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INSTITUTE OF LEGAL EXECUTIVES
EXTENDED RIGHTS OF AUDIENCE SCHEME

APPLICATION FOR A CERTIFICATE OF ELIGIBILITY
This form is divided into 5 parts.  
PART 1 – GENERAL INFORMATION
	1.  Personal Details

	Membership No

	Sex (M/F)
	  Date of Birth

	Title    Mr / Mrs / Miss / Ms / Other

	Family Name

	Forenames


	Address

Post Code
	Communication address if different

	Telephone Number (Home)
                                      (Work)
                                (mobile)

	Email




	2.  Advocacy Certificate

	Please indicate which Advocacy Certificate are you applying for? (Please tick appropriate box).  
· Civil Proceedings Certificate

· Criminal Proceedings Certificate
· Family Proceedings certificate


	3.  Examinations Passed

	Fellowsnav and Members wishing to undertake the advocacy training course will normally be expected to have passed or gained exemption from the relevant subjects in the Level 6 Examinations.  The subjects are set out in the guidance notes. Please give details below of subjects you have passed.  Use the blank boxes to indicate other ILEX examinations that you have passed.  If you have not passed these examinations you must also complete the additional form with this application which is headed part 5.  

	Subjects
	Date Passed or ILEX exemption granted
	Subjects
	Date Passed or ILEX exemption granted

	Law of Contract
	
	Family  Law
	

	Law of Tort
	
	Family Practice
	

	Civil Litigation
	
	
	

	Criminal Law
	
	
	

	Criminal litigation
	
	
	


	4.  Employment Details

	Please give details of your employment during the last 5 years, starting with the most recent.

	Employers Name & Address
	Job Description and Nature of Employment (including special responsibilities and seniority in firm)
	Dates

	
	
	From
	To

	
	
	
	

	5.  Prior Conduct

	Please answer the following questions

1. Has any decision ever been made against you (whether currently under appeal or not) excluding or expelling you from any professional body?
Yes / No
2. Have any proceedings been taken against you under the Solicitors’ Act 1974, including under section 43 which provides for control of the employment for solicitors’ staff?
Yes / No
3. Has a declaration of bankruptcy been made against you or have you made any arrangement with your creditors?
Yes / No
4. Are there any outstanding judgments or orders of the court against you?
Yes / No
5. Has a caution or conviction been recorded against you in the UK or elsewhere (other than a motoring offence not resulting in disqualification)? (This declaration is subject to the provisions of the Rehabilitation of Offenders Act 1974, Fellows are an exempt category under the Act; Fellows and applicants for Fellowship must include details of spent convictions)
Yes / No
6. Has an order been made against you by the Legal Ombudsman?

                                                                                                                  Yes / No
7. Have any clients made a complaint about your work and/or conduct to you or your employer in the last 12 months?  (This question is to enable IPS to collect information about the types and numbers of complaints made against ILEX members.)
                Yes / No
If the answer to any of the above questions is ‘Yes’, please give further details below.  (If you have answered ‘Yes’ to question 5 please provide details of the offences and any convictions; a copy of any memorandum of conviction; and confirmation whether you have paid any fine or complied with any other order imposed on you)



PART 2 – ADVOCACY AND LITIGATION EXPERIENCE
8. Litigation experience

How many years of litigation experience do you have ……………………….…

How much of this experience has been gained as a fee earner………………..

	7. Please answer the following questions about the experience you have gained in the 2 years preceding the date of this application.

	7.1  How many chargeable hours do you spend on litigation work each year

	

	

	7.2  What proportion of your time is spent on litigation work

	

	

	7.3  Provide a general description of the litigation work you carry out

	

	7.4  Provide an outline of the nature and range of your typical caseload.  Your answer should indicate the seriousness and complexity of issues that you deal with and provide a summary of any difficult cases you have handled.

	

	

	7.5     What proportion or how many cases have you prepared for trial during the last two years

	


	7.6 Civil / family applicants
Provide an outline of the range and nature of advocacy experience you have.  You should indicate how many contested and uncontested cases you deal with, which courts they take place in and the nature of the issues involved.

	


	7.6 Criminal proceedings applicants
7.6.1  Indicate if you are a police station accredited representative

7.6.2  State how long you have been a police station accreditation representative
7.6.3  Provide an outline of the range and nature of advice you have provided as a police station accredited representative and the types of cases you have given advice in.  You should indicate how many cases you have provided advice in and over what period that advice has been provided.  

	


	7.7 Provide an outline of the range and nature of advocacy you have observed.  You should indicate the type of hearings you have observed, how many cases were contested and uncontested, which courts they took place in and the nature of the issues involved.

	


	7.8  Indicate any distinctive features of your work

	


	7.9  Describe the supervisory arrangements exercised over your work

	


	7.10  Provide details of any supervisory responsibilities you have over the work of others

	


PART 3 – PORTFOLIO
This section must be completed by all applicants

You are required to provide a portfolio of cases in which you have been involved relating to the types of proceedings for which you are seeking to qualify as an advocate.  The portfolio should comprise of:

· 5 cases in which you demonstrate your experience of litigation, AND
· 3 cases in which you demonstrate your advocacy experience.  

The cases to which you refer in the portfolio must have occurred within the last 2 years.  

The portfolios should be presented on A4 paper and be typed.  Please start each portfolio on a new sheet of paper.  Alternatively you may use the portfolio forms enclosed with this application.
The guidance notes set out the issues that you should cover in the portfolio.

	8.  Additional Information

	If there is any additional information or any exceptional circumstances relating to your application which you wish to be considered, please give details below.  

	


PART 4 – DECLARATION

	9.  Employer’s Endorsement

	I confirm the details provided in this application by . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  of his/her employment, litigation and advocacy experience are correct, to the best of my knowledge, and that he/she is expected to continue to undertake advocacy during the next 12 months in the course of his/her employment.

Signed
……….. (Print Name) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   

Partner in the firm of (Firm’s name)


Date

                                                                                                        


	10.  References

	Provide the names and addresses of 2 referees below.  

	Referee 1
	Referee 2

	Name


Address


Post Code


Tel: 


Position of referee …………………………

(eg judiciary, opposing counsel etc)
	Name


Address


Post Code


Tel: 

Position of referee …………………………

(eg judiciary, opposing counsel etc)


11.  Declaration

I hereby apply for the * Civil Proceedings / Criminal Proceedings / Family Proceedings Certificate.

(*delete as appropriate)

I agree to be bound by the Institute’s rules governing its advocacy training.  I enclose an application fee of £110.00

Signed
 Date. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

PART 5 – Alternative examinations or knowledge of subject area
This section should only be completed by applicants who have not passed the ILEX Level 6 examinations relevant to the advocacy certificate which they seek.  
	12.  Alternative examination passes




	If you have passed the examinations for the certificate you seek at a similar or higher standard and with substantially the same subject content please complete this section.  You should also provide a copy of the certificate.



	Title of subject
	Date passed 

	Level of course
	Awarding body

	
	
	
	


13.  Experience of subject area

If you have not passed the relevant examination at either ILEX Level 6 or equivalent complete this section.  You need to show that you have adequate knowledge and experience of the subject area.  Refer to the guidance notes which set out what knowledge and experience you need to show for each subject.
Answer the questions on the next page.  You should complete a separate copy of this form for each subject from which you seek an exemption.

Subject for which exemption is sought …………………………………………..
	13.1 Provide a summary of the knowledge you have gained for the subject for which you seek an exemption.  Your summary should map your knowledge against the syllabus for that subject

	


	13.2 Outline the mechanisms by which you gained that knowledge and state when you gained it.  

	


	13.3 Outline how you have applied your knowledge of the subject from which you seek an exemption to your work.  You should indicate the range of areas that your work covers within the syllabus for the subject for which you seek an exemption.

	


	13.4 Indicate how you apply the rules and principles relating to that area of law to your cases.  Your answer should again refer back to the syllabus.

	


	13.5 What proportion of your work involves dealing with cases that fall within the area of law for which you seek an exemption.

	


DECLARATION
I confirm that the information contained on this form is accurate to the best of my knowledge and belief and I hereby apply for exemption from the need to complete the relevant examinations to enrol onto the rights of audience course.

Signed ………………………………………… 
Date ……………………………….
	Please complete this form and return it to: ILEX Professional Standards, Kempston Manor, Kempston, Bedford, MK42 7AB enclosing all necessary information.


PORTFOLIO FORM – LITIGATION CASES
You are required to complete portfolios setting out 5 litigation cases that you have handled.  The cases that you refer to must have occurred in the previous two years.  If you decide to use this form you will need to make 5 copies of the form and complete one for each case.

For each case answer the following questions

Date you were instructed in the case …………………………………………

	Provide a concise description of the case, its progression and outcome 

	


	Outline the law arising in the case and its application to the facts of the case 

	


	Summarise the procedural or process issues that arose in the case.   Your answer should include the Court, and in civil cases, the track to which the case was allocated

	


	Summarise the evidential issues that arose in the case and how you dealt with them

	


	Provide a summary of any ethical or conduct issues that arose in the case and how you dealt with them

	


	Provide a summary of the funding issues that arose in the case and how you dealt with them

	


	Outline any research that you undertook into law or procedure when handling this case

	


	Summarise any decisions you had to make, how you made them and whether you had to take any advice on strategic issues in the case

	


	Summarise any training or development needs you identified while you dealt with this case

	


DECLARATION
I confirm that the information contained on this form is accurate to the best of my knowledge and belief.

Signed ………………………………………… 
Date ……………………………….
PORTFOLIO FORM – ADVOCACY CASES FOR FAMILY AND CIVIL APPLICANTS
This form should only be completed by applicants for the civil or family proceedings certificate.  

You must complete portfolios setting out 3 cases you have handled where you undertook the advocacy.  The cases that you refer to must have occurred in the previous two years.  If you decide to use this form you will need to make 3 copies of the form and complete one for each case.

For each case answer the following questions

Date you were instructed in the case …………………………………………

	Provide a concise description of the case, its progression and outcome.  

	


	Summarise the nature of the advocacy that you undertook in the case.  Your answer should include any negotiation or arbitration meetings that you were involved in

	


	Indicate what Court(s) the hearing took place in and whether the case was contested

	


	Summarise the preparation work you carried out for the hearing 

	


	Provide a summary of what the clients objectives were for the case and how you managed those objectives

	


	Provide a summary of any legal and procedural issues that arose during the course of the hearing and how you dealt with them

	


	Provide a summary of any evidential or ethical issues that arose during the course of the hearing and how you dealt with them

	


	Indicate how effective your advocacy was in the case

	


	Summarise any training or development needs you identified arising out of your advocacy in this case

	


DECLARATION
I confirm that the information contained on this form is accurate to the best of my knowledge and belief.

Signed ………………………………………… 
Date ……………………………….
PORTFOLIO FORM – POLICE STATION CASES FOR CRIMINAL CERTIFICATE APPLICANTS
This form should only be completed by applicants for the criminal proceedings certificate who are accredited police station representatives.  (If you are not an accredited police station representative you should contact ILEX to obtain a criminal advocacy portfolio form to complete instead).

You are required to complete portfolios setting out 3 cases where you have provided advice at the police station.  The cases that you refer to must have occurred in the previous two years.  If you decide to use this form you will need to make 3 copies of the form and complete one for each case.

For each case answer the following questions

Date you were instructed in the case …………………………………………

	Provide a concise description of the case, its progression and outcome.  

	


	Summarise the manner in which the instructions were received by you

	


	Indicate the context in which the advice was provided.  Your answer should also indicate whether the advice was provided at the police station, by telephone or through other means

	


	Provide a summary of any legal issues that arose during the course of the advice, assistance and representation you provided to the client and how you dealt with them

	


	Provide a summary of any procedural issues that arose during the course of the advice, assistance and representation you provided to the client and how you dealt with them

	


	Provide a summary of any conduct or ethical issues that arose during the course of advising, assisting and representing the client and how you dealt with them

	


	Summarise the action that you took after you had provided advice, assistance or representation to the client

	


	Indicate how effective your advice, assistance and representation of the client was in the case

	


	Summarise any training or development needs you identified arising out of your advice, assistance or representation in this case

	


DECLARATION
I confirm that the information contained on this form is accurate to the best of my knowledge and belief.

Signed ………………………………………… 
Date ……………………………….
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