LONDON BOROUGH OF WALTHAM FOREST

GUIDANCE NOTE 16   LICENSING ACT 2003

New Applications For A Premises Licence

Introduction

The Licensing Act 2003 radically changes the law relating to the licensing of the sale of alcohol, the provision of entertainment and hot food late at night. This guidance gives advice to individuals and businesses on applying for a premises licence under the Licensing Act 2003.

Please note that this leaflet does not provide authoritative legal advice.

What Will Need Licensing?

The following are the licensable activities under the Act:

· The sale of alcohol by retail (which includes off licences, pubs, shops, restaurants, bars at fund raising events);

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

· The provision of regulated entertainment (which includes theatres, cinemas, film shows, music and dancing);

· The provision of late night refreshment (which includes restaurants, takeaways, shops, garages, vans who provide hot food or drink for consumption on or off the premises between 11pm and 5am).

Guidance Note 11 gives more information on licensable activities.
APPLYING FOR A PREMISES LICENCE

The application form must be completed and be accompanied by the relevant documentation.

Completing the form

Use block letters in black ink.

Insert the name of the applicant in the opening statement.

Part 1 –Premises details

Complete the details of the premises, including the non-domestic rateable value (NDRV) of the premises in order to ascertain the appropriate fee. You can find out the NDRV of your business by either logging on to http://www.voa.gov.uk/business_rates, or contacting the Council’s Business Rates department.

Part 2 – Applicant details

You must state in which capacity you are applying as. This will be as

a) an individual or individuals OR
b) a person other than an individual OR
c) a recognised club OR
d) a charity OR
e) the proprietor of an education establishment OR
f) a health service body OR
g) a person who is registered under Part 2 of the Care Standards Act 2000 (c14) in respect of an independent hospital OR
h) the chief officer of police of a police force in England and Wales

You may NOT tick more than one of these boxes. If you are applying as either a) or b), ensure you indicate of you propose to carry on a business or pursuing a function.

Fully complete the applicant details in the relevant section (A) or (B).

Part 3 – Operating Schedule

The operating schedule forms part of the completed application. It must contain all the information necessary to enable any responsible authority or interested party to assess whether the steps to be taken to promote the licence objectives are satisfactory. If the application is granted, the operating schedule will be incorporated into the licence as a condition and become enforceable under the law. 

· The earliest the premises licence may start is 28 days after the application has been received by the Licensing Authority. If you only require the licence to be valid for a limited period, you must specify this.

· Give a general description of the premises. Refer to guidance note 1 at the back of the form for the type of information you are required to insert here.

· You must tick the appropriate box(es) to indicate which licensable activities will be conducted on the premises, the times during which it is proposed these activities will take place, and whether they will take place indoors, outdoors, or both. Complete the relevant boxes in the subsequent pages. When completing the boxes, refer to guidance notes 2 – 7 at the back of the application form as directed to ensure the boxes are completed correctly.

If you wish to sell or supply alcohol, you must complete the details of whom you wish to be premises supervisor. Usually this will be the person responsible for the day to day running of the premises. A premise may only have one designated supervisor, and such a person must be the holder of a personal licence under the Licensing Act 2003.

· In all cases complete boxes N, O and P.

· Refer to guidance note 8 at the back of the form when completing Box N. 

· Box O must be completed even if the hours the premises are open to the public is the same as the time licensable activities take place.

· In box P you must address the steps you will take to promote the four objectives (Prevention of crime and disorder, Prevention of public nuisance, Public safety and Prevention of harm to children). Enclosed are examples one may take to promote the four licensing objectives.

· On the last page of the form ensure you tick all the boxes, as you are making a statement saying you are complying with what is required of you.

Part 4 – Signatures

Ensure the application is properly signed, dated, stating and capacity of the signatory.

The Appropriate Fee

This can be found on accompanying Guidance Note 8

Please be advised that you will no longer be able to pay for services by cash or cheque at Council offices.  

Please visit our website http://www.walthamforest.gov.uk/pay to make any future payments relating to Licensing.  All online communication is sent over a secure connection, so you can rest assured your personal and payment details remain safe.

Plan of the Premises

The plan does not need to be drawn to scale, but must be clear and legible in all material respects and show 

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 and egress from the premises;

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

d) in a case where the premises is 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 on the ability of individuals in 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 or rooms containing public conveniences, the location of the room or rooms;

i) the location and type of any fire safety and other safety equipment (including fire extinguishers, fire doors, fire alarms) and) and

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

Whilst there is no requirement for the plans to drawn professionally, they MUST comply with all the above.

Responsible Authorities

A copy of your application and plan MUST be sent to each of the following authorities:

	1) Fire Safety Regulation: North East Area 2

London Fire Brigade

169 Union Street

London SE1 0LL

Tel 020 8555 1200

www.london-fire.gov.uk
	2) PC I. Wagstaff & PC A. Elice 
Metropolitan Police Licensing Service

Chingford Police Station
Kings Head Hill
Chingford, 
London E4 7EA 
Tel:  0208 345 3186

www.met.police.uk/walthamforest


	3) Health and Safety Section

Town Hall

Fellowship Square

Forest Road

Walthamstow

E17 4JF
Tel:  0208 496 3000

Internet www.walthamforest.gov.uk

	4) Trading Standards

Town Hall

Fellowship Square

Forest Road

Walthamstow

E17 4JF

Tel:  0208 496 3000

Internet www.walthamforest.gov.uk

	5) Noise Team 

Town Hall

Fellowship Square

Forest Road

Walthamstow

E17 4JF

Tel:  0208 496 3000

Internet www.walthamforest.gov.uk

	6) Planning and Development Control

Town Hall

Fellowship Square

Forest Road

Walthamstow

E17 4JF

Tel 0208 496 3000

Internet www.walthamforest.gov.uk


	7) Licensing Service

Town Hall

Fellowship Square

Forest Road

Walthamstow

E17 4JF

Email licensing@walthamforest.gov.uk
Internet  www.walthamforest.gov.uk
	8)  Russell Carter
Public Health
London Borough of Waltham Forest

Room 001 Town Hall

Forest Road

London 

E17 4JF

Internet www.walthamforest.gov.uk
  


9) Alcohol Licensing Team

Home Office

Lunar House

40 Wellesley Road

Croydon CR9 2BY
alcohol@homeoffice.gov.uk 

When sending to each authority, please ensure you clearly indicate on the front of each copy which authority it is intended for, ie "Health and Safety Copy", "Planning Copy" etc.

Consent form by proposed premises supervisor

If an individual other than the applicant has been proposed as the premises supervisor, he/she must give their written consent in the form of the enclosed consent form.

Advertising the Application

A notice advertising the application must be displayed 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 relevant licensing authority 

and
published in a local newspaper on at least one occasion during the period of ten working days starting on the day after the day on which the application was given to the licensing authority.

Please refer to our Guidance note 15 for more information on what the notices must state.

The completed application form, accompanying documents and fee should be sent to the Licensing Section at: 

Licensing Section

Town Hall

Fellowship Square

Forest Road

Walthamstow

E17 4JF

Who Can Object?
The responsible authorities and all the interested parties will have a period of twenty eight consecutive days to make representations regarding the variations to the licensing authority. If the licensing authority considers that any representation is relevant, a hearing will be held to consider these representations (unless all parties agree that a hearing is unnecessary).

How Soon Will I Receive My Licence?

Applications have to be determined within two months. Different time scales apply to any application that is objected to. You may receive a letter confirming the licence has been granted before the actual licence is issued to you. In such a case, you may operate with the conditions consistent with your application (unless otherwise stated) pending the licence being issued.

Reviews Of Premises Licences

Once the Act comes into effect any interested party or responsible authority can, at any time, apply to the licensing authority for a review of a premises licence because of matters arising at the premises in connection with the licensing objectives. The licensing authority can reject a request for a review from an interested party, if it considers the request is frivolous, vexatious, not relevant or repetitious. If the request is accepted, the licensing authority must make arrangements for a hearing.

Further information?

In addition to this guidance note, further information on licensing can be obtained from

· Her Majesty’s Stationary Office 

website http://www.opsi.gov.uk/ACTS/acts2003/20030017.htm
· The Home Office 

website https://www.gov.uk/licence-finder
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