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 APPLICATION FOR THE GRANT OF A PERSONAL LICENCE

These notes are intended as a general guide only. If you have any questions about your application, the Licensing staff will be pleased to assist you. The telephone number of the Licensing section is (01509) 634562 and the email address is Licensing@charnwood.gov.uk. Further information can be found at www.charnwood.gov.uk.

Before completing your application form, please read through the form and all of the guidance notes.  The form must be completed in black ink and in block capitals ensuring that you complete all relevant sections signing and dating each section. The application can be made, in person or via the post to the Licensing Section, Charnwood Borough Council, Southfield Road, Loughborough, LE11 2TX. 
YOU MUST APPLY TO THE LICENSING AUTHORITY IN WHOSE AREA YOU NORMALLY RESIDE.
IN ADDITION TO THE COMPLETION OF THE APPLICATION DOCUMENT:

1. You must enclose with the application 2 photographs of yourself (the applicant) taken against a light background so that the features are clear. The photographs must be 44mm by 35mm (passport-sized photographs) and the image must be of the full face, uncovered, and without any sunglasses or head coverings. 
One photograph must be endorsed as a true likeness of the applicant by
a professional person, someone such as a Member of Parliament, Justice of the Peace, Minister of Religion, a Solicitor or notary, a person of standing in the community or a professionally qualified person (i.e. doctor, lawyer, teacher, engineer, bank manager, civil servant, police officer or a person of similar standing) who has know you personally for at least two years.  A relative cannot endorse the photograph.
Endorsing the Photograph - The photograph is to be endorsed on the reverse with the following text:-

“I, ............................................. (insert your name) verify that this photograph is a true likeness of ........................................ (insert full name of applicant) Signed:……………….Date…………………

Profession…………………………………”

A list of occupations that can suitably endorse a photograph can be found at www.charnwood.gov.uk.
2. A disclosure of convictions form (Schedule 3 Regulation 7 (1) (c)), properly completed.

3. Any of the following 3 documents must accompany your application: a criminal conviction certificate issued under Sect 112 of the Police Act; a criminal record certificate issued under Sect 113a of the same Act, or the results of a subject access search under the Data Protection Act 1998 of the Police National Computer by the National Identification Service.

4. Please include the correct fee of £37.00 and make cheques payable to Charnwood Borough Council. * NOTE - CASH PAYMENTS ARE NOT ACCEPTED*.
1. Licensing qualifications 

Licensing qualifications are dealt with in section 120(8) and (9) of the Licensing Act 2003.

At present, the only accredited qualifications that are acceptable are the BIIAB Level 2 National Certificate for Personal Licence Holders, Accreditation Number 100/4866/2; GOAL Level 2 National Certificate for Personal Licence Holders, Accreditation Number 100/4865/0; and the GQAL Level 2 National Certificate for Personal Licence Holders, Accreditation Number 100/5040/1.

Courses to obtain these qualifications are available locally; one is run at Loughborough College, who can be contacted on 01509 215831, or http://www.loucoll.ac.uk/ and a second offered by Inn Dispensable Business Services Ltd on Tel: 023 9234 5679, or http://www.inn-dispensable.com.
2. Criminal Records Disclosure

At present, these can be obtained from Disclosure Scotland by telephoning 0870 6096006 or applying online at http://www.disclosurescotland.co.uk. Please note, that disclosure certificates must NOT be more than 28 days old at the time of making application. 
NOTES 
Information on the Licensing Act 2003 is available on the website of the Department for Culture, Media and Sport 

http://www.culture.gov.uk/what_we_do/alcohol_and_entertainment/default.aspx
or

http://www.charnwood.gov.uk/pages/licence_alcohol_and_entertainment
Licensing Section contact details:-
	Personal visit to:
Charnwood Borough Council

Licensing Section

Council Offices

Southfield Road

Loughborough

Leicestershire

LE11 2TX


	Writing to us at:
The Licensing Section

Charnwood Borough Council

Council Offices

Southfield Road

Loughborough

Leicestershire 

LE11 2TX

	Email: licensing@charnwood.gov.uk
	Phone: 01509 634562

	Internet: www.charnwood.gov.uk
	Fax: 01509 632529


