your application, please ensure that you have completed all mandatory fields (marked with a red
asterisk * or as a ‘required question’).

Note: when completing the "position and employment status' field, include the title of your role and specify which of the
following categories it fell within: employed (full-time), employed (part-time), intern (full-time), intern (part-time), mini pupil or
marshal, other, self-employed (full-time), self-employed (part-time), volunteer (full-time), volunteer (part-time), work experience

(full-time), work experience (part-time).

Section 3: education history

Top tip: you can add to your education history at any time, simply access your account using the user login page, select "profile’
from the main navigation menu and then 'education history' from the menu that appears on the left-hand side of the page.

Type of qualification®

Start date (DD/MM/YYYY)*
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End date (DD/MM/YYYY)*

Currently studying here

Toggle on or off

Name of qualification

Institution name and type*

Guidance notes: please include both
the name of the institution at which
you studied and specify, in brackets,
which of the following categories it fell
within: fee-paying, state, grammar,

academy

Grades obtained or pending*

L

]
Guidance notes: some Authorised
Education and Training Organisations
will allocate marks for grades that you
have obtained during your higher
education and most for those you have
obtained during your further

education. You must use the ‘grades




obtained or pending’ section below to
specify the grades you have received or
expect to receive for each qualification,
including any GSCEs, A-Levels or
equivalent. It is recommended that, in
addition to specifying the final grade
that you have received or expect in
further education, you also include the
percentages that you were awarded, or
expect to be awarded, in respect of the
individual modules associated with
each qualification. If you do not include
your grades then you risk not receiving
any marks for your academic history,
which could impact on the success of

your application(s).

Top tip: you can add more employment and work experience history by selecting the plus symbol under the last entry.




Note: when completing the 'institution name and type' field, please include both the name of the institution at which you studied

and specify which of the following categories it fell within: fee-paying, state, grammar, academy.

Please bear in mind that some Authorised Education and Training Organisations will allocate marks for grades that you have
obtained during your higher education and most will do the same for those you have obtained during your further education.
You must use the ‘grades obtained or pending’ section below to specify the grades you have received or expect to receive for each
qualification, including any GSCEs, A-Levels or equivalent. It is recommended that, in addition to specifying the final grade that
you have received or expect in further education, you also include the percentages that you were awarded, or expect to be
awarded, in respect of the individual modules associated with each qualification. If you do not include your grades then you risk

not receiving any marks for your academic history, which could impact on the success of your application(s).

Section 3: further education history, scholarships, awards, and prizes

Have you applied, or are you Yes/no
planning to apply, for a waiver
from the vocational component?*

If “yes’, please provide further
details here.

200-word limit
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Membership of an Inn of Court*

Gray’s Inn/Inner Temple/Lincoln’s Inn/Middle
Temple/Not Applicable

Scholarship, awards and prizes

100-word limit

Section 4: additional skills, hobbies, and interests

Languages

100-word limit

Guidance notes: please provide
details of any scholarships, awards, or
prizes that you have obtained,
alongside the name of the awarding
body and the date obtained. For
example “Advocacy Scholarship, BPP
University (2021)" or ‘GDL Exhibition
Award, Inner Temple (2019/20)" or
‘Winner, Landmark Chambers
Property Moot Competition (2021)".

|
|

Guidance notes: please provide details

of the languages that you speak and in

brackets after each, your fluency in

them: basic, intermediate, business,



Professional qualifications

100-word limit

Positions of responsibility

100-word limit

fluent, native. For example: ‘English
(native); Urdu (fluent); Spanish

(intermediate)’.

Guidance notes: please provide details
of any additional qualifications,
alongside the name of the awarding
body and the date obtained. For
example: 'Merit in Teaching English as
Foreign Language (TEFL) at the
International TEFL Academy (2020)' or
'Grade 7 Pianist at the Associated
Board of the Royal Schools of Music
(2018)".

Guidance notes: please provide details
of any positions of responsibility you
have held and that you have not
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Interests and recreational
activities

100-word limit

Section 5: extenuating circumstances and other disclosure

Extenuating circumstances*

200-word limit and the
answer must be at least one
word

already referred to within this

application form.

Guidance notes: please provide details
of any non-work-related involvement.
If relevant to your proposed area of

practice, please explain in what way.

Guidance notes: please provide details
of any extenuating circumstances
relevant to your application. If this
section is not relevant to you, then

simply respond with the word "none".
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Do you have any convictions
(spent or unspent), cautions or
final warnings in any country,
save those that are protected
by law?*

Yes/no

Guidance notes: please share any
information relevant to the question
even if you have already provided
this information to an Inn of Court
and/or any higher education institute
and/or the Bar Standards Board.
Knowingly submitting false
information as part of your
application and/or failing to disclose
relevant information may result in
you being asked to withdraw from
this year’s pupillage recruitment
process. If you have been called to the
Bar, then you may also be asked to
report the misconduct to the Bar
Standards Board, as your actions may
be considered a breach of rC8 “You
must not do anything which could
reasonably be seen by the public to
undermine your honesty, integrity
(CD3) and independence (CD4)”.
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If “yes’, please provide further
details here. *

200-word limit

Are you, or have you ever
been, subject to any
proceedings by a higher
education institution or
professional / regulatory
body? This includes pending

Yes/no

If you are providing information here
that you have previously given to an
Inn of Court and/or any higher
education institute and/or the Bar
Standards Board, any decision by the
relevant organisation will not be
affected or revisited because of your
application. If you require further
advice relating to this section, you
may contact the Bar Council’s
Pupillage Helpline at
Pupilhelpline@barcouncil.org.uk.

]

]
Guidance notes: please share any
information relevant to the question
even if you have already provided

this information to an Inn of Court

and/or any higher education institute
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proceedings and those that
have concluded.*

and/or the Bar Standards Board.
Knowingly submitting false
information as part of your
application and/or failing to disclose
relevant information may result in
you being asked to withdraw from
this year’s pupillage recruitment
process. If you have been called to the
Bar, then you may also be asked to
report the misconduct to the Bar
Standards Board, as your actions may
be considered a breach of rC8 “You
must not do anything which could
reasonably be seen by the public to
undermine your honesty, integrity
(CD3) and independence (CD4)”.

If you are providing information here
that you have previously given to an
Inn of Court and/or any higher
education institute and/or the Bar
Standards Board, any decision by the
relevant organisation will not be

affected or revisited because of your
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application. If you require further
advice relating to this section, you
may contact the Bar Council’s
Pupillage Helpline at
©eiPupilhelpline@barcouncil.org.uk.

If “yes’, please provide further
details here. *

200-word limit

Section 6: bespoke questions of Authorised Education and Training Organisations

The Authorised Education and Training Organisations that use the system to manage their recruitment processes are able to include

up to seven bespoke questions in their application forms. Ahead of the opening of the application window, these questions will be

accessible through their advertisements and included under the ‘How to Apply’ section.
Section 7: equal opportunities monitoring

The information contained within the Equal Opportunities Monitoring section will be treated in the strictest confidence and will be

used by the Bar Council for the purposes of statistical monitoring only. All Authorised Education and Training Organisations that
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use the Pupillage Gateway to facilitate their respective recruitment processes can conduct the shortlisting and interview stages

without reference to this information, as it is automatically separated from candidates” applications.

The Bar Council and its members are committed to equal opportunities for all, irrespective of race, colour, creed, ethnic or national
origins, gender, marital status, sexuality, disability, or age. So that we can monitor how we are performing against our strategic aim
for improving equality and diversity at the Bar, we are seeking your help. To that end, it would be of great assistance if you would

complete the monitoring form that will appear at Section 7 of your application.

Section 8: contextual recruitment

This is a new section of the application form for the 2024/25 Pupillage Gateway round. Contextualised recruitment is already used
by a number of chambers to consider applications within the context of your educational, socio-economic and personal
background. AETOs can use this information to assess whether you overachieved in light of your circumstances and the system

helps recruiters to identify applicants who are resilient outperformers beyond just looking at grades alone.

When you come to complete your pupillage application in the Pupillage Gateway you will have the option of completing an
additional form in this section to share information with AETOs. It's important to stress that the form is not a compulsory section
of the Gateway.

It will ask questions about your school, whether you spent any time in care or had caring responsibilities, your asylum seeker
status, and some standard socio-economic questions, including whether you had free school meals, your parent or carer’s
occupation, whether you were the first in your family to go to university and whether you had to undertake paid work to support

your studies.
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This section of the Pupillage Gateway is currently being built and this sample application form will be updated once the

information is available. Please look out for emails from the Bar Council and check back to see further updates.

Section 9: application summary and agreements

v" 1 confirm that my application is valid and that it contains only information that I honestly believe to be true and accurate. I
understand that if I knowingly submit false information as part of my application, I will be asked to withdraw from this
year’s pupillage recruitment process and that I shall do so and may also be under an obligation to report the misconduct to
the Bar Standards Board.

v Tunderstand that my application must be my sole creation and original work, and that I am not permitted to use any
generative Al programmes, including large language model (LLM) programmes like ChatGPT, to write any of the responses
contained within it. I confirm that this is the case and understand that any application which has been written with the use
of any generative AI LLMs like ChatGPT or any similar programme will be excluded from the shortlisting process of the

relevant Authorised Education and Training Organisation.

v" Please note that you will not be able to edit the answers to your application questionnaires once it has been submitted.
Furthermore, if you withdraw it after it has been submitted you will not be able to submit a replacement application, even if

you are still acting within the relevant application window.

v" 1 confirm that my application is valid and that I have read and agree to abide by the terms and conditions of the Pupillage
Gateway. Furthermore, I give my consent for any ‘special category” personal data that I have chosen to provide being
processed in accordance with them.
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