Application for a Personal Licence

If you wish to apply for a personal licence you must apply to the licensing authority in the area in which you live and you must be aged 18 or over.  Once your licence is issued, there is a requirement by law to notify the Licensing Authority if your name and or address changes or if you lose your licence.  There is no requirement to renew your licence.
When completing the application form please read the notes at the beginning carefully. Complete all sections of the form. If any of the form is incomplete it will be returned to you.

Application for a new Personal Licence

If you wish to apply for a new personal licence you must complete the application form entitled ‘Application for a personal licence’ 
What we will do with your Personal Information
Telford & Wrekin Council’s Licensing Service is collecting your personal information for the purpose of meeting the statutory requirements of the Licensing Act 2003.
Telford & Wrekin Council will not share any of your personal data collected with external organisations unless required to do so by law when your data may be shared with other regulating bodies.  However, there may be occasions where we request further information from key third party organisations such as other regulatory bodies.  
National Fraud Initiative 

This Authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form 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.  
For further details on the council’s privacy arrangements please view the privacy page on the council’s website page.
When you complete this form you will need to provide:

(a) The fee of £37.00 – cheques should be made payable to “Telford & Wrekin Council”.

(b) 2 photographs of you in the specified form (see note 1). 

(c) Completed form ‘Disclosure of convictions and declaration’. A list of relevant offences is available at appendix 1.
(d) The original licensing qualification certificate. Details of local training providers are available within these notes. 
A relevant criminal record check for you at the address stated on the application form. Any certificate must be no more than one calendar month old.
(e) Proof of a Right to Work in the UK
Please note that if you have been at your current address for less than 12 months, you will not be able to obtain a Disclosure Certificate through the Disclosure and Barring Service and will need to apply to the Police Data Protection Officer for a subject access search under the Data Protection Act 1998 (b) of the Police National Computer. 

How to obtain the Criminal Record Disclosure Certificate: 

· Apply to the Disclosure & Barring Service for a Basic Disclosure.
· You can apply online or by telephone: 
Telephone:  03000 200 190
Website: www.gov.uk 
Basic disclosures cost £25.
How to obtain a Subject Access Search: 

The Subject Access provisions of the Data Protection Act 1998 gives an individual the right to have a copy of any personal data held on them. 
Section 7 of the Data Protection Act 1998 states that a “data subject” (the person about whom the person data refers), is entitled, upon written request, to be informed about whether personal data is held about them. 
You will need to apply in writing to: 

The Chief Constable

West Mercia Constabulary

Information Compliance Unit

Police Headquarters 

PO Box 55

Hindlip

Worcester

WR3 8SP

    Telephone: 01905 331565/01905 331545
    Alternatively you can download the form at: www.westmercia.police.uk/foi/data.htm
Note 1: Photographs.
The two photographs submitted with the application must comply with the following specifications: 

(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
It should be noted that one of the photographs must be endorsed on the reverse to verify that the picture is a true likeness of the applicant by: 

(i) a solicitor or notary,

(ii) a person of standing in the community (such as a bank or building society official, a police officer, a civil servant or minister of religion); or

(iii) an individual with a professional qualification.

Contact Address
Licensing

Telford & Wrekin Council
Addenbrooke
Ironmasters Way

Telford

TF3 4NT
Tel: 01952 381818
E-mail: licensing@telford.gov.uk
Qualification Providers: 

Level 2 Award for Personal Licence Holders
Under the Licensing Act 2003, anyone who authorises the retail sale of alcohol will have to hold a personal licence.  In order to qualify for a personal licence, an applicant must hold a licensing qualification from one of the following accredited providers :
• BIIAB (QCF Recognition number RN5118)
• CIEH (QFC recognition number RN5238)
• HABC (QCF Recognition number RN5219)
• IQ (QCF Recognition number:RN5330)
• LASER (QCF Recognition number RN5326)
• Pearson Education Ltd (QCF Recognition number RN5133)
• QNUK (RQF Recognition number RN5159)
• SQA (QCF Recognition number RN5167)
• Training Qualifications UK (Recognition number RN5355)
You can find out more information about what the course involves, course dates and costs by contacting one of the approved centres. Some contact details are below, but other training providers may also provide the course.
ABV Training

Tel: 0151 6506910
Contact: Debbie Mcnamee
The Training Centre

7d Whitebridge Business Estate

Whitebridge Lane

Stone

Staffordshire

ST15 8LQ
Website: http://www.abvtraining.co.uk
Email: debbie.mcnamee@cpltg.com
Aroma Training Academy

Business Development Centre

Stafford Park 4

Telford

TF3 3BA

Tel: 01952 371743
Website: www.aroma-training.co.uk
Email: mailbox@aroma-training.co.uk
Bridges Marketing

Courses run from St Georges Sports and Social Club, Church Street, St Georges, 
Telford, TF2 9LU
Tel: 07721 355383
Contact: Michael O’Grady

E-mail:  training@bridgesmarketing.co.uk 
Website: www.bridgesmarketing.co.uk 

CPL Training

Egerton House

2 Tower Road

Birkenhead

Wirral

CH41 1FN

Contact: Claire Spencer 

Tel: 0151 650 6910/ 07825952088
Website: www.cpltraining.co.uk/courses/1/aplh-award-for-personal-licence-holders
Email: contact.us@cpltraining.co.uk
Ice Training 
Tel: 07815158495

Email: info@ice-training.com
Website: www.ice-traiing.com 

Inn-Dispensable
Tel: 02392 345679
Contact: Mrs Terri Davison
Website: http://www.inn-dispensable.com
Email: terri@inn-dispensable.com
Live and Learn UK Ltd 

Contact: Jackie Mercer

Tel: 01743 840108/ 07866733217 

Website: www.liveandlearnuk.com
Please note that in addition to the required course to obtain a personal licence, many course providers offer other courses relating to the licensed trade.
Appendix 1

	



	

SCHEDULE 4 Licensing Act 2003


	Section 113

	
	PERSONAL LICENCE: RELEVANT OFFENCES

	1 
	An offence under this Act.


	2 
	An offence under any of the following enactments- 


	
	(a) Schedule 12 to the London Government Act 1963 (c. 33) (public entertainment licensing);

	
	(b) the Licensing Act 1964 (c. 26);

	
	(c) the Private Places of Entertainment (Licensing) Act 1967 (c. 19);

	
	(d) section 13 of the Theatres Act 1968 (c. 54);

	
	(e) the Late Night Refreshment Houses Act 1969 (c. 53);

	
	(f) section 6 of, or Schedule 1 to, the Local Government (Miscellaneous Provisions) Act 1982 (c. 30);

	
	(g) the Licensing (Occasional Permissions) Act 1983 (c. 24);

	
	(h) the Cinemas Act 1985 (c. 13);

	
	(i) the London Local Authorities Act 1990 (c. vii).

	3 
	An offence under the Firearms Act 1968 (c. 27).


	4 
	An offence under section 1 of the Trade Descriptions Act 1968 (c. 29) (false trade description of goods) in circumstances where the goods in question are or include alcohol.


	5 
	An offence under any of the following provisions of the Theft Act 1968 (c. 60)- 


	
	(a) section 1 (theft);

	
	(b) section 8 (robbery);

	
	(c) section 9 (burglary);

	
	(d) section 10 (aggravated burglary);

	
	(e) section 11 (removal of articles from places open to the public);

	
	(f) section 12A (aggravated vehicle-taking), in circumstances where subsection (2)(b) of that section applies and the accident caused the death of any person;

	
	(g) section 13 (abstracting of electricity);

	
	(h) section 15 (obtaining property by deception);

	
	(i) section 15A (obtaining a money transfer by deception);

	
	(j) section 16 (obtaining pecuniary advantage by deception);

	
	(k) section 17 (false accounting);

	
	(l) section 19 (false statements by company directors etc.);

	
	(m) section 20 (suppression, etc. of documents);

	
	(n) section 21 (blackmail);

	
	(o) section 22 (handling stolen goods);

	
	(p) section 24A (dishonestly retaining a wrongful credit);

	
	(q) section 25 (going equipped for stealing etc.).

	6 
	An offence under section 7(2) of the Gaming Act 1968 (c. 65) (allowing child to take part in gaming on premises licensed for the sale of alcohol).


	7 
	An offence under any of the following provisions of the Misuse of Drugs Act 1971 (c. 38)- 


	
	(a) section 4(2) (production of a controlled drug);

	
	(b) section 4(3) (supply of a controlled drug);

	
	(c) section 5(3) (possession of a controlled drug with intent to supply);

	
	(d) section 8 (permitting activities to take place on premises).

	8 
	An offence under either of the following provisions of the Theft Act 1978 (c. 31)- 


	
	(a) section 1 (obtaining services by deception);

	
	(b) section 2 (evasion of liability by deception).

	9 
	An offence under either of the following provisions of the Customs and Excise Management Act 1979 (c. 2)- 


	
	(a) section 170 (disregarding subsection (1)(a)) (fraudulent evasion of duty etc.);

	
	(b) section 170B (taking preparatory steps for evasion of duty).

	10 
	An offence under either of the following provisions of the Tobacco Products Duty Act 1979 (c. 7)- 


	
	(a) section 8G (possession and sale of unmarked tobacco);

	
	(b) section 8H (use of premises for sale of unmarked tobacco).

	11 
	An offence under the Forgery and Counterfeiting Act 1981 (c. 45) (other than an offence under section 18 or 19 of that Act).


	12 
	An offence under the Firearms (Amendment) Act 1988 (c. 45).


	13 
	An offence under any of the following provisions of the Copyright, Designs and Patents Act 1988 (c. 48)- 


	
	(a) section 107(1)(d)(iii) (public exhibition in the course of a business of article infringing copyright);

	
	(b) section 107(3) (infringement of copyright by public performance of work etc.);

	
	(c) section 198(2) (broadcast etc. of recording of performance made without sufficient consent);

	
	(d) section 297(1) (fraudulent reception of transmission);

	
	(e) section 297A(1) (supply etc. of unauthorised decoder).

	14 
	An offence under any of the following provisions of the Road Traffic Act 1988 (c. 52)- 


	
	(a) section 3A (causing death by careless driving while under the influence of drink or drugs);

	
	(b) section 4 (driving etc. a vehicle when under the influence of drink or drugs);

	
	(c) section 5 (driving etc. a vehicle with alcohol concentration above prescribed limit).

	15 
	An offence under either of the following provisions of the Food Safety Act 1990 (c. 16) in circumstances where the food in question is or includes alcohol- 


	
	(a) section 14 (selling food or drink not of the nature, substance or quality demanded);

	
	(b) section 15 (falsely describing or presenting food or drink).

	16 
	An offence under section 92(1) or (2) of the Trade Marks Act 1994 (c. 26) (unauthorised use of trade mark, etc. in relation to goods) in circumstances where the goods in question are or include alcohol.


	17 
	An offence under the Firearms (Amendment) Act 1997 (c. 5).


	18 
	A sexual offence, within the meaning of section 161(2) of the Powers of Criminal Courts (Sentencing) Act 2000 (c. 6).


	19 
	A violent offence, within the meaning of section 161(3) of that Act.


	20 
	An offence under section 3 of the Private Security Industry Act 2001 (c. 12) (engaging in certain activities relating to security without a licence).



