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1. Interpretation 

In this document the following words have the following meanings: 

Guidelines  means these guidelines for the Programme. 

Participant  means the individual participating in the Programme being an employee of the 
Sending Firm. 

Programme  means the Globalaw inter-firm exchange programme. 

Sending Firm  means the firm that employs the Participant and releases them to participate 
in the Programme at the Host Firm. 

Host Firm  means the firm hosting the Participant as part of the Programme. 

2. Objectives of the Programme 

2.1 Objectives 

The main aims of the Programme are to: 

(a) create lasting relationships between Globalaw member firms and facilitate 
cross-border transactions; 

(b) improve business development opportunities for Globalaw firms; 

(c) share information and knowledge between Globalaw member firms; 

(d) increase cultural awareness; 

(e) promote the Globalaw network and commit the Participant to its development; 

(f) improve and help expand the networks of the Participant internationally; and 

(g) provide training and career development opportunities to Participants. 

2.2 Participation 

Participation by Globalaw member firms in the Programme is not mandatory. 
However, member firms are encouraged to consider participating to further the 
objectives set out in section 2 above.  Where possible, participation should be 
reciprocal (i.e. member firms should seek to act as Host Firm and Sending Firm on a 
reciprocal basis). 

2.3 Firms 

It is anticipated that particular Host Firms and Sending Firms will consider engaging 
in the Programme where they have mutual clients, are in the same region or have 
some other common interest or goal that would mean that participation in the 
Programme would be likely to provide mutual benefit. 

3. Guidelines  

(a) These Guidelines provide general guidance regarding the Programme only. 
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(b) The Sending Firm and Host Firm may agree to deviate from these Guidelines 
where required in order to further the aims of the Programme set out in 
section 2 above. 

4. Participants 

4.1 Role  

Participants are expected to: 

(a) complete the Application Form set out in Annexure A; 

(b) confirm immigration requirements and eligibility, and obtain a Visa where 
necessary; 

(c) conduct themselves in an honest, ethical, enthusiastic and professional 
manner whilst participating in the Programme; 

(d) behave ethically, comply with confidentiality requirements and immediately 
advise the relevant firm of any potential conflict of interest; 

(e) provide feedback about the Programme by completing the Feedback Form set 
out in Annexure B to assist Globalaw to continually improve the Programme; 
and 

(f) seek to further the aims of the Programme set out in section 2 above. 

4.2 Selection 

(a) Participants shall be selected by the Sending Firm based on: 

(i) merit;  

(ii) the existence of a common interest (for example,  a mutual client or an 
interest in a certain region); and 

(iii) the prospects of the Participant furthering the aims of the Programme 
set out in section 2 above. 

(b) The Host Firm reserves the right to request any documentation that they 
require to assess the merit of the Participant and this may include but may not 
be limited to CV or Resumés and references, and the Host Firm shall have an 
opportunity to meet with or interview any proposed Participant prior to 
agreeing to host them. 

4.3 Qualifications and experience 

(a) Participants shall be fully qualified, registered and admitted legal practitioners 
in their own jurisdiction. 

(b) Participants shall have at least 2 years post qualification legal experience and 
shall have been employed by the Sending Firm for a period of at least 1 year.   

(c) Otherwise, the level of experience required will depend on the particular 
circumstances, including the priorities of the Sending Firm and the needs to 
the Host Firm.   
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(d) It is noted that the Programme is not necessarily intended for junior 
practitioners and that it is also open to more experienced legal practitioners.  
More experienced legal practitioners may benefit more from the Programme 
in view of the networking and business development opportunities made 
possible. The Host Firm and Sending Firm may also benefit more from 
experienced legal practitioners. 

4.4 Language Skills  

Participants shall have appropriate language skills to enable them to communicate 
and engage with colleagues and clients while working at the Host Firm. 

5. Duration of the Programme 

Generally the period of the exchange programme will be 3 – 6 months but the exact 
duration will depend on the resourcing requirements of the Sending Firm and the 
Host Firm. Generally the exchange period will not be less than 1 month to enable the 
Participant, the Sending Firm and the Host Firm to obtain the maximum benefit from 
the Programme.  

6. Work 

a) The work given to the Participants will depend on: 

(i) the needs of the Sending Firm and the Host Firm; 

(ii)  the priorities and objectives pursued by the Sending Firm, the Host Firm 
and the Participant; and 

(iii)  the experience and qualifications of the Participant.  

b) The Participant shall only be given work for which he or she is qualified.  The 
Host Firm shall ensure proper and adequate training, support, monitoring and 
Supervision of the Participant’s work.   

7. Role of the Host Firm 

7.1 Responsibilities 

The Host Firm shall: 

(a) communicate with the Sending Firm regarding its requirements and objectives 
for the Programme; 

(b) meet with or interview the proposed Participant prior to commencement to 
ensure a suitable ‘fit’; 

(c) assist the Participant with immigration and accommodation where possible, 
facilitating the documents that the Participant could need for a Visa 
application; 

(d) designate at least one partner of the Host Firm as mentor of the Participant 
during the Programme; 

(e) ensure that the Participant is given appropriate and interesting work tasks; 



 Globalaw Exchange Programme 
  
 

 

(f) ensure that the Participant is provided with appropriate training, supervision 
and support; 

(g) create business development opportunities for the Participant including client 
meetings, joint presentations and social functions; 

(h) provide the Participant with appropriate technical and secretarial support to 
enable the Participant to carry out work tasks and communicate with the 
Sending Firm where necessary; 

(i) liaise with the Sending Firm where necessary to coordinate the work tasks to 
be given to the Participant; 

(j) together with the Sending Firm, ensure that suitable accommodation is 
obtained for the Participant and that appropriate insurances are in place; 

(k) provide feedback about the Programme by completing the Feedback Form set 
out in Annexure B to assist Globalaw to continually improve the Programme; 
and 

(l) seek to further the aims of the Programme set out in section 2 above; 

7.2 Buddy System 

(a) During the Programme it is important to note that the Participant will be in an 
unfamiliar environment, and may experience cultural differences and 
language difficulties. 

(b) In addition to being assigned a mentor as set out in Section 7.1 above, it is 
generally appropriate for the Participant to be assigned a local “buddy”, 
generally an associate from the Hosting Firm, to monitor and assist the 
Participant for the duration of the Programme. The Hosting Firm should select 
the local “buddy” in advance to allow the “buddy” to introduce him or herself to 
the Participant and provide information and assistance before his/her arrival at 
the Host Firm. 

8. Role of the Sending Firm 

8.1 Responsibilities 

The Sending Firm shall: 

(a) communicate with the Host Firm regarding its requirements and objectives for 
the Programme; 

(b) select a suitable Participant to further the aims of the Programme set out in 
section 2 above; 

(c) provide advice and support to the Participant including in respect of 
immigration where possible; 

(d) ensure that the Participant provides Feedback by completing the Feedback 
Form set out in Annexure B to assist Globalaw to continually improve the 
Programme; 

(e) liaise with the Host Firm where necessary to coordinate the work tasks to be 
given to the Participant;  



 Globalaw Exchange Programme 
  
 

 

(f) together with the Host Firm, ensure that suitable accommodation is obtained 
for the Participant and that appropriate insurances are in place; and 

(g) seek to further the aims of the Programme set out in section 2 above. 

8.2 Costs 

Generally it is expected that whichever firm is the ‘Sending Firm’ will continue to pay 
the Participant’s wages while the Participant participates in the Programme and will 
pay the Participants travel costs.  

The accommodation costs of the Participant will be duly coordinated and agreed 
between the Host Firm and the Sending Firm. It may be appropriate for the Host Firm 
to arrange (and pay for) accommodation given its familiarity with the local area.  
However, this issue will need to be addressed on a case by case basis (noting that 
there may be relevant taxation issues). 

9. Practical Matters  

9.1 Globalaw Website  

The Globalaw website contains a Programme webpage which allows potential 
Participants and member firms to download these Guidelines and the relevant forms.  
The webpage also contains and interactive feed which allows member firms and 
potential Participants to express their interest in participating in the Programme.  

9.2 Immigration 

Set out in Annexure C is a schedule of internet resources which provide information 
about immigration requirements in various jurisdictions to assist Participants. 

9.3 Insurance  

Before commending the Programme, the Sending Firm and the Host Firm should 
consider whether appropriate insurance (i.e. travel, workers compensation/medical, 
professional indemnity and liability insurance) is in place covering the Participant 
while they are participating in the Programme.  

9.4 Conflicts 

It is not intended that firms will “share” conflicts.  However, it will be necessary for the 
Host Firm and the Sending Firm to consider any personal conflicts that may arise out 
of the work undertaken by the Participant at both the Host Firm and the Sending 
Firm.  In accordance with usual standards of ethical practice, the Participant shall 
immediately advise the relevant firm if he or she considers that they have a potential 
conflict of interest.  

9.5 Ethics and Confidentiality 

The Participant will be bound by the ethical guidelines of both firms (including 
confidentiality requirements).  The Host Firm may request that the Participant enters 
into a formal confidentiality agreement.  
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Annexure A – Participant Application Form  

 
A P P L I C A T I O N  F O R  T H E  G L O B AL A W  E X C H AN G E  P R O G R AM M E  

 Deadline for Application: [•]  
Email your completed form in MS Word Format to: [•] 

This form is to be completed by the individual (the “Applicant ”) who wishes to participate to the 
Globalaw Exchange Programme (the “Programme ”) in the year of 2014.  
 
YOUR DETAILS 
 

Full 
Name:  Middle:  

Preferred 
Name:  

 
Home Address:  Phone:  
  

 

City:  
 
State:                          Country: 

Zip/Postal  
Code: 

   
 

Date of birth:  Gender:  
  

 
Title/position within the firm:  
 

 
Date of admission to the bar association of your ju risdiction:  
 

 
# of years with Host Firm  
 

 

 
SENDING FIRM’S DETAILS  
 

Firm Name:  Email Address:  
  

 
Business Address:  Phone:  Fax:  
   

 
City:  State:                       Country:  Zip/Postal Code:  

   
   

 
Full name of the person of contact (i.e. a partner)  
within the Sending Firm for the purposes of the 
Programme: 
 
 

Phone:  Fax:  
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HOST FIRM AND PROGRAMME DETAILS 
 
Please indicate the Host Firm to which you wish to apply in view of participating in the 
Programme. 
 

Firm Name:  Email Address:  
  

 
Business Address:  Phon e: Fax:  
   

 

City: 
State:                       Country:  Zip/Postal 

Code: 
   
 
   

 
Applicant is aware that the Host Firm shall have fu ll discretion to decide on his or her application 
and that he or she may in particular be required to  interview with the Host firm.  
 
Please indicate the desired period of time and pref erred dates for your participation in the 
Programme : 
 
___________________________________________________________________________________ 
Period of time (the recommended period of time is of a minimum of three months and a maximum of six 
months)  
 
_________________________________________ 
Starting date  
 
In the event the starting date is flexible and amen dable pursuant to the Host Firm’s availability, 
please check this box:                                         [  ] 
 
 
WORK EXPERIENCE  

Sample Format:  

mm/YYYY to mm/YYYY ~ Company Name/City ~ Position ~ Responsibilities 

 

 

If a copy of your CV/ Resume is attached please check this box:                                  [  ] 

 

 
EDUCATION 
Sample Format:  

mm/YYYY to mm/YYYY ~ Institution/City ~ Degree/Major 

 
 
 
 
LANGUAGE SKILLS  
Sample Format:  

Language ~ Level 

 

The Applicant is aware that he or she is required to have appropriate language skills to enable him or 

her to communicate and engage with colleagues and clients while working at the Host Firm. 
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QUESTIONS 
 

1. Why do you want to participate in the Program me? (Limit 500 characters) 

 
 

2. Based on your understanding of  the Program me, how do you think you will be able further 
the aims of the Programme? ( Limit 500 characters) 

  
 

 
 

Signature:  
 
 
 

Date:  

 
The Applicant hereby recognizes having read and und erstood the Programme Guidelines. The 
Applicant undertakes in particular to provide feedb ack about the Programme by completing 
the Feedback Form set out in Annexure B of the Prog ramme Guidelines.   
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Annexure B – Feedback Form 

Participant Feedback Form 

Questions [1 = lowest and 5 = highest] 1 2 3 4 5 

Leading up to the exchange programme were you satisfied with 
communication and support provided by the Host Firm? 

     

Were immigration and Visa requirements difficult to resolve?      

Did the exchange programme meet your expectations overall?      

Were you given appropriate work tasks?      

Were sufficient marketing and business development opportunities provided?      

Did you receive appropriate training and supervision?      

Were you provided with a “mentor” and/or a “buddy”?      

Did you receive appropriate technical and secretarial support?      

Were you satisfied with the degree of communication and coordination 
between your firm and the host firm generally? 

     

Were you satisfied with the travel and accommodation arrangements?      

Would you recommend the exchange programme to others?      

Was it difficult to communicate (i.e. was there a language barrier)?      

Have you created lasting relationships with members of the host firm?      

Do you think that following the exchange programme there is an increased 
prospect of mutual referral of work between your firm and the host firm? 

     

In a few words, describe your overall experience participating in the exchange programme. 

 

What did you enjoy most about participating in the exchange programme? 

 

How could the exchange programme be improved? 

 

What advice would you give to someone who was considering participating on the programme? 

 

Describe any cultural differences that you noticed during the exchange programme.  How did you 
overcome them? 
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Host Firm Feedback Form 

Questions [1 = lowest and 5 = highest] 1 2 3 4 5 

Leading up to the exchange programme were you satisfied with the level 
communication between your firm, the sending firm and the participant? 

     

Were immigration and Visa requirements difficult to resolve?      

Did the exchange programme meet your expectations overall?      

Was the participant appropriately qualified and experienced?      

Were you satisfied with the quality of work produced by the participant?      

Were marketing and business development opportunities were created?      

Was it difficult to communicate (i.e. was there a language barrier)?      

Was it necessary to provide significant mentoring, training and support to the 
participant? 

     

Were you satisfied with the degree of communication and coordination 
between your firm and the sending firm generally? 

     

Would your firm host again?       

Would your firm consider sending someone on exchange to another firm?      

Has your firm created a lasting relationship with the participant and the 
sending firm? 

     

Do you think that following the exchange programme there is an increased 
prospect of mutual referral of work between your firm and the sending firm? 

     

In a few words, describe your firms overall experience participating in the exchange programme. 

 

What did your firm enjoy most about participating in the exchange programme? 

 

How could the exchange programme be improved?  

 

What advice would you give to another firm which was considering participating on the exchange 
programme? 

 

Describe any cultural differences that you noticed during the exchange programme.  How did your 
firm overcome them? 
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Annexure C – Visas 

 

Country  Website 

Australia http://www.immi.gov.au/visitors/ 

France http://www.diplomatie.gouv.fr/en/coming-to-france/getting-a-visa/ 

Hong Kong www.immd.gov.hk 

Peru http://www.digemin.gob.pe/servicios_inmigracion_visas_temporales.html 

Switzerland http://www.bfm.admin.ch/content/bfm/en/home/themen/einreise.html 

Germany http://www.bamf.de/EN/Migration/Arbeiten/arbeiten-node.html 

UK http://www.ukba.homeoffice.gov.uk/ 

USA http://www.uscis.gov/portal/site/uscis 

Canada http://www.cic.gc.ca/english/index-int.asp 

  

  

  

  

  

  

  

  

  

  

 

 


