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APPLICATION FOR PREMISES LICENCE – APPLICATION
CHECKLIST

	
	CHECKLIST
	APPLICANT'S

CHECK

	OFFICE

CHECK

	1.
	Have questions 1 to 6 been completed?


	
	Yes/No
	Yes/No

	2.
	Are the contact details completed?

i.e. Address, Telephone Number and E-mail Address


	
	Yes/No
	Yes/No

	3.
	Is the application form signed and dated?


	
	Yes/No
	Yes/No

	4.
	Has the correct fee been received?  See list on page 8 attached.

	
	Yes/No
	Yes/No

	5.
	Is the operating plan attached?


	
	Yes/No
	Yes/No

	6.
	Is 6 copies of the layout plan attached?


	
	Yes/No
	Yes/No

	7.
	Is a copy of the lease/missives attached?


	
	Yes/No
	Yes/No

	8.
	Is Section 50 certifications for Building Control/Environmental Health and Planning attached?


	
	Yes/No
	Yes/No

	9.
	Is a copy of the disability statement attached?
	
	Yes/No


	Yes/No



	10.
	Have you read the privacy notice?
	
	Yes/No


	Yes/No


	COMMENTS
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LICENSING (SCOTLAND) ACT 2005
HOW TO APPLY FOR A PREMISES LICENCE

WHAT YOU NEED TO DO
RETAIN THIS PAGE

The application should be completed and returned together with the operating plan, 6 copies of the layout plan and the appropriate fee.

WHAT WE WILL DO

We will write to you within 21 days of receipt of your application advising you of the date on which we will advertise the application on the Council's website and carry out neighbour notification and consult the Police and Fire authority.  We will also give you the following:-

Notice for Display at Premises

SECTION 3 OF THE NOTICE will require to be completed by you and thereafter displayed at or near your premises and at a height where it can be conveniently read by the public for a period of 21 days commencing on the date of the notice.

Confirmation of Site Notice
This will be sent to you with the above notice and should be completed and returned as soon as possible following the expiry of the 21 day period mentioned in the notice for display.

Objections

We will let you have copies of any objections lodged as soon as possible following the closing date for objections.

Consideration of Your Application

Your application will be considered within 119 days of the date specified in the notice as the last date for lodging objections and we will give you at least 7 days' notice of the date of the meeting at which your application is to be considered.

PERSONAL LICENCE (PREMISES MANAGER)

If at the time you apply for your premises licence you also apply for a personal licence and you are to be the premises manager ie the person named in the operating plan, we will determine your personal licence application no later than the date on which the premises licence application is determined.
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APPLICATION FOR PREMISES LICENCE/PROVISIONAL PREMISES LICENCE*

*Delete as appropriate

Licensing (Scotland) Act 2005, section 20

APPLICANT INFORMATION Licensing (Scotland) Act 2005, section 20(1)
Question 1
	Name, address and postcode of premises to be licensed


	Name
	

	Address
	

	
	

	Postcode
	
	


Question 2
Particulars of applicant
	2(a)
	Where applicant is an individual, provide full name, date and place of birth, and home address including postcode

	Name
	
	Date and place of Birth
	

	Address
	

	
	

	Postcode
	
	


	2(b)
	Where applicant is a partnership, please provide full name, and postal address of partnership.

	Name
	

	Address
	

	
	

	Postcode
	
	


	2(c)
	Where applicant is a company, please provide name, registered office and company registration number

	Name
	

	Registered Office
	

	
	

	Postcode
	
	Company Registration number
	


	2(d)
	Where the applicant is a club or other body, please provide full name, and postal address of club or other body.

	Name
	

	Address
	

	
	

	Postcode
	
	


	2(e)
	Where applicant is a partnership, company, club or other body, please provide the names, dates and places of birth, and home addresses of connected persons. (See Note 1)

	Name
	Date of Birth
	Place of Birth
	Home Address

(including Postcode)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Question 3
Previous applications
	3
	Has the applicant been refused a premises licence under section 23 of the Licensing (Scotland) Act 2005 in respect of the same premises?                                         YES/NO?


*  If YES - provide full details
	


Question 4
Previous convictions 

	4      Has the applicant or any connected person ever been convicted of a relevant or foreign offence (
) See also Note 2

	YES/NO*


*If YES – provide full details 
For the purpose of this Act, a conviction for a relevant offence or foreign offence is to be disregarded if it is spent for the purpose of the Rehabilitation of Offenders Act 1974

	Name & position

(if applicable)
	Date of conviction or sentence
	Court
	Offence
	Penalty

	
	
	
	
	


DESCRIPTION OF PREMISES Licensing (Scotland) Act 2005, section 20(2)(a)
Question 5
	5
	Description of premises (where application is submitted by a members' club, please also complete question 6)


	


Question 6

6
To be completed by members’ clubs only
	Do the club’s constitution and rules conform to the requirements of regulation 2 of the Licensing (Clubs) (Scotland) Regulations 2007?
	YES/NO* 



	* Delete as appropriate
	


Licensing Office Privacy Note
The information you have provided on this application form, and from supporting documentary evidence – where applicable – will be used by Dundee City Council (the "data controller") for the purposes of the General Data Protection Regulation and the Data Protection Act 2018 in order to process your licensing application.

The Council may check information provided by you, or information about you provided by a third party such as NHS Tayside, Scottish Fire and Rescue Service, Scottish Ambulance Service and Police Scotland with other information held by us.  We may also get information from those third parties or share your information with them in order to check its accuracy, prevent or detect crime, protect public funds or where required by law.

In order to process your application, we will share your information in accordance with the Civic Government (Scotland) Act 1982, other licensing legislation and with relevant internal services of Dundee City Council.

Please note that you should read this service specific Privacy Notice in conjunction with the Council's Full Privacy Statement which is accessible on the Council's website at: www.dundeecity.gov.uk/privacy
I declare that the particulars given by me on this form are correct to the best of my knowledge and belief.  I authorise the use of all information which I have provided for the above purposes.  I hereby make application to Dundee City Council for the grant or renewal of the licence applied for.

DECLARATION BY APPLICANT OR AGENT ON BEHALF OF APPLICANT

If signing on behalf of the applicant please state in what capacity.
The contents of this application are true to the best of my knowledge and belief.
	Signature
	
	(See notes overleaf)

	Date
	
	

	Capacity
	
	APPLICANT/AGENT (delete as appropriate)

	Telephone number of signatory
	

	E-mail address of signatory
	

	I have enclosed the relevant documents with this application – please tick the relevant boxes

	Operating plan
	

	Layout plan (6 copies A4 or A3 size)
	

	Planning certificate
	

	Building standards certificate
	

	Food hygiene certificate
	


NOTES

1
In terms of Section 147(3) of the Licence (Scotland) Act 2005 a person is in relation to a partnership, a company, a club or other body (whether incorporated or unincorporated) a connected person if the person -

a) In the case of a Partnership is a partner

b) In the case of a company -
(i) is a director, or

(ii) has control of the company

c) In the case of a club, is an office bearer of the club, and
d) In any other case, is connected in the management and control of the body.
2
Details of Relevant or Foreign Offences are contained in the Licensing (Relevant Offences) (Scotland) Regulations 2007 (SSI No 513) which is available at 

www.legislation.gov.uk/legislation/scotland/ssi2007/ssi-20070513-en.pdf.
3
Further information regarding the Licensing (Scotland) Act 2005 is available at 


www.infoscotland.com/licensingact. 

4
FEES
Fees depend on rateable value as follows:-

	Premises Licences
	Rateable Value
	Fee

	Category 1
	( - )
	
	
	
	£  200

	Category 2
	(1
	
	-
	11,500)
	£  800

	Category 3
	(11,501
	
	-
	35,000)
	£1100

	Category 4
	(35,001
	
	-
	70,000)
	£1300

	Category 5
	(70,001
	
	-
	140,000)
	£1700

	Category 6
	(140,000 +   )
	£2000

	Provisional Premises Licence
	
	£  200


Lodging of Application
This application can be lodged at the Licensing Office, 20 City Square or Dundee House, 50 North Lindsay Street, Dundee.

The Licensing Office cannot accept cash payments.  Cheques and card payments can be accepted.  Anyone lodging a form here and wishing to pay by cash will be issued with an invoice which will have to be paid at Dundee House.

Cheques can be made payable to Dundee City Council.

All forms of payment can be accepted at Dundee House.

	For use by the Licensing Board only
Application checklist

	Date received
	

	Fee amount
	

	Receipt number
	

	Received by (INITIALS)
	

	Consideration date
	

	Last date for consideration
	

	Date of initial hearing
	

	Date of any modification hearing
	

	Date granted/refused

(delete as appropriate)
	


	For use by the Licensing Board only
If application is for a premises licence

Documents required

	Operating plan
	

	Layout plan
	

	Planning certificate
	

	Building standards certificate
	

	Food hygiene certificate
	


	For use by the Licensing Board only
If application is for a provisional premises licence

Documents required

	Provisional planning certificate
	

	Operating plan
	

	Layout plan
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OPERATING PLAN

Licensing (Scotland) Act 2005, section 20(2)(b)(i)

Question 1
STATEMENT REGARDING ALCOHOL BEING SOLD ON PREMISES/OFF PREMISES OR BOTH

	1(a) Will alcohol be sold for consumption solely ON the premises?
	YES/NO*

	1(b) Will alcohol be sold for consumption solely OFF the premises?
	YES/NO*

	1(c) Will alcohol be sold for consumption both ON and OFF the premises?
	YES/NO*

	*Delete as appropriate
	


Question 2
STATEMENT OF CORE TIMES WHEN ALCOHOL WILL BE SOLD FOR CONSUMPTION ON PREMISES

	Day
	ON Consumption

	
	Opening time
	Terminal hour

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	

	Saturday
	
	

	Sunday
	
	


Question 3
STATEMENT OF CORE TIMES WHEN ALCOHOL WILL BE SOLD FOR CONSUMPTION OFF PREMISES
	Day
	OFF Consumption

	
	Opening time
	Terminal hour

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	

	Saturday
	
	

	Sunday
	
	


Question 4
SEASONAL VARIATIONS

	Does the applicant intend to operate according to seasonal demand
	YES/NO*


*If YES – provide details

	


Question 5
PLEASE INDICATE THE OTHER ACTIVITIES OR SERVICES THAT WILL BE PROVIDED ON THE PREMISES IN ADDITION TO SUPPLY OF ALCOHOL 

	COL. 1

5(a)

Activity
	COL. 2

Please confirm

YES/NO
	COL. 3

To be provided during core licensed hours – please confirm
YES/NO
	COL. 4

Where activities are also to be provided outwith core licensed hours please confirm
YES/NO

	Accommodation
	
	N/A
	N/A

	Conference facilities
	
	
	

	Restaurant facilities
	
	
	

	Bar meals
	
	
	

	
	
	
	

	5(b) Activity

Social functions including:


	Please confirm

YES/NO
	To be provided during core licensed hours – please confirm
YES/NO
	Where activities are also to be provided outwith core licensed hours please confirm
YES/NO

	Receptions including

Weddings, funerals, birthdays, retirements etc.
	
	
	

	Club or other group meetings etc.
	
	
	

	
	
	
	

	5(c)

Activity  

Entertainment including:
	Please confirm

YES/NO
	To be provided during core licensed hours – please confirm
YES/NO
	Where activities are also to be provided outwith core licensed hours please confirm
YES/NO

	Recorded music – see 5(g)
	
	
	


	Live performances – see 5(g)
	
	
	

	Dance facilities 
	
	
	

	Theatre
	
	
	

	Films
	
	
	

	Gaming
	
	
	

	Indoor/outdoor sports
	
	
	

	Televised sport
	
	
	

	
	
	
	

	5(d)

Activity


	Please confirm

YES/NO
	To be provided during core licensed hours – please confirm
YES/NO
	Where activities are also to be provided outwith core licensed hours please confirm
YES/NO

	Outdoor drinking facilities
	
	
	

	
	
	
	

	5(e)

Activity


	Please confirm

YES/NO
	To be provided during core licensed hours – please confirm

YES/NO
	Where activities are also to be provided outwith core licensed hours please confirm
YES/NO

	Adult entertainment 
	
	
	


Where you have answered YES in respect of any entry in column 4 above, please provide further details below.

	


5(f) any other activities

If you propose to provide any activities other than those listed in 5(a) – (e) please provide details or further information in the box below.

	


5(g) Late night premises opening after 1.00am

	Where you have confirmed that you are providing live or recorded music, will the decibel level exceed 85dB?
	YES/NO*


	When fully occupied, are there likely to be more customers standing than seated?
	YES/NO*

	*Delete as appropriate
	


Question 6 (On-sales only)
CHILDREN AND YOUNG PERSONS

	6(a)
	When alcohol is being sold for consumption on the premises will children or young persons be allowed entry
	 YES/NO*

	
	*Delete as appropriate


	

	6(b)
	Where the answer to 6(a) is YES provide statement of the TERMS under which they will be allowed entry


	

	

	6(c)
	Provide statement regarding the AGES of children or young persons to be allowed entry



	


	6(d)
	Provide statement regarding the TIMES during which children and young persons will be allowed entry



	


	6(e)
	Provide statement regarding the PARTS of the premises to which children and young persons will be allowed entry



	


Question 7
CAPACITY OF PREMISES

What is the proposed capacity of the premises to which this application relates?

	


Question 8
PREMISES MANAGER (NOTE: not required where application is for grant of provisional premises licence)

Personal details
8(a)
Name
	


8(b)
Date of birth

	


8(c)
Contact address and Telephone No
	


8(d)
Email address
	


8(e) Personal licence

	Date of issue
	Name of Licensing Board issuing
	Reference no. of personal licence

	
	
	


Licensing Office Privacy Note
The information you have provided on this application form, and from supporting documentary evidence – where applicable – will be used by Dundee City Council (the "data controller") for the purposes of the General Data Protection Regulation and the Data Protection Act 2018 in order to process your licensing application.

The Council may check information provided by you, or information about you provided by a third party such as NHS Tayside, Scottish Fire and Rescue Service, Scottish Ambulance Service and Police Scotland with other information held by us.  We may also get information from those third parties or share your information with them in order to check its accuracy, prevent or detect crime, protect public funds or where required by law.

In order to process your application, we will share your information in accordance with the Civic Government (Scotland) Act 1982, other licensing legislation and with relevant internal services of Dundee City Council.

Please note that you should read this service specific Privacy Notice in conjunction with the Council's Full Privacy Statement which is accessible on the Council's website at: www.dundeecity.gov.uk/privacy
I declare that the particulars given by me on this form are correct to the best of my knowledge and belief.  I authorise the use of all information which I have provided for the above purposes.  I hereby make application to Dundee City Council for the grant or renewal of the licence applied for.

DECLARATION BY APPLICANT OR AGENT ON BEHALF OF APPLICANT 

If signing on behalf of the applicant please state in what capacity.
The contents of this operating plan are true to the best of my knowledge and belief.

	Signature
	
	(See note below)

	Date
	
	

	Capacity
	
	APPLICANT/AGENT (delete as appropriate)

	Telephone number and email address of signatory
	


�








(�)	In addition to any convictions held by the applicant at the time of application, applicants should also familiarise themselves with the contents of section 24(1) of the Licensing (Scotland) Act 2005 in respect of any convictions for relevant or foreign offences which they may receive during the period beginning with the making of the premises licence application and ending with determination of the application.
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