Guidance for making an application for a new Premis  es Licence

Before you start

The form must be filled in using black ink only.
If you are filling the form in by hand use only block capitals and write only in the
boxes. Improperly completed forms may be returned as invalid.

This guidance should be used in conjunction with the guidance on the back of the
application form.

If you make a mistake, further copies of the form are available from our website or
from the DCMS website. Whilst the forms have slightly different headings either is
acceptable.

All times stated must use the 24 hour clock system (e.g. 5.00 pm is 17.00 hrs).
These notes are intended for guidance only and are not authoritative. No
responsibility is accepted if, having read them, th e forms are incorrectly
completed.

Completing the form

1. 1/We......... apply. Insert your full name or names.
Part A1 Premises Details.

2. Postal Address.

Insert the name and full postal address of the premises. Do not insert an
ordnance Survey grid reference unless the premises has no postal address at all
(which is very unlikely), Please ensure you enter the full post code.

3. Telephone number of the premises
If there is a telephone number at the premises please fill in the number. If there is
no telephone number please write NONE.

4. Non-Domestic rateable value. Insert the rateable value of the property in the
box. Please note this is not the rates that you pay but the rateable value of the
premises. You can obtain this information from your rates bill or from the following
website, www.voa.qov.uk.

5. Part 2 - Applicant details.

Read this section through first and decide which of the descriptions in a) to h)
applies to you and then complete the relevant section A (Individual Applicants) or
B (Other Applicants) as indicated next to the box you have ticked. Then complete
the basis on which you are making the application. Most people will be carrying
on a business and will tick the first box.

6. (A) Individual Applicants

(a) Fill in your details in these boxes if you ticked a box in Part A2 that referred
you to box A. You must tick the box stating that you are 18 years or over. If

you are not yet 18 you cannot apply. All questions must be answered apart

from email address.

(b) If there is more than one applicant enter the second set of details in box B

(c) If there are more than two applicants we can supply additional copies of page



2 or you may provide details of additional applicants on plain paper.

7. (B) Other Applicants.

Please fill in the applicant’s details. Registered number refers to Charity
Registration number if the applicant is a charity or Company Registration number
etc.. All questions must be answered apart from email address which is optional.
If there are more than two applicants we can supply additional copies of page 3
or you may provide details of additional applicants on plain paper.

Part 3 — Operating Schedule
8. Start date.
Please fill in the date you want the licence to start.

9. Limited Period.
This is usually completed only if the licence is for a short duration function that
cannot make use of a Temporary Event Notice.

10. General Description. Please see Note 1 at the end of the application form. Enter
here a general description of your premises and of the licensable activities that

take place on the premises now, not what you want for the future. (that will come
later on in this form). This should include the sale and consumption of alcohol,

any music and dancing, children’s certificate, supper hour certificate etc.

11. 5,000 people or more

If the premises will not hold more than 5,000 people put n/a in this box.

12. Provision of regulated entertainment.

Tick the appropriate boxes a) to h), e.g. if you have a Public Entertainment
licence you might tick boxes (e) (f) and (g) if that is what your existing licence
permits.

13. Provision of entertainment facilities

Tick any of boxes i) or ,j) or k) if you provide facilities for entertainment. e.g. you
supply the equipment for Karaoke or you have a room that you let out for
licensable functions.

14. Provision of late night refreshment.
This applies if you intend providing hot food to eat in or take away after 11.00
p.m. at night.

15. Sale of alcohol. Tick this box if you intend su  pplying or selling alcohol

16. Boxes Ato M.

(Page 5 and following). Please note that you must use the twenty-four hour clock
system. If you have ticked any of the boxes above you must now complete the
appropriate box with the details of times etc. A box for each appropriate section
ticked must be completed. When completing box M (Supply of Alcohol) do not
forget to include any seasonal variations, special occasions that occur each year
such St Georges Day and public holidays when you may wish to open later. It is
not expected that a licensed premises should need to apply for a Temporary
Event Notice for public holidays etc in the future as this should be taken into
consideration at this point of the application process. Unexpected temporary
requirements might be covered by the use of a Temporary Event Notice.

17. State name and details of person who is to be the P remises Supervisor.
Enter the name and address of the person who is to be the Designated Premises



Supervisor (DPS). The person designated as the DPS does not have to have a

Personal Licence at the time this application is made, but before alcohol can be
sold he/she must have obtained one. Include their Personal Licence Number if it
is known at the time of applying.

18. Box N. You must complete this box. Activities t hat may give rise to concern
in respect of children

Information should be given here on any activities taking place on the premises
that may give rise to concern in respect of children such as nudity, semi nudity or
gaming machines.

19. Box O. You must complete this box. Hours thatthe p ~ remises are open to
the public

The hours you apply for in this section will determine the latest time you may be
open to the public after sales of alcohol have ceased and will become a condition
of the licence. Under the new Licensing Act 2003 there is no such thing as
drinking up time, and you may wish to consider adding at least half an hour to the
times you have specified in box M to allow for this. On the other hand you may
wish to open at 07.00 a.m. for the serving of breakfasts but not sell alcohol until
10.00 a.m.

20. Box P

The next five boxes must be completed with any additional steps you intend to
take in order to promote the listed licensing objectives, such as provision of
CCTV, door supervisors, flood lighting in car park areas, notices to customers
requesting them to consider neighbours and leave quietly, no children to allowed
on the premises after 7.00 p.m. etc. In completing this you should have regard to
this Council’s Licensing Policy which gives information as to this Council’s
expectations on these topics.

21. Check list

You must tick the next five boxes, by doing so you acknowledge that you are
enclosing all of the appropriate forms and that you are serving the forms on the
responsible authorities a list of which is at the end of this guidance.

Fee.

Enclose the correct fee. We can accept cash or cheques (made payable to
Erewash Borough Council), we cannot accept credit card payments. Applications
not containing the correct fee will be returned in their entirety.

Plans.

Don't forget that you must enclose a plan of the premises on a scale of 1 cm to

100 cm (in unusual circumstances we are permitted to accept plans to a different
scale but this must be agreed with us in writing before the licence is submitted

and there must be an exceptional reason). The plans must contain the following
information:

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 to and egress from the premises;

c) if different from paragraph (3)(b), 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) in a case where an existing licensable activity relates to the supply of alcohol, the
location or locations on the premises which is or are used for consumption of



alcohol,

f) fixed structures (including furniture) or similar objects temporarily in a fixed
location (but not furniture) which may impact on the ability of individuals on the
premises to use exits or escape routes without impediment;

g) 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;

h) in a case where the premises includes any steps, stairs, elevators or lifts, the
location of the steps, stairs, elevators or lifts;

i) in a case where the premises includes any room or rooms containing public
conveniences, the location of the room or rooms;

j) the location and type of any fire safety and any other safety equipment; and
k) the location of a kitchen, if any, on the premises.

The plan may include a legend through which the matters mentioned or referred to
above are sufficiently illustrated by the use of symbols on the plan.

Don't forget that you must send a complete copy of the application including plan(s)
to a number of other authorities in addition to the Licensing Authority (Erewash
Borough Council).

Enclose the consent form completed by the proposed Designated Premises
Supervisor.

Don’t forget that you must advertise the applicatio n both by displaying public
notices at the premises to be licensed and by putti ng a public notice in a local
newspaper. This public notice must appear in the ne  wspaper within the 10 day
period starting with the day after this application is received by us. The notice
on the premises MUST be displayed for 28 consecutiv e days starting the day
after notice is served on the Council.

If you don’t comply with these requirements your application will be invalid, we will
return
it and you will have to start again.

22 Part 4

Sign and date the form here. If there is a second applicant where the licence is
jointly held they must also sign. Your solicitor or agent can sign for you providing
that they have the authority to do so.

23 Capacity.
Please enter in what capacity you are signing this application e.g. Applicant’s
Agent, Company Secretary, Chief Executive of a Health Service body etc.

24 Contact details.

Complete this section if you want the any correspondence and the final licence
relating to this application sent to another address. Please include your post
code.

Who to send your application to;

Your applications for a Premises Licences must be s ent to the Licensing
Authority . It must be in writing and may not be sent by email or fax without prior
agreement from us and if we agree to it being sent electronically you must send a
signed written copy to us forthwith. The date of service on us will be the date when
we receive the written copy not when we receive the electronically sent copy.



A complete copy including plan(s) must also be sent to all the bodies other
than the Licensing Authority listed below and these must all arrive at those
authorities within 48 hours of the application being made to the Licensing Authority.

PLEASE NOTE

This application and/or the grant of a premises lic ence does not override
current planning consents or restrictions. You shou Id ensure that you have
planning permission to open the hours you wish to o perate and to be able to
carry out the requested licensable activities.



