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LICENCE A – AUTHORISED REVIEW PROCEDURE

PEAT 2 training organisations may apply for ‘Licence A – Authorised Review Procedure’.
This document sets out the application process to allow training organisations to use their own review procedures rather than the Law Society of Scotland’s (the Society's) PEAT 2 Quarterly Performance Reviews (PQPR) and also sets out 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 A – Authorised Review Procedure’ 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 which outlines the standardised PEAT 2 Programme.

Over the course of the two years of PEAT 2, all trainees should undertake 8 PQPRs. Those PQPRs should:

· Be based on the PEAT 2 Outcomes, allowing a trainee’s achievement of  the PEAT 2 Outcomes to be measured over the course of two years, with the ultimate goal being attainment of the ‘standard of the qualifying solicitor’


· Focus on the development needs of a trainee and, from that, should form the basis of work allocation and Trainee Continuing Professional Development (TCPD) for the upcoming quarter(s).

· Allow reflection on the previous quarter, including progress on any development needs previously identified, through work allocation and TCPD undertaken since.

Licence A allows PEAT 2 training organisations to use their own review procedures instead of the Society’s PQPR. 
PROCEDURE FOR LICENSING

PEAT 2 training organisations wishing to use their own review procedures will require to hold Licence A to do so. 

A PEAT 2 training organisation which has been granted Licence A will:

· Base the PEAT 2 training on the achievement of the PEAT 2 Outcomes

· Use their own review procedures in lieu of the Society’s standard PQPR processes.

· Comply with all of the conditions set out below.

· Choose to either use the Society’s online PEAT 2 Record or use their own reflective learning system.

The Society wishes to ensure that the authorisation process under this licence:

· Imposes standards on authorised training organisations which ensure that the review mechanisms used by trainees meet the standard of the Society’s own PQPR system.

· Addresses the status of a review mechanism as a key component of PEAT 2, which is intended to facilitate trainees’ achievement of the PEAT 2 Outcomes and the 'standard of the qualifying solicitor'.
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Conditions

It is a condition of gaining and retaining Licence A that the authorised training organisation will:

· With all trainees, undertake quarterly performance reviews which meet the terms of this licence.

· As soon as reasonably practicable, notify the Society in writing of any changes to the business address or name of the nominated contact.
· Assist with the monitoring of standards by co-operating with the Society in undertaking at least one monitoring visit during the authorisation period.
· Provide a quarterly report to the Society giving a general statement on each trainee’s performance over the past 3 months by filling in Appendices B and C of this document..

· Where there is a concern about a trainee undertaking PEAT 2 potentially not meeting the standard of the qualifying solicitor, highlight this to the Society at the earliest possible juncture. (Either via the completion of Appendix B as part of the quarterly report or directly to the Society between quarterly reports)

The Society reserves the right to:

· Visit the authorised training organisation upon giving reasonable notice.

· Request sight of any individual quarterly performance review.

· Request sight of an individual trainee’s – or cohort of trainees’ – PEAT 2 Record or, where appropriate, the firm's equivalent.

· On giving reasonable notice, speak to reviewers, trainees, HR staff or other representatives of the organisation about any aspect of the authorised review procedure and the authorised training organisation’s obligations under this licence.

Termination of licence

The Society may terminate the licence if, in the Society's sole discretion:

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

· There is evidence that the Authorised Review Procedure is below the standard that is acceptable to the Society.

Authorised training organisations 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 – and pay - for a new authorisation. Upon termination of a licence, providers will be subject to the standard PQPR requirements.
APPENDIX A – APPLICATION FOR LICENCE A
SECTION A:

	NAME OF ORGANISATION
	

	ADDRESS
	

	NAMED CONTACT
	

	TELEPHONE NUMBER
	

	EMAIL ADDRESS
	

	NUMBER OF TRAINEES
	

	SIGNATURE OF NAMED CONTACT
	


	The following are key principles of PEAT 2 and the Society’s PQPR:


· The PQPR focuses on each individual trainee’s development needs ensuring that by the end of PEAT 2 the trainee will have worked on any areas requiring extra attention and will meet the standard of the qualifying solicitor at the end of the two years.

· Development needs are identified at each quarterly review, and action points identified to be reported on at the next quarter.

· TCPD is expected to be used, where it might be necessary, to support an individual trainee in the achievement of a PEAT 2 Outcomes, where a development need has been identified, and where the work-based training may not offer the opportunity

· The PEAT 2 training organisation has a responsibility to monitor the achievement of the PEAT 2 Outcomes and achievement of the standard of the qualifying solicitor in undertaking the PQPRs.

Any licensed in-house review procedure must: 


(a) support achievement of the PEAT 2 Outcomes


(b) achieve the same objectives as the Society’s PQPR for (e.g. be focused around the PEAT 2 Outcomes)


(c) support each trainee in their achievement of the standard of the qualifying solicitor. 
Taking each point above in turn, please use the space below to describe how your organisation’s in-house review mechanisms can be substituted for the PQPR whilst achieving the same objectives.

Please attach any useful information (e.g. a copy of forms; a copy of completed forms; evidence of how the completion of forms links to work allocation etc).


	


	Does your internal review mechanism cover matters that are not relevant to the PEAT 2 Outcomes and, if so, what does it cover?

If so, can you assure the Society that these matters will not be used when deciding whether or not an individual will meet the standard of the qualifying solicitor?

	


	The Society requires that both the training solicitor and trainee should prepare adequately for reviews. 

Please explain how your organisation would ensure that this occurs. 


Please also explain how your organisation would ensure that the outcome of the quarterly review will be agreed between training solicitor and trainee.

	


	Do your reviewers undergo training prior to undertaking reviews? Please provide detail on this matter.


	





















	Practice Units that hold Licence A will be allowed to use their own internal recording mechanisms rather than use the Society’s own reflective area (the PEAT 2 Record) 

Do you intend to use your own reflective learning system? (If the answer to this question is no, your trainees MUST use the system built within the Society’s website).

If yes, can you provide details of how this will work? 

If yes, how do you intend to ensure that trainees will update this regularly?

If yes, how do you intend to capture reflective learning against the PEAT 2 Outcomes?

	


	Please list the individuals you expect to review trainees over the course of the licence

	Name
	Current Grade

(Partner, Associate etc)
	Have received training on conducting reviews (Yes/No)?

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


The Society notes that this will be fluid but this process is to ensure an overview. Please also see licence conditions.

	In this section, please provide details of any other information you believe supports your application.

	


Section C
Fee: £500 + 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

Atria One, 144 Morrison Street

Edinburgh

EH3 8EX

Appendix B: Quarterly Report
	Trainee name
	Supervising solicitor at latest review
	Review number
	At what level is the trainee currently performing:

- Above standard required

- At the standard required

- Below standard required
	Do you have any concerns about the individual trainee meeting The Standard of the Qualifying Solicitor?
	Total number of TCPD hours completed (over course of traineeship to date)
	Any other matters?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Appendix C: Trainee CPD Report

	Date
	Course title
	TCPD Hours
	Name of Provider
	Authorised or non-authorised
	Name of trainee (a)
	Name of trainee (b)
	Name of trainee (c)  
	Name of trainee (d)
	Name of trainee (e)
	Name of trainee (f)
	Name of trainee (g)

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Total Hours
	
	
	
	
	
	
	
	
	
	
	


� If your firm has more than 7 trainees please copy and paste this table as appropriate.


Please record all TCPD undertaken by trainees (i.e. if your practice unit holds Licence B you should detail the TCPD sessions run under that Licence here but also any external sessions that your trainees have undertaken).








