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SPELTHORNE BOROUGH COUNCIL

GUIDE TO MAKING AN APPLICATION FOR A NEW PERSONAL LICENCE

1. Personal details

You must complete the sections on name, previous or maiden names, current address and confirm that you are over 18.  Your current address is the address at which you are ordinarily resident.  Completing the sections on telephone numbers and email address is optional out could help the licensing authority in the licence application process.

2.      Licensing qualifications
Applicants for personal licences who do not have grandfather rights or an exemption will need to obtain an accredited qualification first. The aim of the qualification is to ensure that licence holders are aware of licensing law and the wider social responsibilities attached to the sale of alcohol.

In order to qualify for a personal licence, you must either:

1. Hold an accredited licensing qualification awarded by an accredited body.

2. Hold a certified or equivalent qualification.

3. Be a person of prescribed description (see below)

Please indicate on the form which statement applies to you.

On 7 February the Secretary of State accredited the first 2 personal licence qualifications under the 2003 Act. They are:

· BIIAB Level 2 National Certificate for Personal Licence Holders, QCA Accreditation Number: 100/4866/2 and;

· GOAL Level 2 Certificate for Personal Licence Holders, QCA Accreditation Number: 100/4865/0 

Further information about the BIIAB qualification is available on the Bii website. Telephone: 01276 684449 Enquiries about the GOAL qualification can be made to customerservice@ediplc.com or telephone 08707 202909. 

Please note that the above list will grow and you are advised to check the DCMS website on www.culture.gov.uk for up to date information on accredited courses
You must enclose a copy of any licensing qualification you hold with this application.  If you have indicated that you hold a certified or equivalent qualification, include any details regarding the name and address of the issuing body, the date of issue, and any other details not included on the copy of your qualification.

The persons of prescribed description are currently the Master Vintners, persons licensed by the Board of Green Cloth and persons licensed by the University of Cambridge.  If you are a person of prescribed description you must include evidence with your application.

3.    Previous and outstanding applications for a personal licence

You may only hold one personal licence at a time.  If you make an application for the grant of a personal licence, you may not make another such application until the initial application has been determined by the licensing authority to which it was made, or has been withdrawn.  A personal licence is void if, at the time it is granted, the applicant already holds a personal licence.

4.    Forfeiture of a personal licence in the last 5 years

The licensing authority must reject any application made where the applicant has forfeited a personal licence in the period of five years ending with the day the application was made.  Any details of forfeiture in the last five years must be disclosed on this form.

5.    Relevant or foreign offences

Relevant offences are the offences listed in Schedule 4 to the Licensing Act 2003, as list of which is attached.  A foreign offence is an offence (other than a relevant offence) under the law of any place outside England and Wales, including other parts of the United Kingdom, such as Scotland.  You do not need to provide details of convictions for relevant or foreign offences which are spent for the purposes of the Rehabilitation of Offenders Act 1974.

For foreign offences you must fill out the foreign offence section on the form.   Please include separate sheets with this application if you need further space to provide information regarding relevant or foreign offences. The application must be accompanied by the results of a criminal record check as outlined in the below check-list. The Law says that this must have been completed no earlier than one month before we receive your application

If you are convicted of any relevant or foreign offence during the period between when your application is made and when your application is determined or withdrawn, you must notify the authority to which your application was made.  Failure to do so without reasonable excuse could lead to prosecution and a fine of up to £2500.

Basic criminal record checks
Basic criminal record checks can be obtained from Disclosure Scotland. For further details call their help-line number 0870 609 6006, or their website www.disclosurescotland.co.uk or from the Criminal Records Bureau www.crb.gov.uk
6.    Checklist

· Two photographs

Please include two photographs with your application, one of which must be endorsed as a true likeness of you by a person of specified description

The persons of specified description are: solicitor or notary, a teacher or lecturer, or other professional person.

· Licensing qualifications

Please see Note 2

· Either

(i) a criminal conviction certificate used under section 112 of the Police Act 1997(a),

(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(b) of the Police National Computer by the National Identification Service, and

and in any case such certificate or search results shall be issued no earlier than one calendar month before the giving of the application to the relevant Licensing authority

· A completed disclosure of criminal convictions and declaration form

· Application fee

Currently £37

7.Declaration

Under section 158 of the Licensing Act 2003, a person commits an offence if he knowingly or recklessly makes a false statement in or in connection with an application for the grant or renewal of personal 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 contained a false statement.  A person convicted of making a false statement under this section is liable to a fine not exceeding £5000.

8.   Address to which to send your applications:

Mrs Dawn Morrison

Licensing Manager

Spelthorne Borough Council

Council Offices

Knowle Green

Staines

TW18 1XB

Tel: 01784 444202

Fax: 01784 446437

d.morrison@spelthorne.gov.uk

