
Work experience (with chambers’ clerks and staff) policy template

About this policy 
This policy governs work experience placements undertaken by school or college-age students at [chambers]. These placements are opportunities within chambers for students to shadow a staff member, offering them an opportunity to gain insight into the legal profession with a particular focus on clerking and the operation of a barristers’ chambers. The purpose of such experiences is to inspire and inform students with an interest in the legal profession, promote accessibility, and encourage diversity within the profession. 
The objectives of this policy are:
To provide an insight into the profession, in particular the work conducted by staff members at [chambers]
To outline the process for gaining work experience placements at [chambers]
To foster greater diversity and inclusivity within the profession by ensuring opportunities are accessible to students from all backgrounds
To uphold the highest standards of responsibility and professionalism during work experience placements
To ensure placements are conducted in a safe and supportive environment
Work experience opportunities shall not be obtained by discussing directly with staff members or members. In any event, they should be referred to the online application form. 
This policy applies to all members, associate members, door tenants, probationary tenants, pupils, staff members, consultants, and agency members.
The [senior member of staff eg CEO] reserves the right to amend this policy at any time, and will ensure this policy is reviewed at least biannually. 
Any staff member breaching this policy may face action under the staff disciplinary procedure. 

Exclusions 
There may be circumstances where the usual application criteria, as outlined at paragraph 9 may not be appropriate or sufficient. In any such case, it is at the discretion of the Chief Executive Officer to apply or vary the process, as provided from paragraph 10, as necessary. 
From time-to-time, chambers accepts candidates from external schemes. In any such case, the assessment of candidates is conducted by the external party and this policy does not apply. 

Applicant criteria
Any applicant under this initiative must satisfy all the following: 
Be at least 16 years old by the time of the placement 
Be studying GCSEs, A-Levels, or an equivalent at the time of their application
Have a genuine interest in the legal profession
If under the age of 18, have the consent of their parent or guardian

Process
All students interested in work experience placements must apply by completing the online application form found on [chambers] website ([link].
The number of work experience placements shall be limited to [number eg 10]. 

[Option to limit applications eg the number of applications accepted will be limited to eg 100 across the year].
Chambers actively seeks to promote access to the profession, and equal opportunities for those typically under-represented at the Bar. Therefore, candidates who meet at least two of the following criteria will be prioritised in the application process for [e.g. 50%] of the available placements: 
The first generation in their family to attend university or higher education
Have been in receipt of free school meals
Have been in care, been a young carer, or are estranged (have lost contact and are no longer supported by family)
Have parent(s)/guardian(s) who qualify for means-tested benefits.
Are from an ethnic minority background
Are a refugee or an asylum seeker
Have a disability and/or are neurodivergent
Attend a non-fee-paying school or attend a fee-paying school on a full scholarship
The remaining [50%] of placements are accessible to all students undertaking GCSEs and/or A-Levels or equivalent at the time of placement. 
If chambers does not receive enough applications for the placements described at paragraph 12, these shall be made available to all students.  

Assessing applications 
In the event of chambers receiving more applications than available placements for the specific period, applications shall be anonymised by a member of chambers’ administration team and scored against the criteria [you will need to agree selection criteria]. 
At least three staff members will be responsible for scoring the applications against agreed criteria to ensure fairness. 
In the event of tied scores, preference may be given to applications demonstrating the strongest combination of enthusiasm and background diversity. Assessors may consider offering both applicants placements. 

Expenses

[Optional: Chambers may provide funding of up to a maximum of £100 to contribute toward student travel expenses to undertake the placement]. 
Undertaking placements
Once the successful applicants are identified, their details will be dispersed across chambers or different practice groups. Clerks or staff will be responsible for arranging suitable times for their placements to take place.
All successful applicants will be required to complete a confidentiality agreement. (This may be part of the application or registration process).  

Safeguarding 
Chambers is committed to providing a safe, welcoming, and supportive environment for all students undertaking work experience. Chambers recognises its duty of care towards students and is committed to maintaining the highest standards of safeguarding for young people during their placements. 
Anyone participating in a [chambers] work experience programme must be registered with a [named individual/team] before they commence their work experience.[footnoteRef:1]  [1: ] 

Anyone participating in a [chambers] work experience programme must be given a copy of chambers harassment and complaints policy and the contact details of [named person/team/appropriate advisor under chambers’ anti-harassment policy], where possible they should be introduced to [this person/a member of this team] before their placement starts
Any staff member offering a mini-pupillage must read safeguarding guidance or guidance on appropriate behaviours and /expectations and have undertaken anti-harassment training in the last three years. (See our Bullying, Harassment and Sexual Harassment Toolkit for suggested contents for this guidance.)

Reviewed: [Date] 


