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 Paralegal Practising Certificate Application Form PPCA1
Guidance Notes for Applicants who have Relevant Qualification(s) and Experience
Introduction

You must use form PPCA1 to apply for your first Paralegal Practising Certificate if you have relevant qualifications and experience.

The Paralegal Practitioners’ Rules 2015 requires that any paralegal working in the unregulated legal services market in England and Wales in connection with the provision of legal services needs a Paralegal Practising Certificate.

If you are not sure if you need a Paralegal Practising Certificate, please refer to the information held online at www.ppr.org.uk or contact our Admin team (contact details provided below).

Completing PPCA1
Please:

• fill in every section of the form;

• sign the form in two places: under section 3 and under section 6.

• you may fill in the form on-line and upload the relevant documents or you can print
  the form and send it to us via the post.
How to contact us

If you need any assistance completing the PPCA1, please contact us by e-mail, the address is info@ppr.org.uk.
Our postal address for Professional Paralegal Register (PPR) PPC applications is: PPR Administrator, Office 7, 35-37 Ludgate Hill, London, EC4M 7JN
FAQs

If I do not want to use the on-line facility to upload my application where do I send the form and fee?

Please send your form by post to:

Professional Paralegal Register (PPR) PPC applications is: PPR Administrator, Office 7, 35-37 Ludgate Hill, London, EC4M 7JN

You can make payments via bank transfer, Paypal or by sending a cheque.  If you use the Bank Transfer method you must include your name as a reference.

Only UK postal orders and cheques drawn on a UK bank in pounds sterling will be accepted. 
If the authorisation/cheque is not signed or payment is not enclosed, we will return the form to you
Any payment received without an accompanying application form will be held for a maximum of 30 days before being returned to the sender.
Who should I make the cheque payable to?

Please make your cheque payable to the PPR Ltd 
Will I receive a receipt for the cheque and form?

The PPR does not automatically issue receipts for application forms or cheques.

What do I do if I have changed my name?

You should write your new name and the date the change became effective in ‘’Section 1 – Applicant details” on the PPCA1.

Please include documentary evidence such as a certified copy of your marriage certificate, deed poll or statutory declaration.

Completing the Form

1.  Applicant details
Names

If this section has been pre-printed, please make any amendments required. If you have changed your name, you must indicate both names (i.e. present and former) and the date the change became effective. Please include documentary evidence, such as a certified copy of your marriage certificate, deed poll or statutory declaration.

Current Home address

Please provide a current home address (indicating the month and year you moved in). If you have lived at any other address during the last 5 years please provide details in the box provided (the country for each must be specified).

Please note that if you have lived in a country outside of the UK, for a period of six continuous months, during the last five years, you must provide evidence of a criminal record check from the relevant country or countries.

2.  Qualifications and experience and Insurance
Tier Level
You have been placed on the PPR at a Tier Level according to information from your Recognised Body (RB). This is dependent on your qualifications and experience. If you believe that your Tier Level on the PPR is wrong, then please raise this with your RB. You will need to be a Tier 2 or above on the PPR to be eligible for a Paralegal Practising certificate.

Areas of Law and Services offered

You will need to provide information regarding the areas of law that you will be practising and the services you will be offering to a consumer. You need to specify this in order to be granted the appropriate Paralegal Practising Certificate which will either be ‘’General’ or Specified.’ 

The areas of law that users of the PPR will be able to search by are shown in the attached Appendix 1. Please indicate which of these areas your services fall into on your application form. 

Qualifications and experience

You will need to provide evidence of your experience within your area of practice. For Tiers 2 & 3 applicants must have a minimum of 2 years’ experience and for Tier 4 a minimum of 4 years’ experience.  Evidence for experience could be in the form of testimonials from clients/employers; a sample portfolio of work or other reliable and authentic sources. Copies of qualification certificates must also be provided.
All evidence MUST relate to the area of law and for the services you intend to undertake.

Professional Indemnity Insurance

Every PPR Registered Paralegal who applies for a PPC should have PII in place and evidence needs to be provided to the PPR of this at the time of application. If you have not already attained PII then you can get a quote from the PPR website through ‘Insync Insurance’. Please make sure that you have this in place before applying for a PPR PC. If you do not have this, then your application will be refused.

3.  Suitability Test
The PPR must be satisfied as to your character and suitability to be a Professional Paralegal before you are granted a Paralegal Practising Certificate.  You must sign that you understand the statement made in Section 3.  A signature must be scanned or copied on to the document.
The questions in this section are based on the criteria set out in the PPR Paralegal Practitioners’ Rules 2015 (http://ppr.org.uk/paralegals/paralegal-practitioner-rules/)
You must disclose all material information.

Failure to disclose material information will be treated as prima facie evidence of dishonest behaviour. You are therefore encouraged to provide all information in respect of your character and suitability, even if you are unsure whether it is ‘material’. 
If you disclose any issues that may affect your character and suitability, you must provide full details, including, where appropriate, supporting independent evidence. We will then undertake an assessment of the information you have provided. 

We are aware that we receive applications in respect of overseas candidates and that some of the terminology used in the form, particularly in respect of criminal offences and financial behaviour, may not be exactly analogous to terminology relevant in the home jurisdiction. We would ask that you carefully consider the terminology of the Suitability Test in the context of your home jurisdiction and provide as much information as possible about any issues which call into question your character and suitability.

(i) The provisions of the Rehabilitation of Offenders Act 1974 will be taken into account by us in considering any application you make.

(ii) A period of rehabilitation, particularly after we have decided to refuse your application, will not in itself result in automatic admission/authorisation. We need you to show, through a period of good behaviour, that you have taken steps to rehabilitate yourself by your own volition.
4.  Declaration by Recognised Body
The PPR will seek confirmation of your suitability to be awarded a Paralegal Practising Certificate from your Recognised Membership Body.

5.  Paralegal Practising Certificate Fees
Your Paralegal Practising Certificate application cannot be processed unless the appropriate fee has been paid.

6.  Declaration
All applicants must complete this section.

You must sign and date this section or the form will be returned to you. If you fail to do so, then this may delay the issue of your Paralegal Practising Certificate.

APPENDIX 1

PPR Expertise Categories

Tier 1


Tier 2


Tier 3


Tier 4


Accident and Injury Law
Gambling Law

Accountancy Law
Health and Safety Law

Adjudication Law
Housing Law

Administrative Law
Human Resources Law

Advocacy Law
Immigration and Asylum Law

Alternate Dispute Resolution (ADR)
Inheritance Law

Animal Welfare and Protection Law
Insurance Law

Armed Forces Law
International Commercial Law

Assisting Counsel in Court
International Trade Law

Banking Law
Intellectual Property Law

Business Law
Land Law

Capital Markets and Private Equity Law     Landlord and Tenant

Charity Law
Matrimonial Law

Children and Family Law
McKenzie Friends

Civil Litigation and Claims
Media Law

Civil Rights
Mediation and Arbitration Law

Claims Management Law
Medical Negligence Law

Commercial Law
Mental Health Law

Commercial Property Law
Money Advice Law

Competition Law
Money Laundering

Company Law
Personal Injury Law

Construction Law
Police Station Accredited Representatives

Consumer Law
Power of Attorney

Contract Law
Private Clients Law

Conveyancing Law
Private Investigations Law

Corporate Law
Process Servers

Court of Protection Law
Procurement Law

Criminal Law
Property Law

Debt Recovery Law
Regulatory Law

Education Law
Repossession Law

Employment Law
Residential Leasehold Disputes

Environmental Law
Road Traffic Accidents

Estate Administration Law
Shipping Law

Ethics and Compliance Law
Social Welfare Health and Benefits Law

EU Law
Spanish/French/Italian Document Management

Family Law
Tax Law

Finance Law
Tort (negligence, nuisance)

Financial and Estate Planning Law
Trust Law

French Law
Wills and Probate
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