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WELCOME

1

1.1

Welcome
The CILEx branches Toolkit – your guide to supporting local CILEx members
As an organisation covering England, Wales and areas overseas, CILEx’s strength at a
local level is achieved by the support and expertise of its local branches.
Through being a member of CILEx you are already able to support, encourage and
promote CILEx members and activities in your area. However, as part of a CILEx branch
you now have at your disposal a network of support that ranges from local colleagues to
staff at CILEx HQ. (A list of key contacts can be found in Annex A)
The following toolkit is an organic document that will evolve over time and will match the
requirements of branch members with the information you need to help strengthen your
branch, so you may best serve the local needs of CILEx members. It is designed to
assist prospective, new and established branches.
It is a comprehensive toolkit but is by no means exhaustive and while we hope that it will
show you how much we value and support all our branches, we also hope that you will
assist us to build a toolkit that will help you to support and promote CILEx and your fellow
members at a local level.
We are all responsible for the promotion of CILEx and its members and by working
closely together, CILEx HQ and its branches will be able to ensure that the work of CILEx
Members is noticed far and wide.
Thank you,
Victoria Hurdley
Director of Development
Email: vhurdley@cilex.org.uk
Tel: 01234 845644
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2.1

CILEx branch start-up and governance

GETTING STARTED
The all you need to know guide on starting a
CILEx branch
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CILEx branch start-up and governance
Role Descriptions for Committee Members
What being Chair is all about

Every branch needs someone to lead it: to show the way forward, to encourage your
members and to motivate them into greater effort. This is your task as Chair and by
definition, it is the most important and difficult task.
Your responsibilities include:
•
•
•
•
•
•

Setting branch objectives and ensuring that they are agreed with by your
committee and your branch membership
Developing good teamwork
Motivating your team
Making sure that tasks are delegated and that everyone has a job
Communicating to everyone so that they all know what they are doing
Representing your branch where required

How do you relate to other members of your branch
It is important to lead the members of the committee. As a leader, you set a good
example by being punctual, planning in advance, keeping cool in difficult situations and
listening to other people’s comments.
In a Committee meeting, all members are equal. Each should have a say in reaching a
policy decision. You have to abide by the majority decision just like everyone else. Once
that decision has been reached, then it is your job to ensure that it is carried out. It is up
to you to direct your team.
Skills and qualities of a branch chair
•
•
•
•
•
•
•
•
•
•

Draw different parts of your branch together
Recognise key issues and focus branch attention on them
Be able to formulate alternative solutions to problems
Be aware of the implications of branch activity and compliance with branch
rules (see Annex B)
Be willing to accept responsibility
Be able to command respect and exert authority (within the branch and within
your business community)
Be able to motivate people and develop team spirit
Be diplomatic, able to handle people sensitively and tactfully
Demonstrate fairness and strength, especially where conflict is apparent
Be willing to lead where raising the profile of your branch and CILEx generally
is concerned
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What being Treasurer is all about
Money is important to running the branch successfully and happily. It’s your job to
know how much there is, and where it is. When you have this information, you can tell
the Committee so that they can…
• Make informed decisions
• Ensure your branch activities are profitable
• Ensure sufficient funds are available to pay the bills
The importance of your role in the branch
•
•
•
•
•
•
•

You are the custodian of branch funds. The branch relies on you for the
accurate recording of all transactions
It is your job to know and understand the financial implications of branch
activities
Your financial information could govern key decisions made by the Committee
At any time you should be able to report accurately on the branch financial
position
You should ensure that members who owe money to the branch pay their bills
and ensure people owed money by the branch are paid
Represent your branch where required
Be willing to lead where raising the profile of your branch and CILEx generally
is concerned

Skills and qualities of a branch treasurer
•
•
•
•
•
•
•

A communicator who can make complicated things understandable
Accurate and tidy in presenting reports
Organised and good with numbers
A problem solver
An analyst and forecaster – someone who can work out what the financial
future will bring so that branch activities can be planned secure in the
knowledge that they will be well funded
Trusted to deal with other people’s money
Knowledgeable about the branch and its membership

What being branch secretary is all about
You will deal with branch administration.
The importance of your role in the branch
•
•
•

Being branch secretary involves quite a lot of paperwork. You will need a
precise and tidy mind. You will be responsible for completing forms
You are responsible for maintaining accurate records of all branch committee
meetings and decisions taken. A branch meeting minutes template can be
found in Annex C
You are responsible for maintaining accurate membership records and for
ensuring that subscriptions are paid and reminders are sent out promptly. If
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•
•
•
•

you are holding membership data you need to be familiar with the CILEx Group
Data Protection Policy which you can find in Annex D
You must ensure that branch members are kept fully informed of branch events
(if the branch has a Social Secretary, then that person may take on this
responsibility)
Representing your branch where required
Be willing to lead where raising the profile of your branch and CILEx generally
is concerned

Some skills and qualities you will need
•
•
•
•

An ability to grasp and summarise the key points and decisions at meetings
A logical and organised approach to the business of keeping records and of
drafting and presenting notices, minutes and reports
An ability to co-ordinate, communicate and organise
Working knowledge of data protection principles

Support for your branch
The Membership Directorate team (MDT) can help support your branch in the first
instance.
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Points to consider that could help your new (or revitalised) branch enjoy a
successful presence in your area
1. Focus of the branch – It is important to decide its main aims, its strengths and what
its range of activities will be. They could be balanced between academic assistance,
social and networking opportunities or biased towards one of these.
2. The aims and objectives of the branch will include:
• The provision of a point of contact for Fellows and Registered Persons who have paid
subscriptions to CILEx and live or work in ………….... or elsewhere and are entitled to
join.
• To continue to raise the profile and awareness of CILEx for the benefit of members
and potential members in the ………………….area and nationally.
• To develop alliances with local branches of professional associations, institutes or
clubs to provide opportunities for branch members to contribute to the social,
educational and training activities of the local community.
3. Views and Opinions - Hold one or a series of exploratory meetings to canvass the
views and opinions of those interested in joining a branch. These meetings are also
useful to agree who will take roles on the branch committee. A committee should be
elected although many new committees comprise volunteers for the first year of the
branch’s existence. A volunteer committee can be officially voted in at the first Annual
General Meeting. The exploratory meeting(s) should ask for offers of venues,
suggestions for events and contacts with other local organisations or associations. Some
branches choose to hold meetings at the same venue each time whilst others take
advantage of offers from members who work at locations with meeting rooms that can be
made available for branch meetings.
4. Programme of Events - It is very important to plan a list of events on a six monthly or
annual basis. A good opportunity to make this plan is at the branch annual general
meeting, which must be held between 1st January, and 28/29th February each year.
Naturally, the plan does not have to be a final plan but it should provide enough
information for members to want to include events in their diaries and for new members
to note that your branch has interesting and imaginative activities! More ideas for events
and how to run them can be found in Section 5 of this toolkit.
5. Revision Sessions – All students want the reassurance of extra revision help.
Remember when you were in their position? Some branches have run successful
revision sessions over several years. These sessions do take a fair amount of
organising, especially if the branch area covers several CILEx accredited centres. In
many instances, college tutors are happy to help – and so are examiners, if they live in
your area, although one or two are prepared to travel. Branches can make a small
charge to students for the revision session and use the income to pay for room hire,
payment for tutors, examiners or other speakers, handouts, refreshments, etc.
6. Speakers – All officially launched branches are accredited to provide assistance for
Fellows, solicitors and other professionals in undertaking CPD requirements. Engaging,
interesting and relevant speakers provide good opportunities for increasing income,

September 2015

2.6

CILEx branch start-up and governance
increasing membership and building on relations with other professions. Some
suggestions are given in the next section.

7. Sponsors – Peripheral suppliers (recruitment consultancies, experts, insurance
companies, software houses) are keen to support branches with events sponsorship and
CPD lectures. The general idea is that a sponsor will pay for, or contribute to, an event in
return for an opportunity to advertise services or products. Some will ask for time to
demonstrate a service or product to the audience – others will simply pay for
refreshments in return for acknowledgement in any speeches.
8. Council Members – A map of the Constituencies of England and Wales together with
the Council representatives for these areas is in Annex E.
9. Membership Lists – A branch cannot function unless it has members. It is vital to the
success of a Branch to keep and maintain an accurate list of members. The success of a
branch depends, to a degree, on the enthusiasm of the person who maintains the list.
There are various software packages that help to make this job fairly easy, such as
Microsoft Access or Excel which offers list analysis (who has paid their subscription and
who hasn’t), letter writing and mail-merge facilities. It is also a requirement of the branch
rules that membership numbers are notified to CILEx when annual accounts are
submitted and that data protection principles are followed.
10. Developing alliances with other Professionals – There’s usually someone
interested in joining your branch that is/has been involved with or knows about other local
branches of other professional institutes or associations. There is also the local
Chambers of Commerce, lunch clubs, Federation of Small Businesses as well as the
colleges in your area eager to know about your branch activities. These local clubs and
associations often struggle to get sufficient numbers to attend events and seminars –
joining forces could ensure some really memorable and well-attended events. A list of
some of these organisations can be found in Annex F
11. Promoting your branch on the Internet – CILEx will provide each branch with its
own micro website, linked to CILEx’s main website. It is divided into six sections which
include…
News – recent news from your branch.
Committee – Committee details.
Events – information about upcoming events at your branch.
Branch Services – including information about services such as study groups, work
shadowing and pro bono work.
Sponsorship – details of any sponsors of your branch and sponsorship opportunities.
Contact us – comprehensive contact details.
It is important to keep the content on your pages up to date. This is particularly the case
for branch contact details. We would advise that the content of your pages is checked on
a monthly basis.
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Social media such as LinkedIn, Twitter and Facebook can help generate further interest
in your branch.
Further details can be found in the Marketing & Promotions section of this toolkit.
Why does CILEx want a branch in your area?
• CILEx has over 20,000 students, members and Fellows who pay annual subscriptions.
They nearly all want closer contact with CILEx and with other members.
• This was emphasised in a recent member survey – members want the Chartered
Institute to raise their profile with the public and improve perceptions amongst
employers that Chartered Legal Executives provide professional qualities that should
be valued. Branches and their members can help themselves by promoting positive
perceptions in their towns, cities and counties. In order to make this happen, it is vital
that we have contact points (branches) around England and Wales and in those
countries where Chartered Legal Executives can practice.
• Chartered Legal Executives continue to achieve greater acceptance in their working
communities, while other professionals seek opportunities to network with them. They
often belong to local branches of their own Institute or Association (e.g. Chartered
Management Institute, Association of Accounting Technicians, Chartered Institute of
Personnel and Development, Institute of Careers Guidance, Professional and
Business Women’s Association, Round Table, etc.). A CILEx branch is important to
act as a facilitator to develop these regional networking opportunities. Contact details
and more ideas can be found at the end of this paper.
• Peripheral suppliers (recruitment consultancies, experts, insurance companies,
software houses) are keen to support branches with events sponsorship and CPD
lectures. These are examples of the value they place on increasing their contact with
CILEx members outside the workplace.
• Branches should encourage and help students to start their careers by providing
support (revision sessions, work shadowing opportunities, job finding). Students also
like to know what your job entails – being positive about why you are a Chartered
Legal Executive but also including some “real life” anecdotes can be quite motivating.
• CILEx course tutors, be they law graduates, fellows, solicitors or barristers, often ask
for closer contact with branches. They are receptive to being included as affiliate
members of a branch and will be more likely to promote your events and activities.
• From our conversations with students and their tutors, we developed a blueprint to see
whether qualified and part qualified members would like to get acquainted with and
help others who are starting out on their studies.
• The plan resulted in selecting a branch area that was inactive, carrying out a
marketing exercise and building on initial positive reactions. This formula has worked
several times. It could work for students, Members and Fellows in your area.
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Launching a new branch

1. Check no other branches in the area
2. Speak with the Membership Directorate team for advice on launching a new branch.
The contact details are branchsupport@cilex.org.uk.
3. Use social media to ask for interest
4. Organise a few informal events to gauge the amount of interest
5. Try and identify key office holders i.e. chair, secretary and treasurer
6. Once officers have been identified open a bank account
7. When bank account is open complete the Branch Grant Application form and send to
the Membership Directorate team at branchsupport@cilex.org.uk for the discretionary
branch grant
8. Once you have a prospective launch date, please forward details to
branchsupport@cilex.org.uk.
9. Invite Council Members in your area.
10. Organise a free venue if possible and seek local sponsorship
11. Think about your guest list and who to invite
12. Send out invitations to the branch launch
13. Contact Jogeeta Tura, jtura@cilex.org.uk for the branch logo and policy
14. Contact Ellen Birch at ebirch@cilex.org.uk for the branch tablecloth, branch stand,
letterheads, business cards for the chair. And branch chair’s badge of office.
Examples of our literature and order form can be found in Annex G.
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3.1

Finance
Grants

A fixed capital grant of £500 maybe available to all new and active branches
irrespective of size. However, the grant is there to help branches to reduce their
applications for funding for individual events. Branches should aim to become selffinancing by using the grant as “capital” when planning events. The award is also to
enable the branch to promote CILEx and the role of Chartered Legal Executives to a
wider audience. Functions that are purely for branch members should be selffinanced and without recourse to the award. Sponsors may subsidise events to make
branch financial management easier. All branches that require a grant should from
2016 submit a grant application form (see Annex H). New branches will be eligible for
a grant of £750 and should apply using the same form prior to launch.
V.I.P. tickets
Branches are eligible to apply for funds to cover the ticket price for VIP’s to sit on top
tables at events.
If the branch has invited CILEx office holders as guests (President, Vice President
and Deputy Vice President) then they are VIPs. CILEx staff members, if invited, will
claim on expenses. (CILEx Council Members attending events outside of their
constituency should go at their own expense).
An annual application should be included with the grant submission. This should just
list the number of tickets required for the year and the ticket price
(indicative if not yet known)

Annual return and branch accounts
Branches are required to submit an annual return by the end of February. The
Annual Financial Return Form and the Receipts and Payments Account can be found
in Annex H & I.
The discretionary grant will only be paid to branches that complete and return their
receipts and payments accounts by the end of each February. Please return your
Annual Return and branch accounts to the Membership Directorate team at
Kempston.
Where, at year-end, it can be seen from the accounts that the bank balance is greater
than the grant, consideration should be given to the amount of grant that is
applied for in the subsequent year.
The point of this financial overview is to ensure that branch funds are not
accumulated as a result of inactivity. The branches do not have power to guarantee
or pledge credit on behalf of CILEx. Our Finance Manager can be contacted on
01234 844351 or at info@cilex.org.uk
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Finance
Subscriptions
The maximum subscription is decided by the branch.

The amount of the branch annual subscription shall be decided at the Annual General
Meeting of the branch. All renewable subscriptions should be paid to the treasurer
within 28 days of the Annual General Meeting.
Investment
Funds held by a branch should be on deposit at a bank or building society. A mandate
should be obtained from the bank/building society and completed by the chairman and
treasurer of the branch.
The mandate is a record of designatory signatories for withdrawal of funds from the
account. The name of the account will be The Chartered Institute of Legal Executives,
Name of branch. A minimum of two signatories is required for withdrawals. Specimen
signatures are required for the mandate.
By having this type of account, there can be no argument over the ultimate ownership
of the funds.
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CILEx branch network

Annual return

All branches are required to complete and return this form together with their Annual
Accounts by the end of each February.
If you do not return this form, your branch will not be considered for a discretionary
grant. Please return the Annual Return and Annual Accounts to:
The Membership Directorate Team
The Chartered Institute of Legal Executives
Kempston Manor
Kempston
Bedford
MK42 7AB
Thank you for your help – we do appreciate it and the information you supply helps
us to support you.
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4.1

Marketing and Promotions

Who we are – our brand
The Chartered Institute of Legal Executives (CILEx) is the professional association
and governing body for Chartered Legal Executive lawyers, other legal practitioners
and paralegals. Our role is to enhance the role and standing of Chartered Legal
Executives and all our members within the legal profession.
CILEx provides a cost effective route to obtaining legal qualifications and a career in
law which is open to all. We have branches throughout England and Wales and many
members overseas.
The CILEx route is the ideal way to obtain a law qualification for school leavers,
graduates, legal support staff, mature students and those who already have family
commitments.
Typically those studying through CILEx receive on-the-job training in legal offices or
legal departments, whilst also attending classes in law and practice at one of our
accredited centres or via distance learning.
CILEx represents lawyers of the highest quality from a wide variety of backgrounds.
Ofqual monitors our Qualifications department and consistently comments on our
ability to offer high quality legal education. The Legal Services Board has consistently
given our regulatory arrangements, delivered by CILEx Regulation, a clean bill of
health.
Our roots date back as far as 1892 but we became a company by limited guarantee in
1963. We then became incorporated by Royal Charter in 2012. For more than 50
years, we have been offering unparalleled access to a flexible career in law. We work
closely with Government through the Ministry of Justice and are recognised as one of
the three core regulators of the legal profession and influencers of law reform.
Further CILEx Facts & Figures can be found in Annex J
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Getting the message out there
Different types of media
You are probably already aware of the different types of media that people access
everyday nationally. This guide will look at the local media that you will need to target
specifically. While these channels won’t be as far reaching as a national daily
newspaper or TV station, your audience is much closer to home so this brief guide to
local media will help you determine who best to target as depending on your publicity
idea not all will be suitable.
Regional/local newspapers:
• Community influence and above average trust from readership, depending on the area
there can be a wide circulation.
• Interested in stories with a regional/local focus and many are happy to support local
business and readership development.
• Most stories will go through an editor or newsroom group email inbox, decreasing your
chances of getting your story printed, but with a little effort you can get a reporters
direct email bypassing the ‘middle man’.
• Papers will forward plan most stories months in advance so keep them in the loop for
special or annual events.
Trade or specialist publications:
These publications are quite often not considered for publicity but can be very useful in
hitting your target audience. While they may only have monthly or quarterly issues, the
trade journalists will work with should know your industry inside and out.
• Think about business magazines or school papers, perhaps you have a local careers
guide?
• Staff will be limited so the editor will in this instance be the first contact.
• They often let you write the article.
Local radio
• A very local focus that has become more regional in places.
• BBC local radio will have set programmes with themes. Could you go along and talk
about different routes into law during a careers show or business programme? If they
don’t run one, suggest it to them.
• Usually BBC news desks are large, presenters can be contacted directly. Their email
addresses tend to be firstname.surname@bbc.co.uk.
• Commercial radio is still an option but many have limited time and cover and area too
large. Do still make contact with the reporter covering your area. You only have to
tune in to your local station to find out who this might be, or visit their webpage.
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Local TV

• Usually a wider regional focus.
• For them to be interested your story will have to be worth their while to come along and
film. There will need to be a good visual presence. An event like an opening or
celebration could interest them you may need to explain what visually interesting aspects
your story holds.
• Contact the news desk and ask for the education correspondent or local reporter for your
town. They usual have a high turnover of staff as reporters take on different projects or
transfer internally.
• Does our local area have an internet TV station? If so, get in touch with them as soon as
possible. Their budgets are not as high as traditional TV news but they are more likely to
cover your story.
Digital media
• The internet is an effective and inexpensive way of dealing with a wide audience.
• Social networking sites such as Twitter, Facebook LinkedIn can be an invaluable way of
getting your story to a large number of people quickly and efficiently.
What is a good news story?
All local media channels will be receiving hundreds of submissions for stories each week,
nationally that rises to thousands. The competitive nature of media means that you will
have to effectively prove why your story deserves column inches or air time above and
beyond others who are trying to do the same.
Before you contact the media think carefully about what your story is and what you want
your end result to be. Start reading local newspapers and listening/watching on air
broadcasts to get a feel for the sort of stories they already run and the style of their
reporting. If your town has more than one newspaper, it is likely that one will have a more
tabloid approach than the other and so your pitch to them may need to be different.
It could be that you don’t think your story is of interest, but you’d be surprised by what is
interesting to some people so when planning a news release, if you can answer ‘yes’ to
any of these points then you have a foundation for a good story.
• Is this going to affect a lot of people locally or could it affect a wider population?
• Is it original, local and emotive?
• Does it link to current news? E.g. Changes to law, news about the local high street,
charity work you are involved in and so on?
• Is a celebrity involved?
• What reaction is it likely to create? E.g. If you have some successful members think of
the pride of their families, friends and local people for doing so well.
If you feel you have a ‘newsworthy’ story you have to decide how best to present this to
the media who will not necessarily have the background information you do. The most
common way to do this still is to issue a press release but phone calls; tweeting and
personal invites are becoming increasingly popular.
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Presenting your story
Press release

The main trick to a press release is to tell your story in the top line. This draws the
journalist in and helps to get them interested right away so they don’t just move on to the
next submission. The following paragraphs contain information that supports the opening
paragraph.
It should be faultless and so you need to ensure it is proof read by at least two people
before it is sent out.
Usually newspapers will tend to ‘cut from the bottom’ so make sure all your main
information and any quotes are in the first four paragraphs.
The template press release in Annex K can be amended to your organisation’s style,
your own firm’s PR team may be able to help with this, but the content should follow the
same format.
You can also access all the CILEx Head office press releases via
www.cilex.org.uk/media/media_releases.aspx. Please feel free to forward our latest
releases to your local media.
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How do you issue your release?
Once written you have a number of ways of getting the news ‘out there’.

By now you will have hopefully made contact with various news desks and got
appropriate email addresses and deadline dates. If not then look in the publication itself,
usually the editorial team details are in the inside front page, or Google the broadcaster’s
name. When you have found their website their contact page should at the very least
have a general number that you can call and ask to be put through to the news desk.
You can then either send them the release in Word format or copy and paste the release
into the email and send in time for their deadline.
NOTE: If you are sending out the release to multiple recipients, ALWAYS add their
addresses to the BCC line. This ensures that no addresses are shared and displayed
publically without prior consent.
CILEx can publish the release on your microsite – Email: media@cilex.org.uk with your
release. You can then link to this page on your facebook, twitter and other social media
accounts.
Photographs
Newspapers are always looking for pictures to add colour and depth to their pages and
having a good picture with your story can make a massive difference to the odds of your
story being carried.
Increasingly radio stations and other media are also asking for pictures that they can add
to their websites and also a good photo can be added to your social media pages to help
with your own direct marketing and publicity.
To get an idea of what a good photo entails, have a look at the media you are targeting,
what style they like. You will probably find a lot of them now tend to avoid the ‘pose and
grin’ style where possible so think of original ideas.
Could a professional help? Do you know a friend who is a photographer? If not, see if a
newspaper would be able to send their own photographer along, but bear in mind they
may not have the time to do this.
Before you send the photograph, ensure you have permission from those in the picture to
use any photographs taken by your branch or the media, especially if you work with
children or vulnerable adults.
Remember to include a caption for each image and also describe who is in the photo if
your photo is being sent with your release. Make sure when attaching your photo to
emails that the size of the .jpg is as small as possible. This will help ensure the email is
not rejected by the recipients’ servers if it is over their email size limit.
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Follow up
Once issued, it is important to follow up your release with a phone call. This ‘pitch’
gives you a chance to check they have received it and also to repeat important points
and answer any initial questions they have. Make sure you know who you are pitching
too. While they may use different types of media themselves, it’s no good highlighting
photograph opportunities for a radio station or filming potential for a newspaper.
Choose the timing of your call carefully too. Newspapers will be more receptive in the
morning and contact them well before deadline day. If you are calling a radio station
try and make sure you call them about 15-20 past the hour as after this time they may
be busy preparing an hourly bulletin.
Don’t promise more than you can deliver. The journalist may ask you to do something
to help them with an exclusive angle, especially if they have local competition or they
may want to have time with a senior member of staff. Say you’ll see what you can do
but let them know in good time if it isn’t possible. It’s better to miss one story
opportunity than to create a reputation that you are someone who is unreliable.
Above all keep it short and don’t be concerned if a journalist cannot speak for long.
They are usually very busy and under pressure but they will be pleased to make
contact with you and build a relationship. It will take time and effort but you may find
that in time they even start to call you first.
How else to get coverage
Events
If you are hosting or organising a branch event make sure the media know. Make sure
the news desks’ forward planning teams know well in advance with an email invitation
detailing what is happening and when. Then follow up with a phone call to various
journalists to make sure they are aware too. During this phone call make sure you
mention if there will be any food or not. If there is then believe it or not this could make
a massive difference to attendance, journalists love free food and if they attend you
have them where you want them.
Features
Most media, especially newspapers want expert opinion and advice straight from the
‘horse’s mouth’ and often carry regular features that will give their readers some useful
day to day information. Why not speak to your local media about writing a monthly
column on law or education? This shows your skills as an expert.
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Maintain the relationship

So you have spoken to your local journalists and some have covered your story. You
must keep the momentum going. Talk to them regularly by emailing them about an
article they wrote that you liked, or reply to their tweets and even see if they want to
meet for coffee from time to time. They are people and despite bad publicity about the
press, the majority have a genuine desire to shout about positive things happening in
their town, all you need do is make it easy for them.
Keep thinking of the next story you could pitch to the media. If you’re unsure of what
they might think about a future story, then ask them. A lot of journalists will be more
than happy to help guide you in what they want as it saves their time in the long run.
Media enquiries
In time journalists will start to come to you. If they have a question about your branch,
members, or your work then it is acceptable to ask them to email you their specific
questions so you can respond properly. While their enquiries are likely to be positive,
never accept pressure to answer questions on the spot unless you are absolutely
comfortable in doing so.
It is unlikely that you will be contacted about Head Office stories relating to CILEx
members directly. If however a journalist contacts you in error please direct the
journalist to the CILEx head office at media@cilex.org.uk.
Seven point summary
1. Get to know your targets. Start reading local papers, listening to local commercial
news bulletins and local BBC news programmes to understand what stories they
cover.
2. Find the right contacts. Seek out news desks’ contact numbers and introduce
yourself.
3. Be mindful of news stories that you could sell to the media. It might be day to day
work for you but could be very interesting to others.
4. Be prepared for questions. You are the expert not a middle man so make sure you
know everything about your event or project. CILEx Facts & Figures can be found in
Annex J.
5. Make sure you are targeting the right people. National media is not likely to be
interested in your local project so put your efforts into local media.
6. Keep it up – it might take time for your work to be noticed and it might seem that no
one is interested but keep the pressure on and you will find that things do eventually
flow easily.
7. Remember to put your releases on your branch microsite and to use social media to
maximise coverage.
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Social Media
Social media can really benefit your branch: it raises your online profile, you can
communicate/engage with current members and prospective members, and you can
track what it being said about you.
Here are a few “dos and don’ts” for social media:
DO
Build relationships
Be active but don’t overdo it
Tailor your content for your audience
Have a personality
Proofread
DON’T
Be afraid of negative comments – use social media as a customer service tool to
identify and placate disgruntled customers
Neglect your account
Forget to network
To see how CILEx uses social media, take a look at our accounts:
Join the CILEx group on LinkedIn: CILEx - Students, Members and Fellows
Like CILEx on Facebook: www.facebook.com/CILExfan
Follow CILEx on twitter: @CILExLawyers
Watch CILEx on YouTube, search for: CILEx Lawyers
If you have any questions about social media in the meantime, then please contact
media@cilex.org.uk
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Working with CILEx accredited centres:
As you research news articles and look at how stories are written, you’ll notice that
journalist’s stories are about real people.
CILEx members of all grades are everywhere. We have around 20,000 members and
many of these could well be studying at centres in your branch area. These centres
are a great place to create partnerships with local business and encourage more
students to join your branch. It could also help you set up the story used as a template
in the press release earlier on in this section. Creating a partnership with local CILEx
accredited centres can help show local media what local law students are destined to
achieve, an example of before and after.
You can find out the details of CILEx accredited centres near you by visiting the study
pages of the CILEx website
(www.cilex.org.uk/study/find_a_local_study_centre.aspx)
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Eshot – getting your messages to members
CILEx issues a weekly e-newslettter to members each Thursday. On the last
Thursday of each month we can include branch updates.
CILEx will distribute two eshots per year per branch to help promote branch activities.
An example can be found in Annex R.
FAQs
Q. When will the email be sent?
A. On the last Thursday of every month.
Q. When do I need to send my branch update to CILEx for inclusion?
A. By midday on the Monday before the last Thursday of every month
Q. Who should I send the information to?
A. media@cilex.org.uk
Q. What happens if I have some urgent information for my branch members but I
don’t get the information over in time?
A. You may still email your branch members directly on these occasions, although you
must work hard to comply with email marketing guidelines. In particular there must be
a way for recipients to unsubscribe from your emails.
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CILEx Branches Website - www.cilexbranches.org.uk
Content Guidelines

This document outlines the basic guidelines to follow when submitting content to
be uploaded onto the branches website. We do strongly recommend that you add
a weblink which takes the reader to your branch microsite to all communications.
1.
Content Sections
The individual branch Nano sites are currently divided into six sections of content:
a.
News
Recent news from your branch.
b.
Committee
Committee details.
c.
Events
Information about upcoming events at your branch.
d.
Branch Services
Including information about services such as study groups, work shadowing and pro
bono work.
e.
Sponsorship
Details of any sponsors of your branch and sponsorship opportunities.
f.
Contact Us
Comprehensive contact details.
These sections should be used as a guide for compiling and submitting your content.
However content is not limited to these areas. On request we are able to create
additional pages for your website.
2.
Keeping content up-to-date
It is important to keep the content on your pages up-to-date. This is particularly the
case for branch contact details. We would advise that the content of your pages is
checked on a monthly basis.
3.

Content format

3.1 Text
It is advised that where possible short paragraphs and headings are used to break up
long pages of content.
The most important information on each page should appear at the top. Most people
will not read every word on the page.
If you have a very large amount of content it is also advised that it is submitted in
bullet point format.
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When writing content, use a professional but approachable tone. If you are a new
branch, please look at other branch sites for ideas of content and style.
3.2 Images
If you wish to include images please ensure that they are submitted in the following
format: JPEG, GIF, and PNG. High resolution images are preferable but they should
be no more than 5MB in size.
4. Advertising
Please note that whilst we encourage the listing of your sponsors on your branch
website, excessive content/images will be considered as advertising.

5. Submitting content
To submit, change or remove content please email the Member Services team, giving
a minimum of three working days’ notice. Please send content in a word document by
email to:
Ellen Birch
Branch Officer
Email:ebirch@cilex.org.uk
Tel: 01234 845754
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Journal – How we can support your branch

Promoting Branch Events
The Journal will advertise web-links to all branch microsite addresses within the
dedicated myCILEx area. Prospective branches will be listed with an email contact
address. The Journal will not be responsible for updating details to the microsite. The
current person to contact for this is Ellen Birch on ebirch@cilex.org.uk

Reporting Branch News
When submitting a ‘write-up’ for a function or event, please ensure that you have the
permission from those in the picture to use any photographs taken by your organisation
or the media.
All images should be supplied as follows: 300dpi and taken with a digital camera. (No
phone photography can be accepted)
Ensure that photos are clear and free from any blur and do not appear grainy.
It is extremely helpful for people to be identified within the photographs with their names
and the company/organisation they are from.
We would recommend that you aim for a maximum of 150 words for your Journal
inclusion. If you have a web address link or further details listed on your microsite please
remember to include these.
Recruitment Advertisements
We would kindly request that recruitment advertisements are not placed on branch
websites. CILEx offer a comprehensive recruitment source via
www.cilexrecruitment.org.uk or the CILEx Journal.

Further Support
Further information and support on marketing and communications can be provided by
CILEx head office, contact details can be found in Annex A.
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Things to consider before you start to plan your event:
•
•
•
•
•
•
•

What are your objectives and outcomes for the event?
How are you going to measure if your event was successful or not?
Is this something your branch members will support?
Does your potential date(s) and time clash with any major/national events such as
bank holidays, religious festivals and major sporting events? Depending on the
type of event it is also worth avoiding any school holiday periods.
Agree a clear budget before you start and try to work out how you are going to
spend it.
Venues and catering are going to be your most expensive overheads. Try and
negotiation on all your costs, make sure they are aware that your branch is a
voluntary organisation, operating locally on a not for profit basis.
For larger events (dinner dance, for example) could you obtain any sponsorship,
perhaps from local companies or affiliated organisations?
Event suggestions:
Professional Development / Networking Opportunities
Being part of the Branch, particularly the Committee, offers individuals leadership
and management opportunities that may not be available to them in the workplace.
Promote this, encourage people to join your committee to help themselves, rather
than to help you.
Often events that you are organising will be relevant to other professional groups,
think about this when marketing to ensure you reach as many potential attendees
as possible. Offer to promote events on your branch microsite page. The more
you promote the more likely your members will be to regularly check your events
page and sign up to your mailing list.
Networking is not always about the individual. Often employers will encourage
their staff to attend regional networking events, contact local firms and let them
know that you exist. Your CPD/networking events might be of interest to them and
their staff some of whom may not yet be aware of CILEx.
Continuing Professional Development - Workshops/Seminars
The CILEx CPD deadline date is the end of September. Organising workshops
throughout the year will be of great benefit to your members. Don’t forget to ask
members what they would like covered to ensure you are providing a service that
members want, not just what you think they want. District Judges and Barristers’
Chambers are usually happy to be invited to give talks or training sessions on
aspects of law.
Connect with other professional bodies e.g. CIM, CIPD to find out what their local
branches are doing. Consider offering them the opportunity to deliver CPD
workshops/seminars to your members.
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Other presentations and workshops to consider are on Practice Rights, Entity
regulations, judicial appointments and business skills, such as social media
training.
Suitable venues: A meeting room in a law firm or local centre
The same style event could be organised to help Graduate or Associate members
with their work based learning portfolio.
Suitable venues: A meeting room in a law firm, local chambers or local accredited
centre
Student Support
Welcome the new members
Working with your local CILEx centre is a great way to meet and greet prospective
new members. Try and link up with a centres open day and ask to have a stand to
promote the branch to get new members. When courses start, offer to attend
student induction sessions and let the members know that your branch exists and
what support you can offer to them in addition to the support available to them
from the CILEx Membership Directorate.
Suitable venue: At your local accredited CILEx centre
Celebrate the good, and help them through the tough, times
CILEx exams take place in January and June, organising revisions session might
be useful prior to these dates. Ask your members what they would like the
revision sessions to cover to ensure what you are offering is appropriate.
Getting in a speaker relevant in the area of revision might be a good way of
engaging with your members and a beneficial way of learning.
CILEx course tutors and centres are usually very keen to be involved with branch
activities; they can help with revision sessions and often want to belong to the
branch as an Associate member.
Suitable venues: A meeting room in a law firm or local centre
Exam results are released in March following the January exams and in August
for the June exams. A follow up celebration event after results have been received
would be great for your branch members. For example put on some food and drink
and hold a small reception style event.
Suitable venues: local pub or restaurant might be nice if they have a private area
you can use.
Sometimes exam results are not the news hoped for. Set up a mentoring/buddy
scheme to support all learners. Branch members have all experienced the
positives of CILEx, but you also have hands on knowledge of the challenges and
difficulties that members may experience. Be there for your local members, be
aware of the support that CILEx Membership Directorate can offer and together
we can help everyone succeed.
LawCare is an advisory and support service designed to help lawyers, their
immediate families and their staff to deal with issues such as stress, depression,
addiction, eating disorders and related emotional difficulties.
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They offer the opportunity to discuss such problems which are interfering with, or
have the potential to interfere with, work performance and/or family life and to seek
help in resolving them in their early stages.
They are normally happy to give a talk on what they can offer and how it can
benefit members who require such advice.
Suitable venues: A meeting room in a law firm or local centre
Career Development
Careers events in the local area are popular. Careers advice sessions such as CV
clinics or presentation skills could be of great benefit to some of your members.
You could liaise with local employers or recruitment agencies to ask them to
deliver presentations which can offer members guidance on what the local sector
recruitment situation is. . .what’s hot and what’s not and suggested career
development options.
This does not have to be about encouraging member to leave their jobs! It can be
used to encourage them to use the opportunities available to them to enhance the
role they currently have or to progress in their current firm.
Suitable venue: depends on whether you are attending a pre-arranged one or
organising one yourself. If organising one yourself why not liaise with your local
centre and maybe run one as a joint venture
AGM
CILEx branch Annual Returns should be sent to CILEx by the end of February,
after which an AGM must be organised. To encourage members to attend the
AGM promote the benefit of branch membership to them. Why not provide some
food and drink along with a networking or CPD session afterwards. Alternatively
you could follow up with a social event such as a quiz night.
The AGM is also a good opportunity to recruit new committee members if required
and encourage potential new members to attend to hear more about the branch
and what professional development opportunity that branch management offers to
them.
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Suitable Venue: local pub or restaurant with its own private area, a meeting room
in a local hotel or a community hall. You could also hold it a local law firm.
Social event ideas:
The events you run don’t just have to be for development, CPD and learning they
can also be just for fun!
Dinner dances are a very popular social event that many branches already
successfully run. They are a great evening of celebration and some branches
incorporate awards, such as student of the year. Wherever possible, senior
CILEx staff /CILEx Council Members will attend your branch event so please give
plenty of notice to CILEx HQ.
The incoming national president represents a regional constituency. Often their
local branch will organise a welcome event after their inauguration. This is a great
way to get the president involved in your branch and introduce them to the work
you have done. Events such as historical tours and river trips have been arranged
in the past

The Access to Justice Foundation works with a network of Legal Support Trusts
which operate across England and Wales. The Trusts support the provision of
free legal help through law centres, advice agencies and Citizens Advice Bureau
by providing them with funding and other support.
LST’s organise annual events such as sponsored legal walks to raise funds to
support these advice agencies. For more information please contact us at
branchsupport@cilex.org.uk. Alternately please contact Martha at The Access to
Justice Foundation on marthadelaroche@atjf.org.uk
Becoming involved in the work of your local LST is a great opportunity to promote
the work you do, support local access to justice and interact with other regional
legal organisations. CILEx HQ ca provide you with branded T-shirts so your
branch members can stand out!
•
•
•
•
•

Other suggestions
Summer BBQ’s
Quiz nights
Christmas party or Christmas meal
Networking sessions
Don’t forget, CILEx has a network of regional branches. All of whom have
valuable information and best practice to share. Have a look at their microsites,
contact them and get some ideas… you don’t need to reinvent the wheel.
Resources and experiences can be shared. If you are geographically close
enough, you might even consider attending other branch’s events.
If you need any support, help or advice with any of your events, please contact
branchsupport@cilex.org.uk.
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Example event timeline for organising a Dinner/Ball
Before your
event
6-12 months

Action
• Outline objectives and outcomes for your event
• How are you going to measure the success of
your event?
• Establish the budget for your event. If charging
confirm your ticket prices as this could affect your
budget, also consider how you are going to take
payment. Your ticket price should reflect your
outgoings; you should be looking to at the very
least break even.
• If inviting the President or Chief Executive contact
the CEO’s PA to check your event does not clash
with any other and ask Helen Volichenko to enter
the date in their diaries.
• Invite local Council Members
• When deciding on a date make sure it doesn’t
clash with any key dates such as bank holiday
religious festivals, elections etc
• Complete the ‘Branch Events Checklist –Equality
and Diversity’, form in Annex M and review
throughout the organisation process.
• View potential venues, assess against any
equality and diversity requirements. You must
also consider costs of venue hire and the menu,
how easy it is for your guests to get there, is there
enough parking, cost of any additional equipment
you require, i.e lectern microphones, PA system,
screen and projector etc. Is the venue suitable for
your numbers and the layout you require
• Book chosen venue and confirm the reservation
in writing.
• Is a deposit required?
• Tell the venue you are a Not for Profit Voluntary
organisation, some venues may agree to a larger
discount.
• Give provisional numbers to the venue.
• Do not contract to dinner or room numbers
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until much nearer the time. Problems can occur
regarding payment if numbers are less than
expected. You may have to pay for contracted
numbers, no matter what.
• Keep a note of everything that is included within
the cost, e.g. welcome drink, table decoration,
use of sound equipment, etc. If appropriate see if
you can get an all-inclusive charity package,
which includes everything you require.
• Do you need to book any accommodation,
negotiate a group rate if appropriate. If you are
holding your event in a hotel you may be able to
get a better discount on the hotel rooms if
required. Advertise the appropriate guest rate
and discount code if applicable to ensure your
overnight guest benefit from this rate.

6 months

Ongoing

6 months

• Research and book your event speaker
• Book the band/disco or entertainment.
• Book the toastmaster if appropriate. You may
have a branch member that can do this role for
you and save money. They are quite expensive
so be sure you require one before you book.
• Ask the venue if they have a preferred supplier
list as this might save you money on your
entertainment, florist and toaster master
• Tell Branch Members and key personnel to ‘save
the date’
• Stay in touch with your venue to let them know
how your event planning is going
• Remember to always check your budget!
• Book your photographer. If you are using a
photographer for the first time ensure you are
happy with their prices and end products. Photo
booths are a great idea and you could create
your own to save money. Some photographers
will also give you commission on items sold, so
this is worth asking.
• Cost per hour?
• Cost for photographs (various sizes)?
• Any other extras – do you have to pay for their
travel or food and drink on the night?
• Take appropriate action to ensure your
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event is publicised on your branch’s microsite.
An advert template poster can be found in
Annex N. Email Ellen Birch on
ebirch@cilex.org.uk to advertise your
event online.
• Are you having a theme? If so make sure the
theme is consistent throughout. This will also
have an impact on your budget.
4 months

3 months

3 months

• Draw up your guest list, try and invite people
you want to influence: Local dignitaries,
partners/owners of law firms, employers,
centres, media, local law academics, etc.
Eventbrite is a great online registration tool
https://www.eventbrite.co.uk/
• Choose menu and drinks list. Bear in mind the
costs difference between sparkling wine and
champagne for example. Some meats dishes
will be more expensive than others
• Ensure you include a vegetarian alternative
(see E&D Checklist) and cater for any specific
requests. Also bear in mind what meat dish you
choose as this will impact on some people’s
discussion. Chicken is always the best option.
• Do you need to book any transport?
• Design invitations and response card or tear-off
section, if required. A template can be found in
Annex O
• Include RSVP date and ask for notification of
dietary or special requirements.
• Design menu cards, if required
• Contact the Membership Directorate team to
ensure details of the event is listed on your
branch microsite so that it can be promoted
early.
Contact: Ellen Birch ebirch@cilex.org.uk Also
remember to let Ellen know or any changes so
she can keep the website up to date
Fill the Branches Poster/Flyer Template PDF
with your branch information. This PDF can also
be sent via email for direct promotion to your
members or printed for use as paper flyers/
posters.
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If you want help with flyers/posters, contact CILEx
HQ, we can help with this
• Re-visit your estimated budget for the event,
based on quotes received.
• Write and send invitations. Make sure you
include the dress code, RSVP address and
date.
• Prepare a response sheet that can be updated
easily and frequently. If using Eventbrite, you
can download a list of confirmed attendees
which you can cross check with your invite list.
It will also record dietary requirements and any
other information you may require.
• If appropriate advertise your event on social
media sites

6 weeks

4 weeks

2 weeks

• Order flowers for tables and/or bouquets, if
required.
• Send reminder emails or letters to invitees who
have not replied. Invite extra guests if required.
• If there is a deadline for photographs after the
event, agree the deadline in writing with the
photographer. This agreed date also needs to
be communicated to your guests on the night.
• Give final numbers to the venue, including any
dietary requirements and additional meals for
the photographer, toastmaster, band, etc. The
venue will also want to know where any
specific dietary requirements are sitting.
• Start to arrange seating plan. Table place
cards need to be used whenever seating plans
are required. Make sure key people are seated
next to appropriate guests. Do you need a top
table?
• Are name badges or table places required?
CILEx Badge sheets are available from HQ.
Please contact Emma Hargreaves.
• Send guest list, event schedule and menu to
toastmaster. It is important they understand
how you expect the evening to run to include
timings. They will then help on the night to
ensure everything runs on
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time. This is one of the reasons you have hired
them after all.
2 weeks

• Finalise arrangements with Speaker –length of
speech, subjects to be covered, audience, when
are they expected to speak.
• Make sure you receive a floor plan and event
schedule from the venue to avoid any confusion
on the day. It is important the venue understand
how you want the evening to run including
timings, when and how long speeches are etc
Contact branchsupport@cilex.org.uk for an
example if required

1 week

• Send out joining instruction to all guests, to
include a map and confirm time, date, dress
code, any special parking or arrival
arrangements etc. it is also worth include a
contact number encase someone needs to get
hold of you in an emergency.

1 days

• If guests are registering formally, print out an
alphabetical registration list. If name badges
are used, organise them in alphabetical order on
a table near the reception/registration area.

f

Leave this as late as possible as things will always
change.
Post Event

• Hold a post event meeting to evaluate the event.
• Email the CILEx Journal team for a post event
feature; include a photograph (not from a mobile
phone!)
• Email branchsupport@cilex.org.uk a copy of
your guest list. For continuity purposes and to
help with admin.
• Work with your branches media contact to issue
a press release

Please ensure you inform Ellen Birch of all of your events so we
can help promote them for you via the Branches website.
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Branch Website Amendments
We will be grateful if you will use the template below for ALL future requests for branch microsite updates.
To avoid unnecessary delays/errors:
• Please proof read before submission, checking all dates and contact details
• Please do not submit draft copies*
• Please do not alter font size/colour
• Please do not insert bullets or pictures into the boxes below
* If you would like advice/guidance on your draft submission please email ebirch@cilex.org.uk under separate cover.

1. ABOUT
(NB In this section, we use a standard paragraph for every branch web page. However, if there is anything you would like to
add to your individual page, please insert the content below)

2. NEWS & EVENTS
Event: ����������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������
Event date: ������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������
Event time:�������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������
Event location: �����������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������
Cost: �������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������
Description:
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3. CONTACT US ����������������������������������������������������������������������������������������������������������������
Address information:

Additional information if relevant (e.g twitter/facebook)

4. JOIN OUR BRANCH �����������������������������������������������������������������������������������������������������
(Please provide any information which you feel will attract the interest of prospective branch members.
For example: Benefits of joining, membership fees, joining instructions & where to send branch
membership forms, feedback requests, suggestions for events

5. SPONSORSHIP �������������������������������������������������������������������������������������������������������������
(Please provide information of sponsorship you may have. Any sponsor’s logos should be emailed to
ebirch@cilex.org.uk for uploading onto your microsite)
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6. BRANCH SERVICES ������������������������������������������������������������������������������������������������������
(Please provide information on the services your branch may offer. For example, study groups, CPD
workshops, revision days, social/networking events)

7. COMMITTEE
Chair: �����������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������������
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6.1

Getting Your Members Involved
Getting your members Involved
Mentoring
Wanted – E mentors for CILEx students

Remember when you did your exams? Could you have done with somebody to help keep
you on track? CILEx runs an e-mentoring scheme to assist students through their
studies.
The mentor doesn’t have to be an expert as students will have tutor support. However if
you have passed some of your CILEx or other law examinations and are willing to help
somebody out by e-mail from time to time, then another ‘ear’ might just be what they
need to encourage them onwards. You can develop your own mentoring and coaching
skills as well which will help your own career progression.
This isn’t a lifetime commitment, and you won’t have to meet anyone or give out your
phone number. If you believe this might be you, and want to know more, e-mail
mentees@cilex.org.uk
Inspiring the Future
Inspire future lawyers with Inspiring the Future
Can you spare one hour per year?
Inspiring the Future is a free service that connects teachers from state schools and
colleges with nearly 13,000 volunteers who have pledged to give one hour per year to
speak to young people about their job, career and the education route they took.
All CILEx members, at any membership grade, can sign up to the scheme to volunteer
and give something back to their local schools and colleges.
Volunteers and schools are connected securely online, with volunteers receiving invites
from local schools and colleges to see if they can attend events during the academic
year.
CILEx volunteers will be provided with a resource pack including literature to use when
visiting the school or college. A presentation is also available if required. To request a
resource pack and the presentation please email inspire@cilex.org.uk
To sign up to Inspiring the Future visit: www.cilex.org.uk/media/inspring_the_future.aspx
CPD: by taking part in this scheme you may be developing skills relevant to your practice
which can count as professionalism CPD.
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6.2

Working with your local CILEx Accredited Centres
• CILEx has a network of accredited centres, delivering our qualifications across
England and Wales. Details of all CILEx accredited centres can be found here http://
www.cilex.org.uk/study/find_a_local_study_centre.aspx.
• Offer to attend centre open evenings/recruitment events. Often open evenings are
quite general. CILEx Coordinators may welcome the offer of support from CILEx
representatives who bring banners and materials and are able to give both practical
advice related to working in the region as well as some qualification advice. [CILEx
can provide all relevant materials and guidance]
• Offer to attend the college inductions of new and/or returning students. This will allow
you to explain the role your branch and its members play in the region. Encourage
CILEx student members to become involved and to help decide future branch
objectives. This benefits CILEx, the centre, the branch and the individual. It helps
strengthen the CILEx network and can be used to encourage student members to
consider CILEx membership as more than just a requirement of the qualification
process but also a benefit to their own professional standing and development.
• By offering to be a guest speaker during the term. Some centres add ‘enrichment’
sessions to the typical law and practice delivery model. They encourage practitioners
to come in and talk about working in their specialism, how they coped with study and
work, what CILEx offered them, revision and examination tips, job hunting and their
own career aspirations.
• Consider inviting CILEx centre coordinators to join the branch committee and/ or
encourage student representatives to take a place on the committee [e.g. in a Student
Ambassador role]. The Coordinators are not always able to attend meetings but
including them in the process and allowing them to contribute to regional discussions
ensures that a relationship is maintained. CILEx branch members, who are no longer
studying, are able to hear about developments in the education pathways and also
professional development courses. Student Ambassadors can advise branch
committees on what initiatives, support or contact that their peer group would value
from the branch. This collaborative approach should help with recruitment and
retention of members.
• Branch members often become aware of job opportunities at their firm prior to any
external advertising. They could encourage their own HR contacts to allow them to
publicise vacancies to centres via CILEx centre coordinators. A benefit to the centre
as it helps to build links with local employers, to CILEx student member’s not in
employment and to employers are offered a means of keeping recruitment costs down
and recruiting suitably qualified and competent staff.
• Invite centre representatives to attend social and professional networking events, this
affords them the opportunity to connect, on a face to face level, with members of the
wider legal sector, helping to raise the profile of the centre and the many courses they
offer. Branches provide an additional means of referring new students to centres; this
working relationship helps to ensure provision is maintained.
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Consider offering Student Awards at one of your higher profile annual events. Invite local and
distance learning centres to nominate award winners for each centre. Help local CILEx
learners to celebrate their achievement with colleagues, friends and family. Invite their
employers along to the celebration and acknowledge the support
the employer gives to the individual. This benefits CILEx, the branch, local centres,
and the member and forges greater links with employers. Employers attending these
events are given the opportunity to meet CILEx members and learn more about
who they are and what they (can) do. CILEx can provide certificates for use in your
award presentation. Some branches have added decoration/frames to these for that
extra finishing touch. See Annex Q.
• Branch members have been known to take up part time teaching roles at local CILEx
centres. Their specialist knowledge can bring an added dimension to the teaching of
CILEx courses.
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7.1

CILEx Membership Services

The CILEx Benevolent Fund
The CILEx Benevolent Fund is a registered charity which has been helping CILEx
members in unavoidable financial hardship since 1965.
What Type of Assistance Does the Fund Provide?
The Fund can provide financial help to cover unexpected or unusual bills or the
purchase of something to help ease a disability. Grants are usually small one-off
payments.
Who Donates to the Fund?
The Fund relies on donations from members and branches. As a result, the amount
in the Fund varies from time to time and is limited. Applicants should view it as a
last resort.
How can branches Help?
Please consider donating the proceeds of branch fundraising activities to the
Benevolent Fund. It is our charity for the benefit of our members.
Each branch has a bespoke collection tin with the Benevolent Fund logo and
colours for use in collecting cash. Head office will contact each branch periodically
about accounting for the proceeds of any collections. If you want to send donations
please contact Head Office at info@cilex.org.uk.
Based on your knowledge of local circumstances, such as firm closures which may
cause unavoidable financial hardship, it may be helpful if you could discreetly
mention the Fund to anyone who might need to apply for a grant.
The application form can be downloaded from the CILEx website at this link:
www.cilex.org.uk/membership/benevolent_fund.aspx
Eligibility Criteria
Applicants must be current or former members of CILEx or dependents of a current
or former member. Applicants must also have been a member for a minimum of
one year before applying. The Trustees expect applicants to have claimed any state
benefits they are entitled to.
The Trustees are not able to consider applications for assistance with membership
fees; student course fees; discharge of outstanding judgements; HMRC tax bills;
IVA's or bankruptcy.
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Who Are the Trustees?
The Trustees of The Fund are:
Paul Clark, Lay Trustee (Chairperson)
Simon Wells, Lay Trustee (Vice Chairperson)
Joyce Arram, FCILEx, FRSA, Honorary Vice President CILEx
Sandra Barton, FCILEx
Diane Burleigh, Former Chief Executive, CILEx
Decisions on applications to the Fund are entirely at the Trustees’ discretion.
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LawCare – support for lawyers

LawCare is a registered charity providing information and emotional support to
legal professionals working or training throughout the UK, Republic of Ireland, Isle
of Man and Jersey. Since we were founded in 1997 we have helped thousands of
lawyers and support staff with work related issues including stress, disputes with
colleagues and alcohol misuse.
We support all branches of the legal profession and we also offer advice to friends
and families. We are here to help judges, solicitors, barristers, legal executives,
paralegals, costs lawyers, trade mark attorneys and patent agents, cope with the
increasing pressures they face any of which could adversely affect work
performance and family life. There are probably very few lawyers who have not
had some experience of what it can be like when you or a colleague feels that the
pressure is getting to you.
Lawyers are expected to cope with the demands of the job and not coping can be
seen as a sign of weakness. Lawyers often believe that they should be able to
handle their own problems, and because lawyers spend so much time resolving
other people’s problems, they can find it difficult to acknowledge that they
themselves may need help. They can however find it easier to take this step with
another lawyer, which is where LawCare comes in. Our staff and volunteers have
experience of practicing law.
Our key service is our helpline, which provides a listening ear 365 days a year.
Those taking calls on the helpline have first-hand experience of the pressures
faced by legal professionals today. Our free helpline is impartial, completely
confidential and independent of the UK’s legal institutions.
We are funded by donations from UK legal institutions including the CILEx.
Last year, 75 % of our callers reported stress as the main reason for calling, with
increased workloads, disciplinary issues and bullying being the main causes of this.
Our helpline offers the chance to talk your problem through, it really does help to get
things off our chest, and just communicating with someone who listens and
understands can clarify the way forward. And even if a solution doesn’t immediately
present itself, simply talking about it can be very cathartic. Many of our callers say
they need no follow up support; the talk on the helpline has helped them decide
what to do.
We provide reassurance, in all the years we have been operating; we’ve heard most
things before. We can also offer extra support and can put callers in touch with a
LawCare supporter. These are fellow lawyers who have experienced and overcome
significant difficulties. They offer support to others on a one to one basis for as long
as this is needed. We signpost callers to other support and benevolent agencies
and we keep a list of counsellor and therapists with particular expertise in working
with lawyers. Our website provides an overview of the support available and our
range of helpful factsheets can be found there for download. We also provide
training on stress management.
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If you are concerned about something no matter how big or small, get in touch, we
are here to help.
Helpline 0800 279 6888
www.lawcare.org.uk
Case studies
George called in a very distressed state because he was being denied access to his
children. His marriage had recently broken up following the post natal depression
of his wife and tension in the family resulting from his wife’s parents moving in, to
help with looking after the children. George had moved out of the family home and
started counselling. He was then made redundant and could no longer afford the
counselling. LawCare suggested that he saw his GP and request an NHS referral
for counselling .Family mediation was also suggested to help with gaining access to
his children. George called the helpline several times, with LawCare’s support and
encouragement he was able to negotiate regular contact with his children and his
GP referred him for NHS counselling. He subsequently found an in house position
as a solicitor.
Alison called LawCare eighteen months after the sudden death of her husband as
she felt she was not coping at work. Her firm had been very supportive but her work
was suffering, she had made several mistakes, and with redundancies looming, she
knew she was potentially a target. She had had bereavement counselling and was
coming to terms with her loss, but with sole responsibility for two young children,
she felt guilty being at work all day when the children had recently lost their father.
She was advised to see her GP and speak to him/her honestly about her feelings. A
LawCare supporter was put in place. Alison was diagnosed with depression and
subsequently made redundant on a generous package. The LawCare supporter
was able to provide one to one support through this difficult time. Alison found that
she enjoyed spending peaceful time at home with her children focussing on her
recovery.
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Getting Started
Key Contacts
Getting Started
Key Contacts
Amanda Brewitt
Laura Gadsby
Kay Banks
Sheila Shaw
Ellen Birch
Emma Hargreaves
Lynne Squires
Jogeeta Tura
Sharon Bruty
Steve Watson
Val Williams

Advertising Manager
Group Accounts Manager
PA to Chief Operating Officer
Executive Support Officer
Branch Officer- MDT
Events Officer - MDT
Development Manager - MDT
Communications Officer
Head of Communications
Senior Graphic Designer
Editor

amanda.brewitt@cilex.org.uk
laura.gadsby@cilex.org.uk
kay.banks@cilex.org.uk
sheila.shaw@cilex.org.uk
ellen.birch@cilex.org.uk
emma.hargreaves@cilex.org.u
k lynne.squires@cilex.org.uk
jogeeta.tura@cilex.org.uk
sharon.bruty@cilex.org.uk
steve.watston@cilex.org.uk
val.williams@cilex.org.uk

For other CILEx branches please see
www.cilex.org.uk/branches/cilex_branches_home/find_your_branch.aspx
Promotional Materials
All branches now have their own branch stand and tablecloth. Additional
stands and tablecloths can be borrowed from CILEx by contacting Ellen
Birch on 01234 845754 or email her at branchsupport@cilex.org.uk
To order literature for careers events, please complete the order form in
the branches toolkit and return to Ellen Birch in plenty of time.
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THE CHARTERED INSTITUTE OF LEGAL EXECUTIVES
Branch Rules
1. ORGANISATION
This <NAME> branch (‘the branch’) of the Chartered Institute of Legal Executives
(CILEx) shall be constituted and at all times managed in accordance with the Royal
Charter and Bye-laws of CILEx. In these rules the Chief Executive means the Chief
Executive of CILEx or such person as the Chief Executive nominates and a Fellow
means a Fellow of CILEx who has paid a Practising Certificate Fee and all sums
owing to CILEx for the current year.
NOTE: Further guidance on all aspects of the running of the branch can be found in the Branch
Toolkit.
2. GEOGRAPHIC AREA OF OPERATION
The branch shall be based, and operate, in the geographic area defined by its title.
3. OBJECTIVES OF THE BRANCH
The objectives of the branch shall include (but not be limited to) the following:
• To promote the interests of CILEx within its area of operation;
• To provide support to its members and members of CILEx generally, in
relation to practice, training, Continuing Professional Development,
networking, career development and social events;
• To facilitate communication between members of the Branch and CILEx, in
the first instance via the Membership Directorate;
• To provide assistance to the CILEx Membership Directorate wherever
needed.
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4. AUTHORITY
The branch solely derives its authority from CILEx and consequently all
communications sent out by the Branch must be on CILEx headed stationery or
CILEx pro-forma documentation.
5. BRANCH MEMBERSHIP
Membership of the branch is open to all members of CILEx whose subscriptions to
CILEx are fully paid up.
Affiliated Membership of the branch (branch Affiliates) is open to those who are
interested in CILEx and are supportive of the branch purposes. This can include
but not be limited to:
• Tutors of CILEx courses at local CILEx accredited centres, etc.;

February 2017

CILEx Membership Services – ANNEX B

B2

• Fellows qualified as solicitors of the Supreme Court but are not members of

CILEx;
• Those who provide a service to CILEx members, e.g. recruitment
consultants, experts.
Branch Affiliates cannot be Officers of the branch but may be members of the
Committee and/or co-opted to take a role on a sub-committee.
6. MANAGEMENT OF THE BRANCH
The Committee
An elected committee (‘the Committee’) shall carry out the management of the
branch. Voting to decide issues will be by majority of votes and, in the case of
equality of votes, the Chairperson shall have a second or casting vote.
Branch Affiliates may be members of the Committee. There is no prescribed
quorum for the Committee, any sub-committees and/or meetings of those
committees.
The Committee can appoint extra committee posts for short periods of time (e.g. to
take responsibility for special projects). Any such posts should be considered at
the next Annual General Meeting in order to establish whether any of the post
should be extended in duration or made permanent posts.
Officers
The Officers are appointed to manage the affairs of the branch on a day to day
basis during the period of their appointment and shall report to the Committee at
each meeting.
The Committee shall elect the following Officers:
• Chairperson
• Secretary
• Treasurer
The Committee may elect other Officers (such as a Vice Chairperson)
NOTE: Further guidance on the establishment and running of Committees is contained in section 2a
of the Branch Toolkit. The Chairperson and any Vice Chairperson may only be elected from the
following categories of CILEx membership:
• Fellows (who may also be qualified as solicitors provided they remain fully
paid up members of CILEx);
• Graduate Members;
• Associate Members.
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The Secretary, Treasurer and any other Officers can be from any category of CILEx membership.
The role of Vice Chairperson is an optional role and can be combined with the
Secretary or Treasurer role.
Should one of the Officer’s roles become vacant, the Committee can invite other
member of the branch (subject to the limitations above) to fill the vacant post until
the post comes up for re-election, along with the other full Committee posts, at the
next Annual General Meeting of the branch.
7. DURATION OF OFFICE OF THE COMMITTEE AND OFFICERS
Committee members shall serve a term of 3 years.
One third of the Committee will retire by rotation every year. Committee members
shall be eligible for re-election.
Officers shall serve a term of one year. Officers shall be eligible for re-election
subject to the Chairperson serving a maximum of 3 consecutive terms (Unless an
extension is approved in writing by the Membership Standing Committee).
Where two or more persons were elected on the same day and have served the
same length of time on the Committee, those who shall retire shall be determined by
lot.
Any Committee member who does not attend at least two of the Committee Meetings in any one
year shall retire at the next Annual General Meeting, unless s/he has obtained a leave of absence
from the Committee.
8. ENDURING DUTIES AND RESPONSIBILITIES OF OFFICERS
Following retirement from the Committee the duties and responsibilities of all Officers
shall endure until such time as all affairs (financial or otherwise) of the branch for the
year in which retirement takes place have been concluded.
9. ELECTION OF OFFICERS
Elections of Officers will take place at the first meeting of the branch
and subsequently at each Annual General Meeting. The retiring Chairperson shall
take an ex-officio role until the elections are decided. Only fully paid up subscribing
members of CILEx are allowed to vote in the election of Officers. Branch Affiliates
are not eligible to nominate or vote in the election of Officers.
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SUB-COMMITTEES

The Committee may delegate any of its powers to one or more sub-committees.
11.

SUBSCRIPTIONS

The amount of the branch annual subscription shall be decided at the Annual
General Meeting of the branch. All subscriptions should be paid to the Treasurer
within 28 days of the Annual General Meeting.
ship Services – ANNEX B B5
The subscription shall not exceed the maximum annual branch subscription
determined by CILEx.
12.

CESSATION OF MEMBERSHIP

No person may be a Branch Affiliate if barred from membership of CILEx, the Law
Society, The Council of Licensed Conveyancers or the Bar Council.
Any member or Branch Affiliate who does not communicate their wish to cease membership with
the branch within 28 days after the AGM shall automatically continue to be a member of the branch,
subject to the caveat that where membership to the branch attracts a branch membership fee that
fee has been paid.
13.

FINANCE

The branch shall be self-financing save for any discretionary grants made by the
Council of CILEx or third party sponsorship approved by CILEx. The branch shall
have no power to bind CILEx.
14.

BRANCH MEETINGS

The Committee should aim to hold regular branch meetings and should, in any
event, hold at least four meetings in any 12 month period.
In the event that the Chairperson and Vice-Chairperson cannot attend a branch
meeting the Committee members present at the meeting shall appoint one of their
number to act as Chairperson for the purpose of that meeting.
The Secretary or some other person appointed by the Committee shall take a
minute of all branch meetings and circulated to the members of the branch by email
as soon as practicable after the meeting.
15.

ANNUAL GENERAL MEETING / ANNUAL REPORTING

The first Annual General Meeting (AGM) shall be held not later than 28th February
in the year following the formation of the branch. Subsequent AGMs shall be held
not later than 28th February in each succeeding year. Notice of the AGM shall be
given in writing by email or by post to all members of the branch and the Chief
Executive at least 14 before the date of the AGM which shall be accompanied by an
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Agenda and details of any proposed resolutions.
The AGM agenda shall include the following items:
• A report by or on behalf of the Chairperson of the Committee on
the work of the Branch and the Committee since the last AGM;
• Presentation of the Accounts of the Branch for the previous
financial year;
• Election of members of the Committee;
• Proposed Resolutions;
• Annual subscription:
• Address by invited attendees:
• Any other business.
The AGM shall be chaired by the Chairperson of the Committee or if the Chairperson
is not present by any Vice Chairperson. In the event that the Chairperson and ViceChairperson is not present the meeting shall elect one of their number to act as
Chairperson for the purpose of that meeting.
The Chairperson of the Committee may invite a Council member, the President and
the Chief Executive (or their nominees) to attend and address the meeting.
.
The Secretary shall send to the Chief Executive an Annual Return accompanied by a
list of members of the branch as at 31st December by 31st March in each year. This
should be in the format prescribed by CILEx together with the Branch Accounts for inspection
Accounts for the branch’s first year (or part year) of activity should end on 31st
December of the year the branch started. For second and subsequent years, the
accounts should cover the calendar year to 31st December.
16.

ORDINARY BRANCH MEETINGS

Ordinary meetings of the members may be held for such purposes and at such times
and places as the Committee may decide having given all members of the branch at
least 7 days notice in writing by email or by post.
17.

CONDUCT OF ORDINARY BRANCH MEETINGS

All members of the branch and Branch Affiliates may speak at the meeting but only CILEx members
are entitled to vote.
Branch meetings shall be chaired by the Chairperson of the Committee or if the
Chairperson is not present by any Vice Chairperson. In the event that the
Chairperson and Vice-Chairperson are not present the meeting shall elect one of
their numbers to act as Chairperson for the purpose of that meeting.
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SPECIAL MEETINGS

Two or more Fellows of the Branch may in writing to the Chairperson or Secretary of
the branch or if neither have been elected or are in post the Chief Executive request
that a Special Meeting of the branch be convened. The request shall state the nature
of the issue to be discussed and shall contain a proposed resolution for the meeting
to consider. Written notice of the request shall be given to the Chief Executive by the
person requesting the meeting and the Chairperson or Secretary of the branch.
The Chief Executive shall take all necessary steps to convene a meeting of the
branch within 6 weeks from the date of request and shall give notice by email or by
post of the meeting the issue to be discussed and the proposed resolution in writing
to all members of the Branch at least 28 days before the date of the meeting.
19.

CONDUCT OF SPECIAL MEETINGS

All members of the branch and Branch Affiliates may speak at the meeting but only
CILEx members of the branch are entitled to vote at any special meeting of the
branch.
Special meetings shall be chaired by a person appointed by the Chief Executive for
that purpose (which may be the Chairperson of the Committee or a member of the
Committee).
20.

ALTERATION OF RULES

Any proposed amendments or variation of these “Branch Rules” shall be approved
by an Ordinary Meeting of the branch or in writing by CILEx.
21.

DATA PROTECTION

CILEx is registered under the Data Protection Act and Branch records such as
mailing details and attendance records are the property of CILEx and are covered by
the Head Office registration. The branch may only record and retain the following
membership information:
• Name and home and office addresses;
• Name and address of employer;
• Contact telephone numbers;
• Email addresses;
• CILEx status;
• Committee position and status;
• Subscription information.
No other personal information shall be recorded or retained by the branch.
Branch records shall be produced to the Chief Executive on demand.
Branches are reminded that Data Protection rules give members the right to see all
personal records about them and any personal information held about them.
Branch membership records and must comply with such Data Protection Rules
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stipulated by CILEx from time to time.
22.

INSURANCE AND CONTRACTS

The insurance cover maintained by Head Office extends to cover branches.
Accordingly, there is no need for a branch to insure branch events such as normal
meetings, conferences, dinners, receptions.
Any contract to be entered into by or on behalf of a branch which exceeds £500 or
one third of the current reserves of the branch whichever is the higher shall be
referred to the Chief Executive.
23.

BRANCH RECORDS

Branches shall safely retain all branch records (including receipts, invoices,
subscription records, annual returns, expense claims, minutes and agendas) for a
minimum of two years. The Committee may decide that records for earlier years may
be destroyed on a confidential basis.
24.

EXPENSES

Expenses incurred by Committee members wholly, exclusively and necessarily in the
performance of branch duties approved by the Committee shall be reimbursed by the
branch. All claims must be supported by invoices or receipts and specify the reason
for the expenditure. HMRC's Authorised Mileage Rate allowance may be claimed if
private cars are used on Branch business. The branch is at liberty to pay a lower rate
than HMRC’s Authorised rate at its absolute discretion.
25.

CLOSURE OF BRANCH

If branch members consider that there is insufficient interest/member engagement to
sustain the current branch then the Committee or Member (if branch membership is
lower than 5) can apply to CILEx for the branch to be closed. If CILEx consider that
a branch is inactive then they can instigate the branch closure. Before a branch
closes a review will take place with all interested parties to agree on the plan for
closure, return of CILEx property and distribution of remaining funds.
A review of branch closure shall take into account the activity of the branch including planning and
delivery of events, communications with branch members, CILEx and other stakeholders,
membership growth as well as administration of the branch. This list is not exhaustive.
Any remaining funds returned to CILEx following a branch closure shall be held by CILEx for a
period of 6 months and thereafter shared amongst remaining CILEx branches.

February 2017

C1

CILEx Membership Services – ANNEX C

Minutes Template
MINUTES OF THE XXXXXXXXX BRANCH
DATED

PRESENT:

Action Points

IN ATTENDANCE:

ITEM 1

APOLOGIES FOR ABSENCE

ITEM 2
ITEM 3

Action Points
ITEM 5

Action Points
ITEM 7
ITEM 8
Calendar of Meetings 2015
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CILEx Group Data Protection Policy
Introduction
This policy provides a framework for how we will process, handle, store and dispose
of data within the CILEx Group in line with the Data Protection Act 1998 (the Act)
and how we will allow individuals (known as data subjects) to access their data. The
Group is made up of the following organisations. Each organisation is a data
controller:
• Chartered Institute of Legal Executives (CILEx),
• CILEx Regulation
• CILEx Law School (CLS),
• CILEx Pro Bono Trust (CPBT) and
• CILEx Benevolent Fund (CBF).
The Group collects certain personal data about living individuals in order to satisfy
operational, reporting and legal obligations. To ensure that a coherent service is
offered, information may be stored centrally and accessed by appropriate staff in
compliance with the Act, this policy and procedures within each department.
Principles
The Group adheres to principles set out in the Act which require that personal data
is:
1. processed fairly and lawfully and not processed unless certain conditions are
met;
2. obtained for a specified and lawful purpose and not processed in any manner
incompatible with that purpose;
3. adequate, relevant and not excessive for those purposes;
4. accurate and where necessary kept up to date;
5. not kept for longer than necessary for that purpose;
6. processed in accordance with the data subject’s rights;
7. kept secure from unauthorised or unlawful processing and protected against
accidental loss, destruction or damage by appropriate technical and
organisational measures;
8. not transferred to a country or territory outside the European Economic Area,
unless that country or territory ensures an adequate level of protection for the
rights and freedoms of data subjects in relation to the processing of personal
data.
In order to meet these principles the Group will:
• fully observe the conditions regarding fair collection and use of personal data;
• meet its obligations to specify the purposes for which personal data is used;
• collect and process appropriate personal data only to the extent needed to fulfil
operational or legal requirements;
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• ensure the quality of personal data used;
• apply checks to determine the length of time personal data is held;
• ensure that the rights under the Act of individuals whose personal data is held
can be fully exercised;
• take appropriate technical and organisational security measures to safeguard
personal data; and
• ensure personal data is not shared or transferred without suitable safeguards
and in line with the provisions in the Act.
Privacy notices
Where personal data is collected about an individual they will be made aware of the
purpose for which the data is collected and what it will be used for.
The Group will use appropriate privacy notices as agreed from time to time reflecting
different requirements and uses. All privacy notices will comply with this policy.
Individuals can obtain information on how their data will be used either at the point
the information is collected or under the arrangements set out in this policy.
Storage of data
The majority of personal data collected by the Group is stored on a Management
Information System. Some information can be accessed by staff throughout the
Group. Where information is unsuitable to be shared throughout the Group,
appropriate measures are put in place to ensure data can only be accessed by staff
in the appropriate department.
No external person will have access to Group records except in circumstances
outlined in this policy and the Group privacy statement. Any access will be in line
withthe Act.
Subject access requests
The Act entitles individuals to access their personal data held by the Group, or any of
the individual organisations within it. Requests for information must be dealt with
within 40 days of receipt. To ensure requests are given appropriate priority, they will
be dealt with in line with this policy.
When a subject access request is received, we will:
1. Ensure the individual is entitled to make the request or access the
information.
2. Clarify whether the subject access request applies to the whole Group, or one
or more organisations within it.
3. Acknowledge it within Customer Service Standard timescales.
4. Ask the individual making the data request to complete a Data Request Form
(Appendix 1) if further information is needed in order to fulfil the request. This
will enable staff to identify and locate all sources of data relating to the request.
5. Require payment. Data requests in writing must be accompanied by payment
of £10 to cover administration costs, by cheque payable to the relevant data
controller (i.e. CILEx, CILEx Regulation, CLS, CPBT, CBF), or other agreed
payment method. One charge only will be made per request, regardless of
how many data controllers in the Group the request relates to.
6. Forward the data request to the appropriate specified post holder(s) (Appendix
3). If the request is for more than one organisation, or the Group as a whole,
then one of the specified post holders will collate the information.
7. Ensure the appropriate specified post holder(s) will complete a Search Process
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Sheet (Appendix 2) and return it with any relevant information to the member of
staff co-ordinating the data request.
8. Ensure we comply with the data request within 40 days from the date the
administrative fee is received. Where we can respond earlier we will do so.
Where appropriate we will explain the results of the search.
The Search Process Sheet will be completed by the staff member conducting the
data search. All areas listed on the form should be marked to indicate that they have
been checked and whether information has been found or not. The sheet should
then be signed by the Department Manager and returned to the member of staff
coordinating the request with copies of any data found. This sheet will include a
timeline for return in order to help ensure that all forms and information are returned
within 40 days.
The member of staff co-ordinating the response will retain a file for each data
request.
For non-members the file will be destroyed after one year. For members the file will
be destroyed one year after leaving membership.
Breach of obligations
Any concern that the Group’s data protection obligations may have been breached
should in the first instance be raised with the specified post holder for the part of the
Group where the breach may have occurred.
Any member of staff with such a concern should also raise it with their line manager
and the specified post holder for their part of the Group at the earliest opportunity.
Potential breaches will be investigated and remedial action taken as appropriate.
Where necessary, breaches will be reported to the Information Commissioner’s
Office
(ICO). Guidance is available on the ICO website www.ico.org.uk.
Review
We keep this policy under regular review, and the up to date version will be available
on our websites. The policy was last updated in April 2015.
Heads of Department may approve changes to departmental procedures at any time.
The Chief Operating Officer and Director of Group Services at CILEx together have
authority to approve amendments to this policy in consultation with relevant
individuals across the Group.
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Industry contact details
Chartered Management Institute – Membership of 89,000
and covers whole of the UK. Has regional branches that
have seminars and social events.
The Institute of Chartered Accountants – Membership of
over 120,000 and covers England and Wales. Has
regional branches that have seminars and social events.
Chartered Institute of Marketing – Membership over
60,000. Has regional branches that have seminars and
social events.
Chartered Institute of Personnel and Development –
Membership of over 100,000 and covers whole of UK.
Has regional branches that have seminars and social
events.
Institute of Directors – Worldwide membership. Has
some regional branches.
British Networking International – Business and
professional networking organisation that offers members
opportunities to share ideas, contacts and referrals. This
is an American idea that seems to be catching on in the
UK. Branches are known as Chapters and you are likely
to be required to pay for everything you get involved with
– including your breakfast if you go to a breakfast
meeting!
Federation of Small Businesses
Association of Accounting Technicians

www.managers.org.uk

Association of Citizens Advice Bureau

www.citizensadvice.org.uk

Chamber of Commerce

www.britishchambers.org.uk

National Women’s Business Network

www.national-womensnetwork.co.uk

www.icaew.co.uk

www.cim.co.uk

www.cipd.co.uk

www.iod.com
www.bni-europe.com

www.fsb.org.uk
www.aat.co.uk
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Branch stationery order form

CILEx letterheads (1 ream supplied)
Branch Name:
___________________________________________________
CILEx business cards for Branch Chair (1 box supplied of 125 cards)
Name:
___________________________________________________
Address:
___________________________________________________
__________________________
_________________________
Telephone:
___________________________________________________
Email:
___________________________________________________
DX Address:
___________________________________________________
Fax:
___________________________________________________
Return to:
Ellen Birch
Member Services Coordinator
Chartered Institute of Legal Executives
Kempston Manor
Kempston
Bedford
MK42 7AB
Tel: 01234 845754
Email: ebirch@cilex.org.uk
Fax: 01234 840373
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CILEx BRANCH ANNUAL RETURN 2017

Please give as much information as you can. Please use extra paper if you have a lot to
say.

Branch Name:
__________________________________________________
Chair (Contact details including e-mail)
__________________________________________________
Vice Chair (Contact details including e-mail)
__________________________________________________
Treasurer (Contact details including e-mail)
__________________________________________________
Secretary (Contact details including e-mail)
__________________________________________________
Number of Committee Members
__________________________________________________
Number of Branch members
 P a id Me m be rs

Unpa id Me m be rs

__________________________________________________
Average attendance at events

This form is available electronically from the Branches Toolkit which can be found under
myCILEx on the CILEx Website at www.cilex.org.uk
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BRANCH GRANT APPLICATION FORM 2017

Branches are now required to complete this application form to receive funds for the
year. This form should be completed through discussions with the Branch
Committee. All applications will be considered by the end of February 2017 and
funds allocated. Applications can be made mid-year if you are a new branch or
would like to run a new/innovative event which could not have been previously
anticipated.
However, branches should be aware that grants are limited and in the past a fixed
amount of £500.00 was allocated. CILEx reserves the right to pay part amounts for
those that have been bid.
Please be aware you will be required to report in your next annual return what has
been completed in relation to your plan.
Branch grant applications will be reviewed by the Membership Standing Committee
and previous activity levels and branch accounts will be considered as part of the
decision making process.
Activities Planned
Please complete with details of your plans with estimated costs and level of
contribution required.
Type

Month

No. targeted

Cost

CILEx Contribution

VIP tickets for events
In the past CILEx have covered the ticket price for top table guests. These are
external regional stakeholders that the branch/CILEx wishes to engage with and/or
influence. Please provide details of your requirements for 2017. We appreciate
that you may not have identified specific individuals and if this is the case please
provide an indication of the organisation or group you wish to attend. This could be
but not restricted to e.g. local judge, Law Society Chair, Magistrates.
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List of VIP’s attending events
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
1.
What was the branches biggest achievement of 2016?
__________________________________________________
2.

What have the biggest challenges for the branch in 2016?

_________________________________________________
_ 3.

What support do you require from CILEx in 2017?

__________________________________________________
4.

How would you classify your branch? Tick one below.

1
2
3
4
5

On the runway and taking off ( up to a year old )
Not new but things are going well, still climbing
Been around and things have plateaued but still flying
Going into a shallow dive, fuel getting low
Crashed and about to burn

If you feel that your branch is at No. 4 or 5 above have you tried any of the following
to reinvigorate your branch?
•
•
•

Arrange a re-launch event
Team up with another local branch and maybe merge
Share ideas with another local branch

Or for more ideas see our Reflections from a Branch Member in your Branch Toolkit
(Annex P)
Please note if the branch is classified as 4 or 5 above. We will be contacting you to
initiate a branch review.
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RECEIPTS AND PAYMENTS ACCOUNT of the
_____________________________________BRANCH for the year ended 31 DECEMBER 20__

Opening

Cash in Hand

£__________________
At Bank
£__________________
Other Balances (please specify)
£__________________

Total Opening £__________________

Receipts

Grant from Head Office

£__________________
Subscriptions of Branch Members
£__________________
Donations
£__________________
Net Profits on Functions
£__________________
Other Income (please specify)
£__________________
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Expenditure

I2

Printing and Stationery
£__________________
Postage and Telephone
£__________________
Officers’ Travel Expenses
£__________________
Insurance Premiums
£__________________
Net Losses on Functions
£__________________
Other Expenditure (please specify)
£__________________

Closing

Cash in Hand
£__________________
At Bank
£__________________
Other Balances (please specify)
£__________________

Total Closing £__________________
Certificate
I certify that the above account is a true and correct summary of the transactions of this branch for
the year ended 31 December 20__.

Branch Treasurer
_____________________________________________________
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Fact and figures
About The Chartered Institute of Legal Executives (CILEx):
• CILEx came into being after the former Institute of Legal Executives was awarded a
Royal Charter by the Queen in Council on 13 October 2011. The charter itself was
then presented to CILEx president, Susan Silver, and CEO, Diane Burleigh OBE, on
30 January 2012 by Justice Minister Jonathan Djanogly.
• We have roots going back to 1892, when there is the first recorded meeting of
Managing Clerks at The Girdlers Hall in the City of London. Managing Clerks
featured in Victorian and Edwardian literature. Charles Dickens was a solicitor's clerk
(he drew on his experience for characters in his novels) and a Solicitor's Managing
Clerk is featured in Galsworthy's Justice).
• CILEx has around 20,000 members who are either trainee and practising Chartered
Legal Executive Lawyers (7,700 are Fellows and so fully qualified lawyers).
• Since 1989, the Chartered Institute of Legal Executives (CILEx) has enabled around
92,500 people to pursue a successful career in law through vocational learning.
• On average, 74% of CILEx members are women and 36% of CILEx students are
from a BAME background (compared to 7.9% for the UK population as a whole).
• CILEx opens up access to a career as a lawyer to all. 82% of CILEx members do not
have a parent who attended university, and only 2% of CILEx members have a
parent who is a lawyer.
• As well as being an awarding organisation regulated by Ofqual, CILEx also works in
partnership with City & Guilds; the UK’s largest awarding body. In conjunction with
City & Guilds. CILEx offers a range of legal studies and legal secretary qualifications
which are available in over 70 centres in the UK and overseas.
• CILEx is unique in being a non-graduate route to qualification as a lawyer, although
graduates are welcomed and the CILEx Graduate Fast Track Diploma gives law
graduates intending to practice law a more affordable and viable alternative to the
LPC.
• CILEx now delivers Level 3 and Level 4 Apprenticeships in Legal Services.
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About Chartered Legal Executive lawyers:
• Chartered Legal Executives are able to become judges, partners, coroners and
advocates
• Chartered Legal Executives are able to become partners in law firms.
• Chartered Legal Executives can represent their clients in court and become
advocates.
• Chartered Legal Executives’ rights are on an increasingly level playing field with
barristers and solicitors.
• Chartered Legal Executives can recover costs at the same level as solicitors once
they reach 8 years’ Post Qualification Experience in litigation (known as Grade A
rates)
• Chartered Legal Executives can become partners in law firms, coroners, judges or
advocates in open court, and now litigators, immigration practitioners, conveyancers
and probate practitioners. They can also set up and run their own law firms providing
reserved legal activities.
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Media Release
Date

TITLE – Keep this short and snappy
Your opening paragraph should be as short as possible but contain the full story.
The second paragraph can back up the first with further information about the story.
Dates, times, reasoning etc.
The third paragraph is reserved for a quote. Is this from you or a more appropriate
person? The quote should talk about the news item and what it means. This is a
good opportunity to make sure any relevant details are included as the media will be
most likely to use the quote.
The rest of the release can include further supporting information about what this
means, what happens next and how people can get in touch for more details. Your
release should be as comprehensive as possible but without the ‘notes to editors’
should not be longer than one A4 side or approximately 300-400 words.
ENDS – this tells journalists that the official part of the release has ended.
Notes to Editors:
Put these in bullet form to add details of the organisation behind the story and other
relevant background information.
Contact details. Add these at the end with your name, contact number, email,
address, branch website and social media channels.
7

September 2015

K2

CILEx Membership Services – ANNEX K

Example Release:

Media Release
For immediate release
17 January 2015

*AREA* lawyers give boost to local students
Members of the *AREA* branch of The Chartered Institute of Legal Executives
(CILEx) have been visiting schools in *town/area* to show prospective lawyers the
variety of options for getting into law.

Many believe the only way to become a lawyer is to go to university but CILEx has
been training successful lawyers vocationally for 50 years. Students work in law firms
while studying, earning a salary as they gain valuable practical experience.

Chair of *XXX* CILEx branch *NAME* said: “With university fees increasing many
feel becoming a lawyer is out of their reach, we are proof that is not the case. I
studied on the job and am now a partner in *LOCAL FIRM* and I could choose to go
on to become a judge. All branch members are at different stages of their career and
those who are well established mentor those still studying or new to their roles, so
there is a fantastic support structure studying with CILEx.”

Once academic and qualifying employment has been completed the students can
qualify as Chartered Legal Executives, who carry out similar work to solicitors and
can go on to become partners in law firms, advocates in open court and judges.
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To find out more about training with CILEx and joining the local branch contact NAME
or follow @CILExLawyers on Twitter.
ENDS

Notes to Editors:
•
•

•
•
•
•
•
•

Picture attached shows Chair of *XXX* CILEx branch *NAME* talking with legal
students of the future at *SCHOOL NAME*
The Chartered Institute of Legal Executives (CILEx) is the professional and
representative association for around 20,000 aspiring and practising Chartered Legal
Executive lawyers across England and Wales. Chartered Legal Executives can
become partners in law firms, judges or advocates in open court.
All CILEx members are independently regulated by CILEx Regulation
CILEx is unique in being a non-graduate route to qualification as a lawyer, as well as
providing apprenticeships and a Graduate Fast-Track route which gives law
graduates a more affordable and viable alternative to the LPC.
CILEx opens up access to a career as a lawyer to all. 82% of members do not have a
parent who attended university, and only 2% of members have a parent who is a
lawyer.
74% of CILEx members are women and 36% of CILEx students are from a BAME
background.
Since 1989, over 95,000 people have pursued a successful career in law through
vocational learning with CILEx.
Follow us: @username Become a fan: facebook

Regards,

NAME,
CILEx Branch Chair
Anytown Branch
www.facebook.com/branchname
: 01234 567 890
: yourname@youremail.com
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The Chartered Institute of Legal Executives
(CILEx)
Logo Usage Policy
Terms of Use

All CILEx logos are protected by copyright and can only be used with written
permission from CILEx HQ. Even then only specific types of logo can be used by
organisations or groups linked to CILEx.
The standard logo, above, can only be used by CILEx, CILEx Regulation and
CILEx Law School (CLS).
However, CILEx wants to encourage and help branches, accredited centres, firms
and learning partners to show their association with us. As a result we have created
logos that are tailored to show such associations appropriately.
We will pursue any violation of our copyright which seeks to exploit our material for
gain, commercial or otherwise, or that misrepresents our ethos and/or core values.
We reserve the right, at any time, to modify or suspend this policy and withdraw any
permission granted under it.
This policy must be read in conjunction with our ‘Identity Guidelines’.
If you have any questions about our logo usage, which are not addressed in the
policy, then please email: logo@cilex.org.uk.
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Who can use the additional CILEx logos?
Branches:

CILEx branches are incredibly important in ensuring that CILEx members of all
grades have local support. They also enable local branch members to raise
awareness of Chartered Legal Executives and other CILEx members in their area
and the work that they do.
Restrictions:
•

•

•

Branches may only use the logo for official branch business. This includes
letterheads, business cards, websites, menus, invites, table plans and appropriate
forums set up by a branch to carry out branch business.
Where social media sites require the use of avatars (a personalised, graphical
representation of the user) only the above avatar can be used, and again this must
only be for official branch business.
These logos must not be amended in any way, including resizing or reduction of
quality. If you experience difficulty with the logo size or shape, email:
logo@cilex.org.uk.
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Branch Events Checklist – Equality and Diversity

Event:
Date:
Time:
Lead Organiser:

Equalities Act - Consider the 9 protected characteristics:
•
•
•
•
•
•
•
•

Age
Disability
Gender
Reassignment
Marriage and Civil
Partnership
Race
Religion and Belief
Sex
Sexual Orientation

September 2015

M2

CILEx Membership Services – ANNEX M

Consideration

✔or X

Comment

Booking Forms
Check for special
requirements for both
attendees and
guests/speakers etc (“Do you
have any dietary, access or
other special requirements?”)
If appropriate, consider
adding “let us know of any
obstacles or barriers that you
feel might make it difficult for
you to attend, enjoy and fully
participate in this event.”
Marketing/Materials
Have you promoted the event
sufficiently widely? Are there
any groups who will likely not
have heard of the event?
Are materials/presentations
accessible and easy to read?
Venue
Is the venue appropriate to
the event? I.e. Is it a religious
or licensed venue, or a
community venue?
Accessible for wheelchair
users? (Through main
entrance not via a back door,
and the room has space for
manoeuvrability)
Are the following available:
- A lift available for those
with issues with stairs or
ramps?
- Accessible facilities i.e.
toilets, fire escapes.
- Suitable facilities i.e. nongendered and gendered
toilets.
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- A PA system if needed?
- A hearing loop available?
- Crèche facilities
- Prayer facilities
- Adjustable lighting
Are assistance dogs
welcome?
Is it accessible to public
transport?
Are there parking facilities?
(Is there a barrier to enter the
car park, and can this be
operated by a deaf person for
example?)
Does the venue have its own
equality and diversity policy?
Dates and Times
Will any one group of people
likely be unable to attend?
Is it accessible to public
transport (i.e. for evening
events)
Does the event conflict with;
School holidays or half terms
Bank Holidays
Easter
Eid
Dhiwali
Christmas
Other religious festivals
Check the Diversiton
Calendar at
www.diversiton.com
Allow for regular ‘comfort
breaks’ in proceedings.
Catering
Have separate meat, fish and
vegetarian options clearly
labelled.
Ensure requirements
specified on booking forms
are met i.e. Halal, Kosher,
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Vegan.
Have water and caffeine-free
drinks available with other
drinks.
The event
Is the agenda suitable for all
attendees? (I.e. Items such
as prayers or saying grace
should not be formal parts of
events.)
Are all appropriate
organisers/supporters aware
of relevant access
requirements of attendees?
If photographs are to be
taken, ensure no one has
issues with flash
photography.
Evaluation
Evaluate the event – any
unexpected diversity issues?
Monitor attendees – was
there an over-representation
of one group, or a marked
lack of representation from
another?
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Reflections from a Branch Member
The Bristol Bath & Surrounds Branch was launched in 1999. The Branch had an
enthusiastic committee who worked well together, and we offered training, networking
and social opportunities. Our annual summer Ball proved to be a great success: at its
most successful we had over 200 guests at the Ball.
Of course, some committee members left for a variety of reasons with new committee
members joining. We found that certain events were more popular than others. Soft
skills training were more popular than specialism-based training. Social events were
generally successful although an attempt to have a once-a-month get together for drinks
after work did not work at all (to our surprise!).
We were fortunate with sponsorship for events through committee members' varied
contacts and built a good relationship with our local Law Society and Bar and with our
local FE College, where the lead CILEx tutor was extremely popular and supportive.
By 2005 the numbers attending the Ball had reduced but were still around 150 guests.
The relationship with the local Law Society and Bar remained good as did the
relationship with the FE College. Sponsorship was a little more difficult to obtain. The
relationship with the FE College changed as the lead tutor retired. His replacement was
not as charismatic although his deputy was enthusiastic and supportive, as a former legal
executive who had re-qualified as a solicitor.
It is fair to say the Branch had reached a plateau by 2005 – not quite as high flying as in
the previous years, but still in a very comfortable place which continued for the next
couple of years.
We then faced some challenges in about 2007/2008 due in no small part to the economic
downturn which affected so many of our members.
We found that we were continuing to organise events but they were not very well
attended at all. We would advise that even if you only have a few people confirmed for
events it is very important to go ahead with that event and do not cancel it as you may
just have a couple of people turn up who have not registered their interest. Whilst it is
disheartening, going ahead with the events does still keep you profile going.
With the running of the committee, in addition to the usual Chair, Vice Chair, Treasurer
and Secretary roles we have created other roles e.g. media liaison, college liaison and
training etc. These roles have been allocated to various committee members and they
have responsibility for updating our social media and organising the training events etc.
This is a good way of sharing the work load between everyone and also making every
committee member feel part of the team. As your committee grows you will no doubt
create your own roles.
As to the organisation of events, it is very important that it is a team effort and not left to
one person to organise especially with the larger events. It is a good idea for the larger
events and it has certainly worked for us, is to have a smaller team allocated to organise
that event and each person has a specific task or job to do and everyone reports back to
one person who manages the event. This way there is no duplication in any tasks and
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the workload is divided, after all the Committee is not paid and we all have day jobs to
contend with!
You must think carefully before committing financially to the larger events. Head office
will not bail you out if you need financial assistance and if you are entering into any
contracts i.e. hotels etc. then it is the personal responsibility of the committee to make up
any shortfall of the branch funds to pay for that event. Therefore you must ensure before
committing to any contracts that you either have sufficient funds to cover the cost or you
will be able to fulfil that contract.
Sponsorship can be key to running events especially for the larger events e.g. Summer
Ball etc. It is important to keep the relationship with your sponsors going, stay in touch
with them and they may well sponsor you for events for several years. We found that
during the downturn, sponsorship was very hard to come by but we did still approach
them with the request, the worst that could happen and did; they said no but at least they
were still aware that the branch were actively organising events and in actual fact the
majority of the sponsors that said no during the downturn have sponsored events in
recent years.
Not only does this retain a link with what is coming out of head office, it is also helpful to
make yourself available to meet and greet potential new, as well as existing, students
where they can be encouraged to join the branch as student members. They might be
the future of CILEx so best to get them early!
In summary, it is essential to have a dedicated committee who is willing to put in the
effort to raise the profile of CILEx at both local and national level through holding and
attending social events with associated networking, by the use of social media, and
through the provision of training and attendance at local careers fairs. We only meet once
per month but maintain communication via email/telephone so that meetings have a set
agenda and our business can be dealt with effectively with each committee member
taking responsibility for their own department. And lest we forget, it is often fun and
enjoyable too!
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About branches

Contact us

XXXXX BRANCH

Would you like to...
•
•
•
•
•

Network with the best & develop closer links to your professional organisation
Receive subsidised training and support, tailored to your needs
Have access to professional & career development opportunities
Hear more about local study skills & support services available to you
Help raise the profile of your firm

Develop links with:
CILEx, your membership organisation
CILEx members in your region
Legal sector colleagues
Other professional groups
Legal Sector Charities

Receive Professional Development &
Support:
Workshops & Seminars
CPD
Leadership & Management opportunities
Career Development Advice
Study Buddy/Mentoring

Did you realise that as a member of CILEx you are part of a large network of legal professionals.
The local branch network provides lots of opportunities for members where all of this and much
more is available to you.
You are therefore invited to come along to a membership meeting (details below) to discuss
what you want your branch to provide over the next few years.
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Date:
Time:
Venue:
We are looking for new committee members to lead this work and wish to have a wide ranging
discussion which can include any issues which impact on members.
We look forward to seeing you at the meeting and would be grateful if you could
please confirm your attendance by xxxxxxx, by emailing xxxxx
If you are unable to attend, but would be interested in joining the committee please email Ellen
Birch.

CONFIRM
ATTENDANCE
Connect with us:
Unsubscribe | Subscription preferences

Web: www.cilex.org.uk
Tel: +44 (0)1234 841000

The Chartered Institute of Legal Executives
Kempston, Bedford MK42 7AB
Registered Company No: RC000850

© 2016 The Chartered Institute of Legal Executives (CILEx), all rights reserved.
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<Branch Address>

INVOICE
INVOICE TO:

Invoice
No.:

Due Date:

Ref.:

Date/Tax Point:

Produc
t Code

Description

QTY

Unit Price

Total

INVOICE TOTAL

Remittance Address <

>
Please quote Reference and Invoice Number for all correspondence
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Branch Closure Checklist
Name of Branch

……………………………..

Date of Closure

……………………………..

For Branch Use:
Final Committee Meeting held on

………………………………

Minutes attached
Formal closure date confirmed to members
Closing bank statement and cheque attached/to follow
List of CILEx Items Returned
………………………………………………………………………………
………………………………………………………………………………
………………………………………………………………………………
………………………………………………………………………………
………………………………………………………………………………
For CILEx Use:
Minutes received

………………………………

Closing statement & funds received

………………………………

Branch Website updated

………………………………

Concept updated

……………………………….

Notice to Comms

……………………………….

Notice to Contact Centre

……………………………….
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