

 (
Immigration and Asylum Accreditation - 
Senior Caseworker, Casework Assistant
 and
 
Trainee Casework Assistant
Accreditation application form
)[image: Accreditation Immigration Asylum]

[image: Immig&Asylum] (
Immigration and Asylum Accreditation 
–
 
Senior Caseworker, Casework Assistant
 and 
Trainee Casework Assistant
 
Accreditation application form
)
Accreditation application form - 
Immigration and Asylum Accreditation - Senior Caseworker, Casework Assistant and Trainee Casework Assistant 


Contents
Section 1 - General information	4
A - Your details	4
B - Organisation information	5
C - Suitability for accreditation	5

Section 2 - Initial assessment	6
D - Scheme specific requirements	6
Declaration - Applicant	7
Declaration - Partner / senior manager (non-solicitor applicants)	8
Declaration - Partner / senior manager (solicitor applicants)	8

Section 3 - Supporting documentation checklist	9

Section 4 - How to pay and return your application form to us	9



	Step 1 – Complete the application form

	· Once you have completed and passed the relevant pre-application assessment provided by Central Law Training, please complete the form in conjunction with the accompanying guidance notes.  Emboldened words are defined in the glossary of terms in the guidance notes.
· This application form should be used to apply for one of the following stages in the Immigration and Asylum Accreditation:
· Senior Caseworker 
· Casework Assistant
· Trainee Casework Assistant
· Supervising Senior Caseworker
· You must complete all sections and check that the information provided is true and accurate before signing the declaration. For solicitor applicants, your application should also be signed by a partner or senior manager.
· The application form is designed to be completed electronically in Microsoft Word (1997 and later).  Use the ‘tab’ key to progress through the form.  Questions require a combination of typed answers, choosing an option from a drop-down menu or confirmation using a check box.  
· You are also required to provide separate supporting documentation, which must be submitted along with this completed application form.
· If any development affecting your application after submission of this form would affect the answers given (whether in relation to complaints, claims, regulatory matters, changes to relevant persons or otherwise), you must notify the Accreditation Office as soon as possible and, in any event, within 14 days of the change or the decision to make the change, whichever is the earlier.
· Please keep a copy of your completed application form for your records.

	

	Step 2 – Return your application to us

	· Email your completed application form to us.  Please do not make payment when submitting your application.  Upon receipt of your application, the amount payable will be determined and an invoice will be sent to the individual applying for accreditation.
· When emailing your application, please do not send files exceeding 18MB.  If necessary, please send your supporting documents in separate emails.

	

	Questions?

	We cannot process your application if any relevant data or documentation is missing from your application form.  If you are unable to resolve your query using information provided in the guidance notes, please contact us:
Tel: 020 7320 5797    Email: accreditation@lawsociety.org.uk


 




[bookmark: _Toc534292786]Section 1 - General information
[bookmark: _Toc367894217][bookmark: _Toc428529007][bookmark: _Toc431393163][bookmark: _Toc534292787]A - Your details
	1. 
	Title and full name (forename[s], surname and any former names)
	[bookmark: Text1][bookmark: _GoBack]Title:      
[bookmark: Text2]Forename(s):      
Surname:      
Former names:      

	2. 
	Telephone number
	     

	3. 
	Email address
	     

	Questions 4 – 6.  To be completed by solicitor applicants

	4. 
	SRA ID
	     

	5. 
	Do you hold a current practising certificate?

If 'No', provide details
	

     

	6. 
	Have you held an unconditional practising certificate at all times since admission as a solicitor?

If 'No', provide details
	


     

	Questions 7 – 8. To be completed by all other applicants

	7. 
	Please give your job title and a description of your role

	
If ‘Other’, please state:      

Role description:      

	8. 
	Do you hold a relevant professional qualification(s)?

If ‘Yes’, please provide details:
	

Name of qualification #1:      
Professional body awarded by:      
Your membership number:      
Date of qualification (MM/YYYY):      

Name of qualification #2:      
Professional body awarded by:      
Your membership number:      
Date of qualification (MM/YYYY):      

Name of qualification #3:      
Professional body awarded by:      
Your membership number:      
Date of qualification (MM/YYYY):      



[bookmark: _Toc428529008][bookmark: _Toc431393164]

[bookmark: _Toc534292788]B - Organisation information
	Solicitor applicants: postal and email communications will only be sent to you at your regulated practice.  This is the information you provide in MySRA.  Please ensure that your contact details for the practice at which you currently work are up-to-date in your MySRA account, as we are not able to update this for you.
All other applicants: If you are employed in an SRA regulated practice, postal communications will only be sent to you at your regulated practice address. If you are employed in an organisation which is not regulated by the SRA, please also answer questions 11-12.

	9. 
	Name of practice
	     

	10. 
	Practice's main office SRA ID, if applicable
	     

	Questions 11 – 12. To be completed by applicants employed in a non-SRA regulated organisation

	11. 
	Organisation name
	     

	12. 
	Organisation address
	Address:      
Town/city:      
County:      
Postcode:      




[bookmark: _Toc534292789]C - Suitability for accreditation
	13. 
	Have you ever been convicted of an offence in a court of England and Wales or elsewhere, other than convictions which are considered spent under the Rehabilitation of Offenders Act 1974?

If 'Yes', please provide full details.
	




      

	14. 
	Are there any other matters affecting your suitability for membership of the scheme, of which the Law Society should be aware?

If 'Yes', please provide full details.
	


     

	15. 
	Are you currently involved in an investigation by the SRA, OISC or Legal Ombudsman or other regulatory or enforcement agency?

If 'Yes', please provide full details.

Please note that a check may be made against all internal Law Society and SRA records.
	


     

	16. 
	Have you received any complaints in the last five years?

If yes, please provide full details

Please continue on a separate sheet if required. 

Client names should be redacted to protect confidentiality.




	

Complaint one
Date received:      
Complaint area:      
Details:      
Any remedies:      
Open or closed: 

Complaint two
Date received:      
Complaint area:      
Details:      
Any remedies:      
Open or closed: 




[bookmark: _Toc534292790]Section 2 - Initial assessment
[bookmark: _Toc534292791]D - Scheme specific requirements
	17. [bookmark: _Toc367894219][bookmark: _Toc368402803]
	Which stage of accreditation are you applying to accredit at?
	

	18. 
	Senior Caseworker applicants
Please provide your assessment score in the written examination 

	     %


	19. 
	Casework Assistant applicants
Please provide your assessment score in the written examination
	
     %


	20. 
	Trainee Casework Assistant applicants
Have you passed the multiple choice test?

If ‘yes’, please include a certified copy of confirmation with your application
	


|_| Check box to confirm evidence is included

	21. 
	Supervising Senior Caseworker applicants
Are you accredited as a Senior Caseworker?

Please provide your assessment score in the timed assessment
	



     %







	[bookmark: _Toc534292792][bookmark: _Toc368402808][bookmark: _Toc359927413]Declaration - Applicant 

	I have read, understood and agree to the Law Society’s terms and conditions of accreditation contained in the application guidance notes.

I authorise the Law Society to seek verification of any matters pertinent to a proper consideration of my application.

I agree that any records held by the Law Society, the SRA or other relevant professional or regulatory body may be accessed and used in considering this application.

Data Protection Legislation
I understand that any details collected about me in relation to the scheme (‘the data’) may be shared with the SRA or other relevant professional or regulatory bodies for regulatory purposes. I also understand that details of my membership of a professional accreditation may be made publicly available by the Law Society and shared with third parties and/or member organisations.

Data protection notice
The Accreditation Office will keep copies of your application form for three years (from the date accreditation is either approved or refused) at which point it will be securely destroyed.  This complies with our legal obligation under data protection legislation not to keep records containing personal data for any longer than is necessary.

Assessment decision
I accept that the assessment decision made by the Law Society in relation to my application for accreditation is final, subject to the appeals process as outlined in the application guidance notes.

	[bookmark: _Toc400445128]Signature
	[bookmark: _Toc400445129]For electronic applications: I have read and understood the declaration above. Please check box to confirm |_|

	[bookmark: _Toc400445130]Name (BLOCK CAPITALS)
	[bookmark: _Toc435544141][bookmark: _Toc435543961][bookmark: _Toc400445131]     

	[bookmark: _Toc400445132]Date (DD/MM/YYYY)
	[bookmark: _Toc435544143][bookmark: _Toc435543963][bookmark: _Toc400445133]     







	[bookmark: _Toc534292793]Declaration - Partner / senior manager (non-solicitor applicants)

	I hereby certify and acknowledge that the applicant:

· is employed by this practice/organisation
· is of good character
· is supervised by a solicitor or is regulated by OISC
· that the Law Society may seek verification from OISC


	[bookmark: _Toc400445137]Signature
	[bookmark: _Toc400445138]For electronic applications: I have read and understood the declaration above. Please check box to confirm your acceptance |_|

	[bookmark: _Toc400445139]Name (BLOCK CAPITALS)
	[bookmark: _Toc435544149][bookmark: _Toc435543970][bookmark: _Toc400445140]     

	[bookmark: _Toc400445141]Date (DD/MM/YYYY)
	[bookmark: _Toc435544151][bookmark: _Toc435543972][bookmark: _Toc400445142]     


[bookmark: _Toc368318172][bookmark: _Toc368402829]


	[bookmark: _Toc534292794]Declaration - Partner / senior manager (solicitor applicants)

	I hereby certify and acknowledge that:

· the information provided in this application is correct to the best of my knowledge 


	Signature
	For electronic applications: I have read and understood the declaration above. Please check box to confirm your acceptance |_|

	Name (BLOCK CAPITALS)
	     

	Date (DD/MM/YYYY)
	     





[bookmark: _Toc534292795]Section 3 - Supporting documentation checklist
Please check the boxes below to confirm the relevant documentation that is included with your application:

	|_|
	[bookmark: _Toc400445146]Multiple choice test certificate
(Trainee Casework Assistant applicants only)
Section 2, D - scheme specific requirements, qu. 21 
	
	


[bookmark: _Toc368402830]
[bookmark: _Toc534292796]Section 4 - How to pay and return your application form to us
[bookmark: _Toc431393181]Please do not make payment when submitting your application.  Upon receipt of your application, the amount payable will be determined and an invoice will be sent to the individual applying for accreditation. Pricing can be found on our website at: www.lawsociety.org.uk/Immigration-and-Asylum-Fees.

· Upon receipt of your invoice, please make payment by bank transfer, credit or debit card.
· The terms of your invoice are immediate.  Accreditation will not be awarded until payment has been received in full.
· If payment has not been received within 30 days of the invoice date, your application will be withdrawn.

	Payment method
	Instructions

	Bank transfer
(BACS)
	· Email your completed application form to us at accreditation@lawsociety.org.uk.
· Upon receipt of your invoice, pay directly to our bank:  Quote the invoice number as the payment reference.

	Credit or debit card
	· Email your completed application form to us at accreditation@lawsociety.org.uk. 
· Upon receipt of your invoice, please telephone the cashiering team on 0121 329 6100 (option 2) to make payment.



	Billing address

	Is your billing address the same as your practice's main office address provided in Section 1B?

If 'No', please provide your billing address below
	


	Billing address

Complete if different from the address for your practice's main office
	Address line 1:      
Address line 2:      
Address line 3:      
Town/city:      
County:      
Postcode:      



Invoice query?
Contact the credit control team at creditcontrol@lawsociety.org.uk or  telephone: 0121 329 6100 (option 3). 

Payment query?
Contact the cashiering team at cashiers@lawsociety.org.uk or telephone: 0121 329 6100 (option 2).
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