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LICENSING ACT 2003

PERSONAL LICENCE GUIDANCE

In offering this advice East Hampshire District Council wishes to make it clear that:

· Legislation may change over time and the advice given is based on the information available at the time the guidance was produced.

· Only the courts can interpret statutory legislation with any authority.

· This advice is not intended to be a definitive guide to or substitute for the relevant law.

· Independent legal advice should be sought where appropriate.
Data Protection

Please note that the Council may provide information submitted on any application form for a licence and permission to other statutory authorities, such as the Home Office, the Department of Culture, Media and Sports (DCMS), Her Majesty’s Revenue and Customs (HMRC) and, in the case of application under the Gambling Act 2005, the Gambling Commission. The Council 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. It may also share this information with other bodies responsible for auditing or administering public funds for these purposes. The information may be shared with our partner local authority Havant Borough Council.  

Introduction

All premises carrying out licensable activities must have a premises licence or club premises certificate.  If a premises licence authorises the supply of alcohol it is a requirement, unless the premises is a community premises, that there is a Designated Premises Supervisor (DPS).  A DPS must be a Personal Licence holder.       

Please contact the licensing office for information on community premises.

The following guidance provides information on what you need to do to apply for a Personal Licence.  Forms are available on the EHDC website or by contacting the licensing office on 01730 234355/89.

Personal Licence Holder

A Personal Licence is granted to an individual and authorises that person to supply alcohol, or authorises the supply of alcohol in accordance with a Premises Licence.  A Personal Licence is not required for a Temporary Event Notice (TEN).

An application for a Personal Licence is made to the local authority. This new licence lasts for 10 years and means that if you move house or move jobs you do not have to move your licence to another local authority. However, you do have to notify the local authority which issued your Personal Licence of any changes to your name or address. (See Appendix B Table 3 for fee.)

Premises, which supply alcohol, must have at least one Personal Licence holder. Other employees, such as bar staff, are not required to hold a Personal Licence although there is nothing to prevent them qualifying and getting a Personal Licence. It may be good management practice to have at least two Personal Licence holders assigned to the premises. (See Appendix B Table 3 for Personal Licence fee.)

You will need to have a specified licensing qualification or be a person of a prescribed description. 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 a prescribed description, you must include evidence of this with your application.

The Government has published a syllabus for the Personal Licence qualification, which sets out what the course should contain. This can be viewed on the DCMS website - www.culture.gov.uk. Five certificates have been accredited. They are -

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

Website: www.bii.org
Telephone: 01276 684 449

Email: qualifications@bii.org

Address: BIIAB, Wessex House, 80 Park Street, Camberley, Surrey, GU15 3PT

EDI Level 2 Certificate for Personal Licence Holders
QCA Accreditation Number: 100/4865/0

Website: www.ediplc.com 
Telephone: 0247 651 6500
Email: enquiries@ediplc.com
Address: Qualifications and processing centre, International House, SISKIHN Parkway East, Middlemarch Business Park, Coventry, CV3 4PE

GQAL Level 2 National Certificate for Personal Licence Holders

QCA Accreditation Number: 100/5040/1

Website: www.nationaltrainingco.com
Telephone: 0845 170 0001

Email: enquiries@pubshop.co.uk
Address: The Pubshop Limited, Orchard Leigh, 96 Rodwell Avenue, Weymouth, DTA 8SQ

HABC Level 2 Award for Personal Licence Holders

QCA Accreditation Number: 500/7383/7

Website: www.highfieldabc.com
Telephone: 0191 239 8000

Email: info@highfieldabc.com

Address: Highfield Awarding Body for Compliance Ltd, Highfield House, Sidings Court Lakeside, Doncaster, DN4 5NL
NCFE Level 2 National Certificate for Personal Licence Holders

QCA Accreditation Number: 500/4228/2

Website: www.ncfe.org.uk
Telephone: 0191 239 8000

Email: info@ncfe.org.uA
Address: Citygate, St James’ Boulevard, Newcaste upon Tyne, NE1 4JE
Information on local training providers can be obtained from the section on Training Providers in this Guidance, or by telephoning the British Institute of Innkeeping (BII) 01276 684449 or the Confederation of Professional Licensees on 0151 650 6910.  
Personal Licence Application

Requirements for an application are:

1. Completed application form   
2. Declaration of Convictions 
3. Two photographs which must be

(a) taken against a light background so that the applicant’s features are distinguishable and contrast against the background, 

(b) 45 millimetres by 35 millimetres, 

(c) full face uncovered and without sunglasses and, unless the applicant wears a head covering due to his religious beliefs, without a head covering, 

(d) on photographic paper, and 

(e) one endorsed on the back by 

(i) the chief executive of the licensing justices for the relevant Licensing Authority, 

(ii) a solicitor or notary, 

(iii) a person of standing in the community; or

(iv) an individual with a professional qualification.

4. National Certificate Level II for Personal Licence Holders.
5.  Criminal conviction certificate or a criminal record certificate or the results of a subject search of the police national computer by the National Intelligence Service.  Currently this criminal record check is available only by completing an online Basic Disclosure Form on the Criminal Records Bureau (CRB) website at www.disclosurescotland.co.uk. The results of these disclosures must be issued no earlier than one month before the application is given.

	Application Fees 
	Fee

	Application for a grant or renewal of Personal Licence
	£37

	Theft, loss etc. of Personal Licence
	£10.50

	Notification of change of name or address 
	£10.50

	Duty to notify change of name or address
	£10.50


British Institute of Innkeeping

Training Providers in Hampshire

For

Level 2 National Certificate for Personal Licence Holders

	Basingstoke
	BASINGSTOKE COLLEGE OF TECHNOLOGY

	01256 306237
	 Wendy Morgan
	£167.00

1 day course

Exam pm


	Farnborough
	FARNBOROUGH COLLEGE OF TECHNOLOGY

	01252 407299
	
	£206.00

1 day course

Exam pm

	Portsmouth
	SOUTHDOWNS  COLLEGE, PORTSMOUTH

	02392  797979 freephone 08000560511
	
	£108.00

1 day course Monday

Exam following Friday pm



	Horndean
	INN-DISPENSABLE

	02392 345679
	Mrs T Davison

	£150.00 + VAT
1 day course

Exam pm

	Southampton
	THE COURT JESTER

	02380 231215

	Richard Elborough

	£160.00

1 day course

Exam pm


The information on the above table has been given by the Training Providers and was correct as at November 2010.


Useful contacts

Sources of further information

Can be obtained from –

East Hampshire District Council’s Licensing Policy 

The Council’s website – www.easthants.gov.uk

East Hampshire District Council

Licensing Office

PO Box 176

Penns Place

Petersfield

Hampshire 

GU31 4WT

Telephone: 01730 234389

Email: licensing@easthants.gov.uk
Information on how long it takes for applications to be processed can be found on the Council’s website: http://domino/ehdc/licensingweb.nsf/webpages/Licence+applications
The Department of Culture Media and Sport website -www.culture.gov.uk/alcohol_and_entertainment
where you can find Licensing Act 2003 Section 182 Guidance, forms and other information on the new licensing regime.

Her Majesty’s Stationery Office www.hmso.gov.uk for the complete Licensing Act 2003 and regulations

Local newspapers to advertise variations and new premises applications:

Petersfield Post and Bordon Post, 33 High Street Petersfield GU32 3JR Tel: 01730 264811

Petersfield Herald, Alton Herald, Bordon Herald – Farnham Castle Newspapers, 114 – 115 West Street Farnham GU9 7HL Tel: 01252 725224

Rateable Values:
 East Hampshire District Council Tel: 01730 234159
Valuation Office Tel: 01256 726100 or the Valuation Office website - www.voa.gov.uk
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