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Licence B - Authorised Trainee CPD Provider (Internal)


LICENCE  B – AUTHORISED TRAINEE CPD PROVIDER (INTERNAL)
PEAT 2 Training Organisations
 may apply for ‘Licence B – Authorised Trainee CPD Provider (Internal)’.
This document sets out the application process to become an Authorised Trainee CPD Provider (Internal) and the licence conditions. The application form is Appendix A of this document.
Background and requirements
It is recommended that all organisations that wish to apply for ‘Licence B – Authorised Trainee CPD Provider (Internal)’ read the entire suite of guidance associated with PEAT 2, and in particular ‘The PEAT 2 Training Plan’. It is the PEAT 2 Training Plan document which outlines the standardised PEAT 2 Programme.
Although it is acknowledged that a certain amount of learning can be achieved ‘on the job’, it is widely recognised that regular formal education and training is necessary to supplement and enhance such learning.

Trainee CPD (TCPD) is structured learning undertaken over and above the normal commitments of trainee solicitors with a view to such work assisting the achievement of the PEAT 2 Outcomes and ‘The Standard of the Qualifying Solicitor’.
Over the course of the two years of PEAT 2, all trainees will require to undertake a minimum of 60 hours of TCPD:

· between months 9 and 15 of a traineeship, all trainees will require to undertake the Mandatory Ethics Course.  This is the only mandatory content of TCPD, must be of at least 4 hours development and must be taken with a Provider which holds ’Licence D – Authorised Trainee CPD Provider (Ethics)’.
· a minimum of 40 hours of the minimum 60 hours must come from an Authorised Provider
.
· a minimum of 30 hours of TCPD should normally have been undertaken by month 15 of training.

PROCEDURE FOR LICENSING

PEAT 2 Training Organisations wishing to self-accredit TCPD (whether offered internally for their own trainees or both internally and externally to trainees from a number of firms and organisations
) will require to be authorised to do so.

The Society wishes to ensure that the licensing procedure:

· addresses the status of TCPD as a key component of PEAT 2, and is intended to facilitate trainees’ achievement of the PEAT 2 Outcomes and The Standard of The Qualifying Solicitor
· imposes standards on authorised TCPD providers which ensure that the training delivered to trainees by Authorised Providers is of an appropriate standard
· is sufficiently flexible to respond to the development needs of trainees

This desire to ensure flexibility of provision, but balance this with quality controls, will ensure that trainees are being trained properly and participating in TCPD which will facilitate their achievement of the PEAT 2 Outcomes. The only formally accredited TCPD course is the Mandatory Ethics Course for which separate guidelines exist. Please see ‘Licence D – Authorised Trainee CPD (Ethics)’.  

Organisations wishing to apply to become an Authorised TCPD Provider (Internal) require to follow the procedure outlined below and meet the requirements contained in this document. A licence to offer TCPD internally will allow PEAT 2 Training Organisations to allocate TCPD credit to the courses which meet the standards outlined in the licence.
The following activities could be included as TCPD:


(i)     Courses


(ii)    Seminars


(iii)   Lectures


(iv)   Conferences


(v)    Briefings

(vi)   Role plays


(vii)  Simulated transactions and case studies


(viii) Workshops


(ix)   Online learning and distance learning courses

All providers who are seeking a licence to self-accredit TCPD courses must  demonstrate that their courses and administration meet the criteria outlined below.

THE FOUR STANDARDS OF TCPD
Standard 1: Support achievement of the PEAT 2 Outcomes
TCPD does not have an objective in its own right. TCPD is intended to support achievement of the PEAT 2 Outcomes and The Standard of The Qualifying Solicitor, which is assessed at the end of PEAT 2. The PEAT 2 Outcomes are in the areas of:
a) Professionalism

b) Professional Communication

c) Professional Ethics and Standards

d) Business, Financial, Commercial and Practice Awareness

e) Substantive and relevant legal knowledge

Standard 2: Specify learning outcomes or objectives for the course

The aims and intended learning outcomes of any TCPD course should be clearly set out and should include:

· the course content and its purpose

· who the course is designed for (e.g. new starts, 1st year trainees, 2nd year trainees) and the level of prior knowledge and experience assumed

· what those attending should be able to do on completion of the course

· background reading, further reading and future learning support (if applicable).

Standard 3: Be pitched at an appropriate level to trainees

Content
The content of the course should meet the aims and intended learning outcomes of the course and should therefore be:

· relevant and suitable for the level of a trainee attending

· relevant and suitable for the work of a trainee

· up-to-date and factually correct

· concise and clearly set out

· subject to quality controls (all courses must have the opportunity for questions, feedback or other form of interaction)

Presentation
The method of presentation used should be:

· appropriate to assist trainees in meeting the course aims and assessing how the course supports the PEAT 2 Outcomes

· relevant to the needs of a trainee attending

· set at the appropriate level for the trainees attending

· properly thought out

· varied to encourage learning

Course materials
All courses must include supporting course materials.  A course without supporting materials would give the Society cause for serious concern and may result in a provider’s licence being revoked.

It should be made clear to trainees attending how the materials will be used (for example, are the materials for background reading; for future reference; for use during the course etc).

The course materials should be:

· clearly organised

· up-to-date and accurate

· cover the aims and intended learning outcomes

· well presented

· comprehensive

They should include:

· a course programme/timetable indicating the length of the course

· relevant cases, legislation or regulation where appropriate

· details of method of presentation

· any suggested further reading.

Course Tutors and Speakers
Once an organisation has been authorised, courses may be:

· prepared/presented by their own staff

· prepared/presented by external speakers 

The course tutors and speakers should have:

· the relevant qualifications and/or experience in the subject area

· the necessary practical skills and/or experience to present the course effectively

· the necessary skills to facilitate a group discussion and to answer questions at an appropriate level
Course venue and accommodation
The course venue and accommodation should include provision of:

· accessible facilities

· freedom from interruptions

· writing surfaces for the attendees

· comfortable seating

· if required, appropriate audio-visual or sound equipment

· if required, access to the internet for all trainees
· a supply of refreshments

The room layout should be appropriate for the number of trainees and method of presentation used.

Administrative arrangements and support services
Authorised Providers must ensure that there are appropriate and effective administrative arrangements for trainees attending courses.

These should include:

· a nominated person to deal with enquiries

· the provision of advice for prospective attendees on the most appropriate course to meet their needs

· appropriate and effective record keeping of the attendance at courses

Standard 4: Verifiability and Feedback
Authorised Providers will be required to supply each trainee with a certificate or other proof of attendance at the conclusion of each TCPD event.
Evaluation and feedback
Authorised Providers must have a system in place for evaluation and feedback by the trainees regarding the quality of each course.  This should include:

· full lists of all trainees who attended the course with ‘clock in/clock out’ signature

· a method of obtaining feedback from trainees of whether the course(s) met the standards set out above

· analysis of the feedback received, over each 12 month period, which must be made available to the Society annually or on request 

POWERS OF THE LAW SOCIETY OF SCOTLAND
Conditions

It is a condition of gaining and retaining a licence that the Authorised Provider undertakes to:

· only offer qualifying courses that meet the criteria laid down by The Law Society of Scotland in this document.
· maintain a list of all qualifying courses that meet the criteria laid down in this document and submit a copy of the list to the Society on a quarterly basis.

· maintain a record of the names of those trainees who wish to claim TCPD credit for their attendance on these course and submit copies of the attendance records to The Society on a quarterly basis
.
· submit a critical self-review annually to the Society which includes examples of feedback from courses.
· for the purposes of monitoring, upon request, make available details of forthcoming courses, and, without charge, co-operate with the Law Society of Scotland in its monitoring of course provision.
· where the Law Society of Scotland is investigating a complaint about course provision or is undertaking a random sampling exercise, provide course materials and all relevant details as requested.
· notify the Law Society of Scotland in writing, of any changes to the business address or the nominated contact person.
· assist with the monitoring of standards by co-operating with the Society in undertaking at least one monitoring visit during the authorisation period.
· the period of Authorisation is two years from the 1st of September 2011 OR two years from the date of authorisation after the 1st of September 2011.

In order to manage multiple re-authorisation processes, the Education and Training Committee may vary the period of authorisation.
The Law Society of Scotland reserves the right to:

· In the event of a complaint from a trainee about the TCPD and how it supports the Outcomes, visit the Authorised Provider upon giving reasonable notice.
· Request sight of course materials

· Speak to course tutors and trainees about the quality of the courses

· Request a sample of feedback for any course run by a provider in the previous 12 months

· Conduct a monitoring visit or attend a course

Termination of licence
The Law Society of Scotland may terminate the licence if:

· there is evidence of a poor standard of administration by the Authorised Provider.

· that one of more courses, upon review, is found not to meet the criteria laid down in this document.

· There is evidence that the provision of courses is below the standard that is acceptable to the Society. It is the Society, and the Society alone, that will make this judgement.
Authorised Providers may terminate their licence at any time by notification in writing to the Education and Training Department of the Law Society of Scotland. Having terminated their licence, a provider will require to re-apply for new authorisation.
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APPENDIX A – APPLICATION FOR ‘LICENCE B - AUTHORISED TRAINEE CPD PROVIDER (INTERNAL)
SECTION A
	NAME OF ORGANISATION


	

	ADDRESS


	

	NAMED CONTACT

	

	TELEPHONE NUMBER

	

	EMAIL ADDRESS

	

	NUMBER OF TRAINEES 


	

	SIGNATURE OF NAMED CONTACT

	


	For our records, do you intend to apply for the Licence C: Authorised Provider Trainee CPD (External) and Licence D: Authorised Provider (Ethics)



	No – our organisation intends only to offer Authorised TCPD to our trainees. We will source provision of the Mandatory Ethics Course elsewhere.
	

	Yes – our organisation intends to also apply for Licence C: Authorised Provider Trainee CPD (External) so that we can offer Authorised TCPD to both our trainees and trainees of other PEAT 2 Training Organisations. We will source provision of the Mandatory Ethics Course elsewhere.
	

	Yes – our organisation intends to also apply for Licence D: Authorised Provider Trainee CPD (Ethics) so that we can offer Authorised TCPD, including to the Mandatory Ethics Course to our trainees.
	

	Yes – our organisation intends to also apply for Licence C: Authorised Provider Trainee CPD (External) and Licence D: Authorised Provider Trainee CPD (Ethics) so that we can offer Authorised TCPD, including the Mandatory Ethics Course, to both our trainees and trainees of other PEAT 2 Training Organisations.
	


SECTION B

	How many hours of TCPD are anticipated to be pre-planned for trainees?

	








	How do you anticipate this planned TCPD support trainees’ achievement of the PEAT 2 Outcomes and The Standard of The Qualifying Solicitor?

	





















	How many of these pre-planned hours will be dedicated to the development needs of individual trainees as opposed to generic for all trainees?

	























	How do you intend to support the individual trainee’s development needs?

	The Society considers that it is of value to trainees to have the opportunity to undertake some external elements of TCPD to have the opportunity to interact with trainees from a range of legal practices and to build networks.  






















	If a trainee has a development need that is not identified in your pre-planned TCPD, how do you intend to assist that trainee’s development needs?

	E.g. will you buy in external expertise to present to your firm or source appropriate TCPD with another provider?






















	How many hours of TCPD are anticipated to be in substantive law?

	Development needs of individual trainees will not only be in substantive law, and when planning TCPD with trainees, reference should always be made to the PEAT 2 Outcomes.




	How do you intend to undertake gaining feedback from trainees?

	Please also use this space to explain how you will incorporate feedback into your courses?




SECTION C

Fee: £250 plus VAT
Please make cheques payable to the Law Society of Scotland

	I certify that the information provided in this application form is correct at the time of submission and undertake to provide details of any subsequent changes to the Law Society of Scotland.


	Name 
	

	Signature
	

	Date
	


Please return to:
The Education and Training Department

The Law Society of Scotland

26 Drumsheugh Gardens

Edinburgh

EH3 7YR

� Any organisation that employs and trains trainee Scottish solicitors.





� A list of Authorised Providers will be held on the Society’s website as a resource for trainees and PEAT 2 Training Organisations.


Further, the Society intends to host a list of upcoming courses from all Authorised TCPD providers on its website to assist trainees and PEAT 2 Training Organisations.





� PEAT 2 Training Organisations wishing to offer TCPD externally (e.g. to trainees other than those employed by themselves) will require to hold ‘Licence C – Authorised Trainee CPD Provider (External)’.


� For the sake of brevity, the Society will refer to all such activities as ‘’courses’’.


� Remembering that legal knowledge is a PEAT 2 Outcome. The Society does not prescribe what legal knowledge should be covered as this will differ massively from traineeship to traineeship.


� This does not replace the requirement for trainee solicitors to update their PEAT 2 Record.
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