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GUIDANCE ON APPLYING TO THE REGISTERED PARALEGAL SCHEME: 
Between 16th August 2010 and 15th August 2011, the Society ran two transition stages which granted access to the Registered Paralegal Scheme to paralegals who already met the standards of the Scheme.

From Monday August 15th 2011, the ‘Full Route’ launches. Applicants who apply on or after that date will, therefore, apply via The Full Route which involves working as a Trainee Registered Paralegal for 1 year. Please see section 4.9 and 4.10 of the Scheme of Operation for further information.

From 15th August 2011, the ‘Full Route’’ is the only method through which applicants can enter the Scheme. The only exceptions are those who have secured a waiver under sections 4.5.1 and 6 of the Scheme of Operation. 

For those paralegals awaiting the creation of a new domain: The start of the new stage does not affect your status.
All applicants via ‘’the Full Route’’ must hold a formally recognised and assessed qualification relevant to the work they will be doing as a Trainee Registered Paralegal.

A ‘Formally recognised and assessed qualification´ is deemed to be a qualification from a Scottish university or college; a university or college in another jurisdiction which has similar requirements in relation to teaching, quality assurance and assessment as a Scottish university or college; or a training organisation which has similar requirements in relation to teaching, quality assurance and assessment as a Scottish university or college.
THE SOCIETY WILL NOT ACCEPT ANY APPLICATION RECEIVED BEFORE THE 15th AUGUST 2011.
	The following are the Society’s Guide Legal Domain Areas:

· Civil Litigation: Debt Recovery
· Civil Litigation: Family Law

· Civil Litigation: Reparation Law

· Commercial Conveyancing
· Criminal Litigation
· Domestic Conveyancing
· Liquor Licensing

· Wills & Executries

The number of Legal Domains which a paralegal is entitled to register in is not limited.

A number of new Legal Domains are currently under consideration. If you work in a Legal Domain which is not listed above please contact the Society at registeredparalegals@lawscot.org.uk  




Guidance Note For Applicants
It is recommended you read section 4.10 of the Scheme of Operation in association with this guidance.

Applicants who hold a formally recognised and assessed qualification relevant to the work they will be doing as a Trainee Registered Paralegal must then:

· Spend twelve months, or the equivalent of twelve months, as a Trainee Registered Paralegal, working under a Supervising Solicitor, in delivering legal advice to clients
· Demonstrate to the Supervising Solicitor during the twelve month (or equivalent to twelve month) training period that they are applying the knowledge, skills, attitudes and values contained in the General Competencies and Additional Competencies for the Legal Domain in which they work, and that they understand and are abiding by the Standards (the Standards are outlined in the Scheme of Operation).
· At the end of the twelve month period, be declared as competent by the Supervising Solicitor according to the General Competencies and Additional Competencies in the Legal Domain in which they work, and the Standards
Details of the General Competencies can be found in Schedule B of the Scheme of Operation.

The completed form should be returned to the Society no earlier than August 15th 2011, and be sent to registeredparalegals@lawscot.org.uk. 
The application form is Appendix A of this document.

Trainee Registered Paralegal Responsibilities
In order to successfully complete the Full Route qualification as a Registered Paralegal, the Trainee Registered Paralegal has a number of responsibilities including:

· to comply with the General Competencies and Additional Competencies relevant to the Legal Domain in which they work, as well as Standards after their 12 months as a Trainee Registered Paralegal

· to work in (a) Legal Domain(s), always in support of a Supervising Solicitor, in delivering legal advice to clients
· to submit their application for entry through an online Customer Relationship Management (‘CRM’) system designated by the Society, as may be amended from time to time

· obligation to keep their details up to date, including CPD and performance review information, using the self-service method offered by the CRM system
· a commitment to undertaking 10 hours of CPD per annum as outlined in the Scheme of Operation. Guidance and requirements for Registered Paralegal CPD will be published in due course.
Supervising Solicitor Responsibilities
Supervising Solicitors have a number of responsibilities in relation to the Trainee Registered Paralegal’s route to qualification as a Registered Paralegal.  These include:
· Monitoring the Trainee Registered Paralegal for the 12 month training period
· Completing Quarterly Performance Reviews of the Trainee Registered Paralegal. These Quarterly Performance Review forms will be available online in due course.

· Ensuring that the Trainee Registered Paralegal works only in support of, and with the supervision of, a Scottish solicitor
· During the 12 month training period, monitor whether the Trainee Registered Paralegal is applying the knowledge, skills, attitudes and values contained in the General Competencies and Additional Competencies for the Legal Domain in which they work, and that they understand and are abiding by the Standards
· At the end of the 12 month period, declare whether or not the Trainee Registered Paralegal is competent according to the General Competencies and Additional Competencies in the Legal Domain in which they work, and the Standards
· The Supervising Solicitor retains direct responsibility of the legal work undertaken
Appendix A: Application form:

Personal Details:
	Name: 
	

	Firm/Organisation:
	

	Work Address:
	

	Email Address:
	

	Work Phone Number:
	

	Supervising Solicitor:
	
	Supervising Solicitor email:
	



Application Details

	Which Legal Domain(s) do you wish to register in? The Guide Areas are:

· Civil Litigation: Debt Recovery
· Civil Litigation: Family Law

· Civil Litigation: Reparation Law

· Commercial Conveyancing
· Criminal Litigation
· Domestic Conveyancing
· Liquor Licensing

· Wills & Executries

*See above for guidance on the creation of new Legal Domains 

	

	Do you hold a formally recognised and assessed qualification relevant to your work? Such qualifications include (if so please detail your qualification and provide a copy of your certificate):

· Professional Development Award 

· HNC/HND in Legal Studies 
· Strathclyde University/CLT qualification

· Stirling University/Scotia Law Training qualification

· Reward Training Qualification (these courses are no longer available);
· LLB

· LLB + Diploma in Legal Practice

· BA (Law) 
· MA (Law) or LLM
· SOLAS

· If you hold a formally recognised and assessed qualification that you believe is relevant to your work as a paralegal and such a qualification is not listed above please contact the Society.

	

	Are you a member of any Paralegal Association? 
If so, which paralegal association(s)?

	

	Have you or your employer been the recipient of a complaint relating to your work as a paralegal?
	


Paralegal signature: _________________________________________________

Date: _____________________________________________________________

I, ______________________________, confirm that I am the supervising solicitor of 
__________________________________ and that both he /she and I undertake to comply with the processes outlined above.
Signed: _______________________________
Date: __________________________________
In order to avoid potential delay in your application please tick the following check list to ensure your application is complete and all relevant documentation has been presented:
	
	Yes
	No

	A fully completed and signed ‘Full Route’ application form
	
	

	A character reference from your Supervising Solicitor
	
	

	A copy of your formally recognised and assessed qualification or SOLAS Certificate 
	
	

	A commitment to undertake CPD
	
	


