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Personal Licence 
Applicant Guidance – Licensing Act 2003
This document is issued by Chichester District Council, as the ‘Licensing Authority’, as a general guide to assist applicants with making a complete and correct application for a Personal Licence in compliance with the requirements of the Licensing Act 2003.  It is not, however, intended to be a fully comprehensive summary of the statutory legislation and its associated regulations and guidance.

If you would like further advice, please contact the Licensing Authority (the ‘Authority’):
Licensing Team, Chichester District Council, East Pallant House, 1 East Pallant, Chichester, West Sussex, PO19 1TY – Tel: 01243 534740 or email: licensing@chichester.gov.uk
______________________________________________________________________________

1.
Entitlement to Work in the UK



All applicants living in the UK must be entitled to be in the UK and to work in a licensable activity.  Applicants who are not living in the UK are not required to be eligible to work in the UK to hold a Personal Licence. 



An individual is disqualified from applying for a Personal Licence if:

(a) 
the individual requires leave (immigration permission) to enter or remain in the UK and has not 
been granted it, or

(b) 
the individual has been granted such leave and the leave - 


( 
is invalid,

( 
has ceased to have effect (whether by reason of curtailment, revocation, cancellation, 


passage of time, or otherwise), or

( 
is subject to a condition preventing the person from doing work relating to the carrying on of 

a licensable activity.

Applicants are required to submit one of the following documents as evidence of an entitlement to work in the UK.  Please provide either a photocopy or scanned copy of the original document (which does not need to be endorsed as a true copy) and not the original.  Please also ensure that in all respects the copy provided is clearly legible.

• 
An expired or current passport showing the holder, or a person named in the passport as the child 
of the holder, is a British citizen or a citizen of the UK and Colonies having the right of abode in the 
UK. [See note below about which sections of the passport must be provided].

• 
An expired or current passport or national identity card showing the holder, or a person named in 
the passport as the child of the holder, is a national of an European Economic Area country or 
Switzerland.

• 
A Registration Certificate or document certifying permanent residence issued by the Home Office 
to a national of a European Economic Area country or Switzerland.

• 
A Permanent Residence Card issued by the Home Office to the family member of a national of a 
European Economic Area country or Switzerland.

• 
A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home 
Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or 
has no time limit on their stay in the UK.

• 
A current passport endorsed to show that the holder is exempt from immigration control, is 
allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their 
stay in the UK.

• 
A current Immigration Status Document issued by the Home Office to the holder with an 
endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no 
time limit on their stay in the UK, when produced in combination with an official document 
giving the person’s permanent National Insurance number and their name issued by a 
Government agency or a previous employer.

• 
A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of 
the holder’s parents or adoptive parents, when produced in combination with an official 
document giving the person’s permanent National Insurance number and their name issued by a 
Government agency or a previous employer.

• 
A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when 
produced in combination with an official document giving the person’s permanent National 
Insurance number and their name issued by a Government agency or a previous employer.

• 
A certificate of registration or naturalisation as a British citizen, when produced in combination 
with an official document giving the person’s permanent National Insurance number and their 
name issued by a Government agency or a previous employer.

• 
A current passport endorsed to show that the holder is allowed to stay in the UK and is currently 
allowed to work and is not subject to a condition preventing the holder from doing work relating to 
the carrying on of a licensable activity.

• 
A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home 
Office to the holder which indicates that the named person can currently stay in the UK and is 
allowed to work relating to the carrying on of a licensable activity.

• 
A current Residence Card issued by the Home Office to a person who is not a national of an 
European Economic Area state or Switzerland but who is a family member of such a national or 
who has derivative rights of residence.

• 
A current Immigration Status Document containing a photograph issued by the Home Office to the 
holder with an endorsement indicating that the named person may stay in the UK, and is allowed 
to work and is not subject to a condition preventing the holder from doing work relating to the 
carrying on of a licensable activity. when produced in combination with an official document 
giving the person’s permanent National Insurance number and their name issued by a 
Government agency or a previous employer.

• 
A Certificate of Application, less than 6 months old, issued by the Home Office under regulation 
17(3) or 18A(2) of the Immigration (European Economic Area) Regulations 2006, to a person who 
is not a national of an European Economic Area state or Switzerland but who is a family member 
of such a national or who has derivative rights of residence.

• 
Reasonable evidence that the person has an outstanding application to vary their permission to be 
in the UK with the Home Office, such as the Home Office acknowledgement letter or proof of 
postage evidence, or reasonable evidence that the person has an appeal or administrative review 
pending on an immigration decision, such as an appeal or administrative review reference number.

• 
Reasonable evidence that a person who is not a national of an European Economic Area state or 
Switzerland but who is a family member of such a national or who has derivative rights of 
residence in exercising treaty rights in the UK including:-
​
· 
evidence of the applicant’s own identity – such as a passport,

​ 
-
evidence of their relationship with the European Economic Area family member – e.g. a 


marriage certificate, civil partnership certificate or birth certificate, and
​




-
evidence that the European Economic Area national has a right of permanent residence in 

the UK or is one of the following if they have been in the UK for more than 3 months:


a) 
working e.g. employment contract, wage slips, letter from the employer,



b) 
self-employed e.g. contracts, invoices, or audited accounts with a bank,



c) 
studying e.g. letter from the school, college or university and evidence of sufficient 


funds, or




d) 
self-sufficient e.g. bank statements. 

Family members of European Economic Area nationals who are studying or financially independent must also provide evidence that the European Economic Area national and any family members hold comprehensive sickness insurance in the UK. This can include a private medical insurance policy, an EHIC card or an S1, S2 or S3 form.


Original documents must not be sent to licensing authorities.  If the document copied is a passport, a copy of the following pages should be provided:-

​ 
-
any page containing the holder’s personal details including nationality;

​
-
any page containing the holder’s photograph;

​ 
-
any page containing the holder’s signature;

​ 
-
any page containing the date of expiry; and

​ 
-
any page containing information indicating the holder has permission to enter or remain in 

the UK and is permitted to work.

If the document is not a passport, a copy of the whole document should be provided.
2.
What is a Personal Licence ?

A Personal Licence (the ‘licence’) authorises an individual to make, or authorise others to make on their behalf, retail sales of alcohol for consumption on or off premises for which an appropriate Premises Licence is in force.  It also enables an individual to be nominated as the ‘Designated Premises Supervisor’ in respect of any Premises Licence that includes the retail sale of alcohol as a licensable activity.


Applicants must make an application to the Authority for the area in which they ordinarily reside.  Once granted, licences are valid until such time that it is forfeited, suspended or surrendered.

3.
Criminal Convictions Search


Criminal conviction searches acceptable in support of an application for a licence, are:

(a)
A Criminal Conviction Certificate issued under Section 112 of the Police Act 1997.  This is called a ‘Basic Disclosure Search’.  This is available from any of the Responsible Organisations registered with the Disclosure and Barring Service – see https://www.gov.uk/guidance/responsible-organisations. 
(b)
A Disclosure and Barring Check issued under Section 113A of the Police Act 1997.  This is available from the Disclosure and Barring Service and is called a ‘Standard Disclosure Search’.  Website: https://www.gov.uk/request-copy-criminal-record 
It should be noted that in all cases, the certificate or search results must not have been issued earlier than one calendar month prior to the submission of an application to the Authority.  The following is an example:

If an application is submitted to the Authority on the 1st February 2018, the results of the criminal conviction search must not have been issued before the 1st January 2018.

4.
Personal Licence Qualifications

Applicants must have successfully completed an accredited qualification.  The aim of this is to ensure that licence holders are aware of their responsibilities under the Licensing Act 2003 and the wider social responsibilities attached to the sale of alcohol.


For all accredited qualifications and formerly accredited courses, Applicants should check the website at: https://www.gov.uk/government/publications/accredited-personal-licence-qualification-providers 
This Authority strongly recommends that applicants obtain their qualification before applying for the criminal conviction search, in view of the search results lapsing one month after the date of issue.

5.
Photographs

Two colour photographs of the applicant, one of which must be endorsed, is required as part of an application.  In all cases the photographs must comply with the following requirements.


· The photograph must be on photographic paper;

· Been taken against a light background so that the applicant’s features are distinguishable and contrast against the background;

· Of a size 45mm x 35mm (similar to photographs used for a passport application);

· It must show the applicant’s full face uncovered and without sunglasses and, unless the applicant wears a head covering due to his/her religious beliefs, without a head covering; and

· One of the photographs must be endorsed on the reverse with a statement verifying the likeness of the photograph to the applicant by either, a Solicitor, Notary, a person of standing in the community* or an individual with a professional qualification.

*
A ‘person of standing in the community’ includes, but is not limited to, a Bank or Building Society Official, Police Officer, Civil Servant or a Minister of Religion.


The text of the verifying statement should read:

´I certify that this is a true likeness of Mr, Mrs, Miss, Ms or other (full name), followed by your signature, full name and details of your appropriate ‘specified description’ e.g. ‘Solicitor’, ‘Police Officer’, ‘Building Society Official’ etc.´

Please contact us for advice if there are any doubts as to the suitability of a person proposing to endorse photographs.

In order for the Authority to be satisfied that any person endorsing photographs meets with the above statutory requirements, and to deter fraudulent applications, it is necessary for the ‘Photograph Declaration for a Personal Licence Application’ form (Form L21) to be completed. 
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