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GUIDANCE FOR APPLICANTS                
Background

This guidance is offered to persons applying, or thinking of applying, to Nottingham City Council for the grant of a premises/personal licence under the Licensing Act 2003.

The Licensing Authority’s role in the Licensing System is primarily administrative and regulatory. The Licensing Authority is therefore only able to offer guidance as to the processes which need to be followed to make an application. The Licensing Service is not available to give advice as to what details should be contained in an application or which type of application may be most appropriate to an applicant’s specific circumstances. In particular, this guidance does not cover the matters which responsible authorities may wish to see included in operating schedules. Some responsible authorities have prepared their own “Guidance to Applicants” which is available by contacting them directly. Where this guidance has been made available to the Licensing Authority it may also appear on our web site, the details of which can be found in the Appendix to this Guidance. Applicants are strongly advised to seek advice from a licensing specialist before submitting their applications.

This Guidance aims to give applicants information as to the different types of applications that may be made under the Licensing Act 2003 and the processes which should be followed.  It mirrors both the requirements of the Act and the current regulations accompanying it. Regard is also had to the City Council’s Statement of Licensing Policy that describes the matters the Licensing Authority will take into account when considering an application.

The above licences permitted the sale or supply of alcohol, the provision of regulated entertainment or the provision of late night hot food. These are referred to in this guidance as “licensable activities”.

HOW TO APPLY FOR A LICENCE

Section 1 – Premises Licence/Club Premises Certificate 
A premises licence/club premises certificate authorises the use of premises for licensable activities, which are defined as:-
· The sale by retail of alcohol

· The supply of alcohol by or on behalf of a club to, or to the order of, a member of the club

· The provision of regulated entertainment and

· The provision of late night refreshment

An application for a premises licence/club premises certificate must be made to the relevant Licensing Authority, that is, the authority within whose area the premises is situated. To make an application you must submit:-

· A properly completed application form (including the operating schedule)
· A plan of the premises in the prescribed form that is clear and legible in every respect and marked up in accordance with the Regulations
· If the application requests authorisation to supply alcohol, a form containing the consent of the proposed Designated Premises Supervisor.  This the person specified in the application form who will normally have the day-to-day responsibility for running the premises and they must hold a personal licence.(Premises Licence only)
· Rules of the Club and Declaration (Club Premises Certificate only)

· The correct fee

· Copies of the application form and accompanying documents must be given to the Responsible Authorities listed in the Council’s Statement of Licensing Policy (also see Appendix for details), on the same day as giving the application to Nottingham City Council.
· It is the applicant’s duty to send copies to the Responsible Authorities and if you cannot prove that you have served the Authorities your application will not be valid and will be rejected.

The 2003 Act also requires the applicant to advertise their application for a premises licence. This occurs in two ways, both of which must be satisfied:-

1. By displaying at least one notice at or on the premises concerned for at least 28 consecutive days beginning on the day after the day the application is given to the licensing authority. The notice should be A4 size or larger, pale blue in colour and printed legibly in black ink or types in black in a font of a size equal to or larger than 16. 

2. By placing an advertisement in a local newspaper on at least one occasion no later than 10 working days, starting on the day after the day the application to given to the licensing authority. 

Determination of application
Only Responsible Authorities and Interested Parties can make a representation against your application. If there are no representations made, the licence will be granted subject to mandatory conditions and conditions consistent with the operating schedule.
If there are relevant representations made, the licensing authority expects the applicant and Responsible Authority/Interested Party to enter into discussions and seek to negotiate a satisfactory outcome.

Where a hearing is needed guidance on the licensing authority’s hearing procedure can be found on the City Council website.
Public Safety

For advice on public safety, event safety management, food safety and information on how to comply with health and safety and food legislation, please contact the Food and Health and Safety Team on 0115 8761494 or e mail safety.enforcement@nottinghamcity.gov.uk 
Section 2 – Personal Licence

· A personal licence authorises individuals to sell or supply alcohol, or authorise the sale or supply of alcohol, for consumption on or off the premises.
· A person may apply for a personal licence whether or not they are currently employed or have a business interest associated with the use of the licence.

· It is only required for the sale or supply of alcohol, not any other licensable activity.

For the initial grant of a personal licence, applications should be sent to the Local Authority for the area in which the applicant is resident at the time. This then becomes their relevant Licensing Authority. All matters (including renewals) should then be sent to this authority.

The application must be accompanied by:-

· Two photographs of the applicant, one of which is endorsed by “a solicitor, notary, a person of standing in the community or any individual with a professional qualification.”

· Either 

i. A Criminal Conviction Certificate issued under Section 112 of the Police Act 1997

ii. A Criminal Record Certificate issued under Section 113A of the Police Act 1997 or

iii. The results of a Subject Access Search under the Data Protection Act 1998 of the police national computer by the National Identification Service, and

In any case such a certificate of search results should be issued no earlier than one calendar month before the giving of the application to the relevant licensing authority

· A declaration by the applicant in the form set out in schedule three that either he has not been convicted of a relevant offence or foreign offence or that he has been convicted of a relevant offence accompanied by details

· The original or certified copy of the relevant accredited licensing qualification
· Applicants must demonstrate that they have the right to work in the UK and are not subject to a condition preventing them from doing work relating to the carrying on of a licensing activity.  (see application form for further details) 
· The correct fee 
Determination of application

Only the Police can make a representation against the grant of a personal licence on the grounds of crime and disorder, and only if an applicant has been convicted of a relevant or a foreign offence. If there is no representation made by the Police the licence will be granted.
Section 3 – Variation of Premises Licence/Club Premises Certificate
If you wish to change (vary) something on your premises licence/club premises certificate, for example the hours of trading, the authorised licensable activities or the terms and conditions, then the premise licence holder may apply to vary the premises licence/club premises certificate.

The following documents must be submitted to the Licensing Authority with your application:

· A properly completed application form (including the operating schedule)

· A plan of the premises in the prescribed form that is clear and legible in every respect and marked up in accordance with the Regulations)

· The premise licence/club premises certificate, or the appropriate part of it, or, if that is not practicable, by a statement of the reasons for the failure to provide the said document or part
· The correct fee

· Copies of the application form and accompanying documents must be given to the Responsible Authorities listed in the Council’s Statement of Licensing Policy and in the Appendix of this Guidance, on the same day as giving the application to Nottingham City Council.

· It is the applicant’s duty to send copies to the Responsible Authorities and if you cannot prove that you have served the Authorities your application will not be valid and will be rejected.

The 2003 Act also requires the applicant to advertise their application for a premises licence. This occurs in two ways, both of which must be satisfied:-

1. By displaying at least one notice at or on the premises concerned for at least 28 consecutive days beginning on the day after the day the application is given to the licensing authority. The notice should be A4 size or larger, pale blue in colour and printed legibly in black ink or types in black in a font of a size equal to or larger than 16.  

2. By placing an advertisement in a local newspaper on at least one occasion no later than 10 working days, starting on the day after the day the application to given to the licensing authority. 

Determination of application

Only Responsible Authorities and Interested Parties can make a representation against your application. If there are no representations made, the licence will be granted subject to mandatory conditions and conditions consistent with the operating schedule.

If there are relevant representations made, the licensing authority expects the applicant and Responsible Authority/Interested Party to enter into discussions and seek to negotiate a satisfactory outcome.

Where a hearing is needed guidance on the licensing authority’s hearing procedure can be found on the City Council website.

Section 4 – Variation of Designated Premises Supervisor (DPS)

All premises licences relating to alcohol are granted with the following two mandatory conditions (S19 Licensing Act 2003):

1.
No supply of alcohol may be made under this licence

(a) At a time when there is no designated premises supervisor in respect of it or,

(b) At a time when the designated premises supervisor does not hold a personal licence or his personal licence is suspended

2.
Every retail sale or supply of alcohol made under this licence must be made or authorised by a person who holds a personal licence.

Should a DPS leave existing premises or take over new premises, an application must be made to the Council by the premises licence holder (not the DPS) to make that change by submitting an application to vary the licence to specify an individual as a Designated Premises Supervisor. The application can have immediate effect, provided that the application is properly made and is accompanied by the required documentation and correct fee. Copies of the application must also be served on the Police Licensing Authority and the existing DPS.  Forms are available from our offices upon request.  

Determination of the application
Only the Police can make a representation for this type of application. If there is no representation made by the Police the application will be granted.

Section 5 – Transfer of Premises Licence

Any person can apply for the transfer to him of a premises licence.  A copy must also be served on the Police Licensing Officer and the Secretary of State (Home Office) on the same day.  The application can have immediate effect, provided the application is properly made and is accompanied by the required documentation and correct fee. Forms are available from our offices upon request.  

Only the Police and the Secretary of State (Home Office) can make a representation for this type of application. If there is no representation made by the Police or the Secretary of State (Home Office) the licence will be granted.

Public Safety

For advice on public safety, event safety management, food safety and information on how to comply with health and safety and food legislation, please contact the Food and Health and Safety Team on 0115 8761494 or e mail safety.enforcement@nottinghamcity.gov.uk 
Section 6 – Temporary Event Notices
A Temporary Event Notice (TEN) is a notification given by an individual to the relevant Licensing Authority that an event at which licensable activities are to be carries on is to take place. 

TEN’s can also be given for premises that already hold a Premises Licence or a Club Premises Certificate.
TEN’s have replaced Occasional Permissions; Occasional Licences and Special Orders of Exemption
Criteria for TEN’s
(The person giving the Temporary Event Notice is known as the Premise User)

· The premises user must be 18 years old or over

· Personal Licence holders may give up to 50 notices per calendar year

· Non Personal Licence holders may only give up to five notices per calendar year

· Each event may last no more than 168 hours and there must be at least 24 hours between events

· No one premises may be used more than twelve times per calendar year

· No one premises may be used for greater than 21 days per calendar year in total

· No more than 499 persons (including staff) can attend the premises at any one time

When should the temporary event notice be given?

No later than 10 clear working days before the day on which the event is to start, the premises user must give one copy of the TEN to the licensing office of the relevant Licensing Authority, together with the prescribed fee (£21). A copy of the notice must also be given to the Chief Officer of Police at their Licensing Office, Mansfield and to Pollution Control, no later than 10 clear working days before the day on which the event is to start. The address of these offices is given in the Appendix.
A limited number of ‘Late’ TENs may be served – please read the notes attached to the Temporary Event Notice for details.
Police and Pollution Objections

If the Police and/or Pollution believe that allowing the event will undermine the licensing objectives, they can give the premises user and the Licensing Authority an objection notice, providing this is done no later than 3 working days after being served a copy of the TEN.

If an objection notice is given by the Police and/or Pollution within three working days, a hearing will be held unless the premises user, the Chief Officer of Police who gave the objection notice and the Licensing Authority agree that a hearing is not necessary.  
You are recommended to obtain a certificate of posting if postal service is used. These are free from the Post Office and can then be attached to the certificate of service sent to the Licensing Authority to help prove that you have properly served your application.

Public Safety

For advice on public safety, event safety management, food safety and information on how to comply with health and safety and food legislation, please contact the Food and Health and Safety Team on 0115 8761494 or e mail safety.enforcement@nottinghamcity.gov.uk 
Application forms, fees and guidance

The requirements of the new regime (the Act and regulations made under the Act) are complex and the Licensing Authority recommends that applicants seek advice from legal or other licensing specialists before submitting their application. The various application forms, details of fees and official guidance on the requirements can be obtained free of charge from the Department of Culture website (see Appendix for details). Single copies of application forms and the fees can be obtained free of charge by downloading from the Licensing Service web site (see Appendix) or by contacting the Service.

General information 
It is an offence knowingly or recklessly to make a false statement in or in connection with an application for the grant or conversion of any form of licence. (A person is to be treated as making a false statement if he produces, furnishes, signs or otherwise makes use of a document that contains a false statement). To do so could result in prosecution and a fine not exceeding level 5 on the standard scale [£5000]. 

You may send applications by electronic means but only if this has previously been agreed by the recipient. 

Where an application or notice is required to be accompanied by a fee, plan or other document or information, that application or notice shall not be treated as given to any person until the fee, plan or other document or information has been received by the relevant licensing authority. 

A photocopy of the original application may be used to send on to the Responsible Authorities but it should be in page order and legible. If you send plans etc separately you are recommended to either deliver them by hand or send them by registered post so that you have a receipt and in all cases you should print on the documents your name, your address and the address of the premises concerned (if any).

Applications may be invalid for many reasons but they cannot be valid (properly made) until the correct fee is received by the Licensing Authority. Payment may be by cash (only if the application is made in person), cheque (payable to Nottingham City Council) or by credit card. 

In special circumstances, e.g. where an application to vary a Designated Premises Supervisor with immediate effect needs to be made outside of normal working hours the application may be treated as valid where it is received with a properly completed debit/credit card mandate completed on line, or otherwise submitted electronically, or addressed to the Licensing Services and posted through the letter box at Lawrence House by hand with the payment enclosed.

Remember that for any type of application, failure to:- 

· Send the correct and properly completed documents to the Licensing Authority and the Responsible Authorities at their proper addresses for service

· Comply with the requirements of the Act and Regulations 

may render your application invalid and would mean it being rejected.  This could result in the application having to be re-served and re-advertised.

Appendix

Useful Contact Details

Nottingham City Council Licensing Authority 

Applications for the Licensing Authority should be sent to:

The Licensing Officer
Nottingham City Council

Central Police Station

Byron House
Maid Marian Way
Nottingham NG1 6HS
Telephone: (0115) 9155555
Email: general.licensing@nottinghamcity.gov.uk 


Web site address: (Application forms, fees etc)

http://www.nottinghamcity.gov.uk/index.aspx?articleid=1314 

City Council’s Licensing Policy – 

http://www.nottinghamcity.gov.uk/index.aspx?articleid=1344 

Department of Culture Media and Sport (DCMS) – (For Licensing Act 2003, Regulations, Forms, Fees etc)

www.culture.gov.uk or www.legislation.gov.uk or www.homeoffice.gov.uk 

Details for Responsible Authorities

ADDRESSES FOR APPLICATIONS

Environmental Health Officer

Food matters, premises management, amenities and facilities and health & safety: 

The Team Leader

Food and Health & Safety Services
Nottingham City Council

Fourth Floor 
Central Police Station

Byron House
Maid Marian Way
Nottingham NG1 6HS
Telephone: (0115) 9155555
Email: safety.enforcement@nottinghamcity.gov.uk
Food safety web site: http://www.nottinghamcity.gov.uk/index.aspx?articleid=742  

Health & Safety web site: http://www.nottinghamcity.gov.uk/index.aspx?articleid=562  

Noise and other pollution matters in all types of premises:

The Team Leader

Pollution Control Services

Nottingham City Council

Fourth Floor
Central Police Station

Byron House
Maid Marian Way
Nottingham NG1 6HS
Telephone: (0115) 9155555Telephone: (0115) 915 5555
Email: pollution.control@nottinghamcity.gov.uk
Web site: http://www.nottinghamcity.gov.uk/index.aspx?articleid=1911 

The Chief Constable

Nottinghamshire Police

City Division Licensing Team

Central Police Station

Byron House

Maid Marian Way

Nottingham

NG1 6HS 

Tel Local: 101  Ext: 318 0973
Tel National: 0115 9670999  Ext: 318 0973
Web site advice to applicants: cityadmin.licensing@nottinghamshire.pnn.police.uk 

The Nottinghamshire Fire Service

Fire Protection South Group

Highfields Fire Station

Hassocks Lane

Beeston

Nottingham NG9 2GQ

Telephone: (0115) 9575260 email: fireprotectionsouth@notts-fire.gov.uk  

Web site: http://www.notts-fire.gov.uk/index.asp
The Health and Safety Executive

For non-commercial operations and public bodies e.g. council owned premises:

City Gate West, Level 6 (first Floor)

Toll House Hill

Nottingham NG1 5AT

Tel: 0845 345 0055

Email: licensing.applicationsArea13@hse.gsi.gov.uk
Web site: http://www.hse.gov.uk/ 

Safeguarding Children Board

NCSCB
Safeguarding & Quality Assurance 
Loxley House, Station Street

Nottingham NG2 3HX
Telephone 0115 8764718  

Email: safeguarding.partnerships@nottinghamcity.gov.uk
Web site: http://www.nottinghamcity.gov.uk/index.aspx?articleid=843  

The Local Planning Authority

The Service Manager

Planning Applications & Advice Service
Nottingham City Council

Loxley House, Station Street

Nottingham NG2 3HX
Telephone: (0115) 9155555  

Email: planning@nottinghamcity.gov.uk
Web site: http://www.nottinghamcity.gov.uk/index.aspx?articleid=535  

Weights and Measures (Trading Standards)

The Service Manager

Nottingham City Council

Fourth Floor
Central Police Station

Byron House
Maid Marian Way
Nottingham NG1 6HS
Telephone: (0115) 9156167 
Email: trading.standards@nottinghamcity.gov.uk

Web site: http://www.nottinghamcity.gov.uk/index.aspx?articleid=429  

Public Health Nottingham City and Nottinghamshire County

County Hall 

West Bridgford

Nottingham

NG2 7QP  

Email: licensing@nottscc.gov.uk     

Licensing Authority as a Responsible Authority

Andrew Errington – Director of Community Protection

Central Police Station

Byron House

Maid Marian Way

Nottingham

NG1 6HS 

Secretary of State (Home Office) 
Alcohol Licensing Team 

Lunar House 

40 Wellesley Road 

Croyden

CR9 2BY 
Email:  alcohol@homeoffice.gsi.gov.uk 

For Vessels only:

The Maritime & Coastguard Agency

Eastern Region
Crosskill House
Mill Lane
BEVERLEY
HU17 9JB
Tel: 01482 866606 web site: http://www.mcga.gov.uk/c4mca/mcga07-home  

The Environment Agency

Trentside Offices
West Bridgford
Nottingham
NG2 5FA

Telephone (0115) 9455722 web site: http://www.environment-agency.gov.uk/ 

The British Waterways Board

The Kiln

Mather Road

Newark

Nottinghamshire

NG24 1FB

Telephone (01636) 704481 

Web site: http://www.direct.gov.uk/en/Dl1/Directories/DG_10011873 

PAGE  
8

