	LICENSING ACT 2003 – GUIDANCE How to apply for a Premises Licence

New Applications and Variations
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These guidance notes, issued on behalf of Test Valley Borough Council, are intended to provide further information to applicants to enable them to submit an application that complies with the provisions of the Licensing Act 2003 and the associated regulations.

However, these notes do not constitute a full statement of the law and all applicants are strongly advised to consult their own independent legal advisor before making any application.

Please note that the application form and fees are those prescribed by law and that the Borough Council has no discretion to change them.

What is a Premises Licence?

Any premises where “licensable activities” take place will require a Premises Licence. The “licensable activities” comprise

· The sale of alcohol

· The provision of “regulated entertainment” (performance of a play, film exhibition, indoor sporting event, boxing or wrestling, live music, recorded music, performance of dance or entertainment of a similar description to music or dance)

· The provision of hot food or hot drink at any time between 2300 and 0500

“Premises” includes a vehicle, vessel or moveable structure or any place (including in the open air) or part of a premises. The licence can be either on a permanent basis or for a time-limited period. If permanent, your licence will continue in force until such time as any circumstances relating to the premises or the licensee change.

How do I apply for a licence?

To apply for a Premises Licence you must apply to Test Valley Borough Council as follows:-

1) Complete the application form. Please note that applications can be submitted in the name of a company, partnership or other organisation (e.g. Village Hall Management Committee) but the person completing the form must have the authority to do so. The application must be made by “a person who carries on, or proposes to carry on, a business which involves the use of premises for the licensable activities to which the application relates”.

2) If the premises are to sell alcohol, the application will need to specify in Part J the name, address and licence details of the proposed Designated Premises Supervisor (DPS). This person must hold a Personal Licence issued by either Test Valley Borough Council or any other local licensing authority in England and Wales. In addition this person will need to give their consent to being appointed as the DPS and a form is provided for this purpose which must accompany the application. The DPS must have the right to work in the UK and the applicant(s) must have checked this right.
3) The completed application form must be accompanied by a plan of the premises preferably in the scale of 1:100 showing the following details:-

a) the extent of the boundary of the building, if relevant, and any external and internal walls of the building and, if different, the perimeter of the premises;

b) the location of points of access to and egress from the premises;

c) if different from b), the location of escape routes from the premises;

d) in a case where the premises is to be used for more than one existing licensable activity, the area within the premises used for each activity;

e) fixed structures (including furniture) or similar objects temporarily in a fixed location (but not furniture) which may impact upon the ability of individuals on the premises to use exits or escape routes without impediment;

f) in a case where the premises includes a stage or raised area, the location and height of each stage or area relative to the floor;

g) in a case where the premises includes any steps, stairs, elevators or lifts, the location of the steps, stairs, elevators or lifts;

h) in a case where the premises includes any room(s) containing public conveniences, the location of the room(s);

i) the location and type of any fire safety and any other safety equipment; and

j) the location of a kitchen, if any, on the premises.

4) The application forms must be completed in black ink or type.

5) If the application relates to the sale of alcohol and/or late night refreshment and is in the name of one or more named individuals who are not in a limited liability partnership then each applicant must provide copies of documentation which prove that the applicants have the right to work in the UK. A list of those documents that are suitable for this purpose is listed at the end of the application form.

6) The completed application form, consent form (if any), documents proving right to work (where needed) and plan must be sent to the licensing authority as follows:
Licensing Section, Legal & Democratic Service, Test Valley Borough Council, Beech Hurst, Weyhill Road, Andover  SP10 3AJ.

The application must also be accompanied by the appropriate fee. Fees are based upon the rateable value of the premises as shown and you should be aware that a further fee will be payable on an annual basis as indicated.

	Band
	A
	B
	C
	D
	E

	Rateable value of premises
	£0 - £4,300
	£4,301 - £33,000
	£33,001 - £87,000
	£87,001 - £125,000
	£125,001 and over

	Fee to be paid for applications
	£100
	£190
	£315
	£450
	£635

	Fee to be paid for applications (town centre premises used exclusively or primarily for selling alcohol but not clubs or off-licences*)
	N/A
	N/A
	N/A
	£900
	£1905

	Annual fee to be paid on anniversary of grant of licence
	£70
	£180
	£295
	£320 (or £640*)
	£350 (or £1050*)


In relation to an application for a premises licence mainly in respect of open-air sites, where the maximum number of persons permitted on the premises at the same time is 5000 or more, an additional fee must accompany the main fee as follows:

	Number of persons in attendance at any one time
	Additional fee

	5,000 to 9,999
	£1,000

	10,000 to 14,999
	£2,000

	15,000 to 19,999
	£4,000

	20,000 to 29,999
	£8,000

	30,000 to 39,999
	£16,000

	40,000 to 49,999
	£24,000

	50,000 to 59,999
	£32,000

	60,000 to 69,999
	£40,000

	70,000 to 79,999
	£48,000

	80,000 to 89,999
	£56,000

	90,000 and over
	£64,000


Details on the rateable value of a property can be obtained from the Valuation Office Agency see www.gov.uk/correct-your-business-rates or telephone 03000 501501. For premises without a rateable value the band A fee is payable.

NB No fee or annual charge is payable by church halls, chapel halls, village halls, parish and community halls or other premises of a similar nature for a premises licence authorising only the provision of regulated entertainment. In addition no fee or annual charge would be payable by a school providing education for pupils up to Year 13 or a sixth form college for a premises licence authorising only the provision of regulated entertainment carried on by the school or college itself at the school or college premises for the purposes of the school or college.

Cheques must be made payable to Test Valley Borough Council.

7) At the same time as submitting your application to the licensing authority, you must also submit a copy of the application and the plan to the “responsible authorities” listed below.

· Licensing & Alcohol Harm Reduction Team, Bishops Waltham Police Station, Hoe Road, Bishops Waltham, Hampshire  SO32 1DS

Email: licensing@hampshire.police.uk

· Hampshire Fire and Rescue Service HQ, Business Fire Safety, Leigh Road, Eastleigh SO50 9SJ
Email: csprotection.admin@hantsfire.gov.uk

· Housing and Environmental Health Service, Test Valley Borough Council, Beech Hurst, Weyhill Road, Andover SP10 3AJ

Email: envhealth@testvalley.gov.uk

· Planning and Building Service, Test Valley Borough Council, Beech Hurst, Weyhill Road, Andover SP10 3AJ

Email: planning@testvalley.gov.uk

· Head of Safety and Standards, Hampshire County Council Trading Standards Service, Montgomery House, Monarch Way, Winchester SO22 5PW
Email: tsadvice@hants.gov.uk

· HCC CSD Safeguarding Unit (MASH), Hampshire County Council, Fareham Parkway & Clarendon D Block, Monarch Way, Winchester SO22 5PL
Email: child.protection@hants.gov.uk

· Licensing, Public Health Manager, Public Health Department, 1st Floor, Room 153, Elizabeth II Court South, Hampshire County Council, Winchester SO23 8TG
Email: publichealth.licensing@hants.gov.uk



· Home Office Immigration Enforcement, IE Licensing Compliance Team (IELCT), 2 Ruskin Square (Floor 6), Dingwall Road, Croydon CR0 2WF 

Email: IE.licensing.applications@homeoffice.gov.uk (NB Home Office Immigration Enforcement only require a copy of Premises Licence applications which relate to the sale of alcohol and/or late night refreshment and are in the name of one or more named individuals who are not in a limited liability partnership).
8) At the same time as submitting the application to the licensing authority and the “responsible authorities”, the application must be advertised by way of public notice. The notice is to be displayed on the premises for a period of no less than 28 consecutive days starting on the day after the day on which the application was given to the licensing authority, by displaying the notice, in all cases, prominently where it can be conveniently read from the exterior of the premises and in the case of a premises covering an area of more than 50 square metres, a further notice in the same form and subject to the same requirements every 50 metres along the external perimeter of the premises abutting any highway. The notice must be of a size equal to or larger than A4, of a pale blue colour, printed legibly in black ink or typed in black in a font of a size equal to or larger than 16. The notice must also be published in a local newspaper or, if there is none, in a local newsletter, circular or similar document circulating in the vicinity of the premises on at least one occasion during the period of ten working days starting on the day after the day on which the application as given to the licensing authority. An example of the notice and the information it should contain can be found on the final page of these guidance notes. Although not a legal requirement, you are advised to send a copy of the notice to the Licensing Section as proof of advertisement.

9) A person residing or having a business in the Borough or a “responsible authority” may make a representation to the licensing authority regarding the application at any time up to and including 28 consecutive days after the day on which the application to which it relates was given to the authority by the applicant.

10) If the representations cannot be resolved a hearing must be held (details on this will be provided at the time)

How long will it take for my application to be processed?

Providing you have sent all the necessary information required for your application to be considered, have submitted the relevant fee, sent a copy of your application to all the responsible authorities and have properly advertised your application, it will take at least 28 days to process your application. We may liaise with “responsible authorities” and other persons concerning your application as these persons may object to the granting of a licence. If this happens we will contact you. If no objection is made we will process your application and issue your licence. You can check on the progress of your application by contacting the Licensing Section telephone 01264 368013 or email licensing@testvalley.gov.uk

If you would prefer, an online application can be submitted using the GOV.UK licensing system at https://www.gov.uk/apply-for-a-licence/premises-licence/test-valley/apply-1 If using this method the Borough Council will forward a copy of the application to the Police and other Responsible Authorities. The fee must be paid using a debit card at the end of the online process. All other aspects of the process, e.g. displaying the public notice, must still be undertaken in accordance with this guidance.

What information do I have to provide in my operating schedule?

The application form sets out the information required from an applicant, which is necessary to enable any responsible authority or interested party to assess whether the steps to be taken to promote the licensing objectives are satisfactory. An applicant should give careful consideration to the information intended to be submitted in respect of the steps to be taken to promote the licensing objectives. Applicants should make themselves aware of the expectations of the licensing authority and the responsible authorities (such as the Police, Fire and Rescue Service, Environmental Health, etc.) with regard to the promotion of the licensing objectives and seek further advice from those authorities on any draft proposals before formally submitting an application. This will involve the preparation of comprehensive risk assessments for the use of the premises. By adopting such an approach, an applicant will minimise any disputes and may prevent the need for formal representations to their application that will lead to a formal hearing. The four licensing objectives which guide all matters relating to the Licensing Act are:

· The prevention of crime and disorder;

· Public safety;

· The prevention of public nuisance; and

· The protection of children from harm.

As per the Licensing Act 2003 (Licensing Authority’s Register) (Other Information) Regulations 2005 the Council is under a legal duty to publish a register of Licensing Act applications and this publication will include the contact address given for the applicant.  

The Authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided for the prevention and detection of fraud.  We may also share this information with other bodies responsible for auditing and administering public funds for these purposes.  Without identifying you, we may also use this information to help us plan and improve our services.  For further information please visit our web site at www.testvalley.gov.uk.
Below – an example of the public notice used to advertise an application

TEST VALLEY BOROUGH COUNCIL

LICENSING ACT 2003 - Public Notice

[Name of person applying for licence] is applying for the [new grant] [provisional statement] [variation] of a 
Premises Licence for 
[Full name and postal address of premises or a suitable description of the premises to allow the location and extent of the premises to be identified]

If granted the application will allow the following licensable activities to take place:

[sale of alcohol on the premises] [sale of alcohol for consumption off the premises] [provision of regulated entertainment] [provision of late night refreshment] 

The intention to make any variation to the premises licence is to:

[describe the nature of any proposed variation] 

Any person wishing to make representations in relation to this application may do so by writing to:

Licensing Manager, Legal & Democratic Service, Test Valley Borough Council, Beech Hurst, Weyhill Road, ANDOVER, Hampshire  SP10 3AJ Tel: 01264 368013 Email: licensing@testvalley.gov.uk

Representations may be made for 28 consecutive days from the date of this notice.

A copy of the application for the grant of the above licence is kept by the Licensing Authority at the above address. The application can be viewed during normal office hours.

It is an offence knowingly or recklessly to make a false statement in connection with an application and a person guilty of an offence is liable on summary conviction to an unlimited fine.

[Date] 
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