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 This is a Live Document and the content may change at short notice please check you are using the correct version – V18 (updated 11 Aug 21)
APPLICATION FOR PAVEMENT CAFÉ LICENCE/OUTSIDE AREA
INCLUDING DESIGN PRINCIPLES
CHECKLIST

	
	CHECKLIST
	APPLICANT'S

CHECK

	OFFICE

CHECK

	1.
	Have Questions 1 to 9 been completed?


	
	Yes/No
	Yes/No

	2.
	If you are proposing to use land that is not in your ownership do you have permission to do so? (this permission must be included with the application)
	
	Yes/No
	Yes/No

	3.
	Are the contact details completed i.e. Address, Telephone Number and E-mail Address? You must ensure that there is a mobile telephone number contained within the application for the manager of the area
	
	Yes/No
	Yes/No

	4.
	Is the application form signed and dated?


	
	Yes/No
	Yes/No

	5.
	Have you read and understood the design principles?
	
	Yes/No
	

	6.
	This application must also be accompanied with a risk assessment specific to your premises and outside area. Guidance on risks assessments can be found at 
https://www.hse.gov.uk/coronavirus/working-safely/risk-assessment.htm
	
	Yes/No
	Yes/No

	7.
	A layout plan showing the area must be submitted with each application. This must contain overall dimensions and location and distances between seating also any serving area and hygiene stations 

	
	Yes/No


	Yes/No

	8.
	Have you read and fully understood all the local conditions that are attached to this form? Be aware if the application is approved there will be conditions attached to the occasional licence and these must also be read and complied with
	
	Yes/No
	

	9.
	Have you read the privacy notice?
	
	Yes/No


	

	10.
	Fee of £10 per 2 week block been received?


	
	Yes/No
	Yes/No

	COMMENTS (office use only)



PAVEMENT CAFÉ/OUTSIDE AREA
Application for Occasional Licence
COVID-19 Version 18
Before completing this form please read local conditions and the guidance notes at the end of the form.

If you are completing this form by hand please write legibly in block capitals.  In all cases ensure that your answers are inside the boxes and written or typed in black ink.  Use additional sheets, if necessary.
Please be aware that this document is live and may change at anytime if the Scottish Government deem that certain restrictions are required to be reinstated to stop any potential spread of the virus.
Most of COVID19 legal restrictions have now been lifted in Scotland, however, there still remains 1 legal requirement for outside areas and that is collecting customers contact details for track and trace requirements.
Dundee Licensing Board would appreciate that all licence holders and their staff still ensure that enhanced hygiene activities are still carried out to prevent the spread of the virus, this will include but not limited to staff still wearing face coverings in outside areas whilst dealing with customers, cleaning of tables and furniture after each customer (group) has left, social distancing of each separate group of people (1m physical distancing), hand sanitising stations still in place for customers.  
Unfortunately, once your application has been processed, we are unable to issue any refunds.  If you require further advice or guidance, please call the LSOs - Simon Goulding 07903588214 or Paul Hogan 07903588235
Also, please be aware of all the local conditions that will be attached to your licence this can be viewed at the end of this document

	1. LICENCE DETAILS (see note 1)

	Premises licence number (if applicable)

	Personal licence number (if applicable)

	Name of voluntary organisation (if applicable)


	2. PERSONAL DETAILS

	TITLE (delete as appropriate): Mr Mrs Miss Ms Other (please state)

	Surname

Forenames


	

	DATE OF BIRTH
	Day
	Month
	Year



	ADDRESS WHERE ORDINARILY RESIDENT TO BE USED FOR CORRESPONDENCE PURPOSES

	

	Post town
	Post code

	TELEPHONE NUMBERS

	Daytime

Evening

Mobile
	

	FAX NUMBER
	

	E-MAIL ADDRESS (if you would prefer us to correspond with you by e-mail)


	3. THE PREMISES

	Full name and postal address of premises to which this pavement café/outside area application refers to



	Description and location of pavement café/outside area


	Description of activities to be carried on in the pavement café /outside drinking area – Taking into consideration the design principles and local conditions.



	4. DURATION OF LICENCE (dates)

	From:

To:



	5. Provide relevant details as to hours requested when alcohol will be sold for consumption in the pavement café/outside area

	Times for the sale of alcohol for consumption in the pavement café/outside area:



	Apart from the sale of alcohol please state what activities will be permitted in the area and the times of those activities e.g. the service of food. If there are to be no such activities please state ‘Nil’




	6. CHILDREN (see note 2)

This section must be completed where alcohol is for sale for consumption on the premises

	Are children or young persons permitted entry?  YES/NO (if answered yes the remainder of this section must be completed)

	Ages of children or young persons permitted entry
	Times at which children or young persons permitted entry




	8. Signature and declaration by applicant (see note 3)

DECLARATION

The contents of this Application are true to the best of my knowledge and belief.

	SIGNATURE
	
	DATE


	


NOTES

1.
Section 56 of the Licensing (Scotland) Act provides that only:-
· The holder of a premises licence;
· The holder of a personal licence;  or
· A representative of any voluntary organisation is eligible to apply for an occasional licence.
2.
Where children and young persons will be permitted into the pavement café / outside drinking area you must make a clear statement as to the terms on which they are allowed entry.
3.
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.

4.
Information on the Licensing (Scotland) Act 2005 is available on the website of The Scottish Parliament (http://www.opsi.gov.uk/legislation/scotland/acts2005/20050016.htm).
5.
The fee of £10 per two week block must accompany this application.  
6.
Lodging of Application whilst Licensing Reception is closed: 
This application can be lodged to the Licensing Office by email at:

licensing.board@dundeecity.gov.uk
Once the application has been submitted an email will be sent to you giving bank details for you to make a bank transfer. The application will not be processed until the bank transfer has been successfully carried out

7.
Each application will be looked on an individual basis. This will include, but is not limited to, timings of the sale of alcohol, location of pavement café/outside drinking area and risk assessment.
8.
Applications for occasional licences shall be lodged no later than 28 days prior to the date of the event for which the licence is required.
9.
If there is an objection to the application this may delay the process and overall decision as whether the licence should be granted on not.
10.
This application will only be considered if you have been given approval for the pavement café/outside area by the Planning and Roads Department. If you are unsure of the process please email: tourism@dundee.com
PAVEMENT CAFÉ DATES 2021 – April to January
	From
	To
	Last Lodging Day
	Delete as Required

	26th April
	9th May
	12th April
	YES/NO

	10th May
	23rd May
	12th April
	YES/NO

	24th May
	6th June
	26th April
	YES/NO

	7th June
	20th June
	10th May
	YES/NO

	21st June
	4th July
	24th May
	YES/NO

	5th July
	18th July
	7th June
	YES/NO

	19th July
	1st August 
	21st June
	YES/NO

	2nd August
	15th August
	5th July
	YES/NO

	16th August
	29th August
	19th July
	YES/NO

	30th August
	12th September
	2nd August
	YES/NO

	13th September
	26th September
	16th August
	YES/NO

	27th September
	10th October 
	30th August
	YES/NO

	11th October
	24th October
	13th September
	YES/NO

	25th October
	7th November
	27th September
	YES/NO

	8th November
	21st November
	11th October
	YES/NO

	22nd November
	5th December
	25th October
	YES/NO

	6th December
	19th December
	8th November
	YES/NO

	20th December 
	2nd January
	22nd November
	YES/NO


This application should be lodged with the Head of Democratic and Legal Services, Dundee City Council, 8 City Square, Dundee. Cheques should be made payable to Dundee City Council. These offices are closed at the moment and applications can be posted.

Applications can also be lodged by email to licensing.board@dundeecity.gov.uk and payment made online at  www.my.dundeecity.gov.uk/service/Online_Payment_System  and selecting licensing from the drop down menu and then using the premises licence number i.e DC(number) as the reference number.
NOTES
Applications will be considered by the Council for Occasional Licences for Pavement Cafes for all year round. Applications should be applied for in two week periods as detailed, each costing £10.00. You may apply the period from 26th April 2021 until 2nd January 2022 on the one application at a total cost of £180.00. Licences, if required, will be sent to you prior to the start of each two week period. All applications will be required to be lodged by 5pm at least 28 days prior to the commencement of the period(s) required.

Design Principles

· Be a good neighbour.  Outside seating areas should be visible from your existing premises and kept under supervision.  Residential amenity should be respected 
· If seating area extends beyond the frontage of your property, then you should have the consent of any neighbouring property(s) to extend in front of their frontage 
· The needs of other footway users must be respected. This includes sufficient space for possible queuing 
· A clear route of 2m must be maintained to allow other footway users to pass the outdoor seating area without obstruction. Staff should be suitably trained in crossing the footway to serve customers, particularly those carrying hot food or beverages. 
· Emergency exit routes from your own or neighbouring property must not be obstructed 
· The location of permanent street furniture should be considered in any design (eg bins, benches, bus stops) as well as street drains 
· Any perimeter enclosures over 1 metre should be partially see-through to maintain visibility of activity 
· Seating and tables should be of reasonable quality, and continuity of design with any surrounding premises is encouraged.  The surfaces of seating and tables must be capable of being easily cleaned and disinfected. Appropriate ‘greening’ and landscaping is encouraged 
· All furniture and fixtures must be removed and stored inside each evening, and not be fixed into the street or pavement surface 
· Furniture (including umbrellas) must be weatherproof where possible and be able to withstand high winds and uneven surfaces 
· Suitable storage and collection of refuse must be made and must be kept clean 
· Heaters and additional street lighting should be discouraged unless a formal risk assessment has been undertaken and approved by the Council for approval 
· External public address systems or amplified music will not be acceptable 
· *Marquees, tents, canopies or ‘enclosed type structures’ will not be acceptable  Parasols should not be attached to any buildings 
· Amplified/Non-amplified music will NOT be permitted in the pavement café / outside drinking area  
· All notices required for Consumer Protection/Environmental Health legislation must be displayed including those detailing the increased public health hygiene measures and messages on physical distancing etc. concerning COVID-19 
Out with the Scope of the Guidance *
Marquees, tents, canopies or ‘enclosed type structures’ will not be acceptable unless you have written agreement from Buildings Standards and Planning (Planning Permission and/or Building Warrant may be required in some cases).  

For further guidance on this aspect, a design consultation should take place direct with the Planning Department and Building Standards (Please note these services are separate with separate legislation and require to be contacted individually)  
Contact Details Planning - planning@dundeecity.gov.uk 
Contact Details Building Standards – bs@dundeecity.gov.uk  
PAVEMENT CAFÉ/OUTSIDE AREA CONDITIONS

ISSUED BY

DUNDEE CITY LICENSING BOARD
1. Even though restrictions are being lifted, for the time being there will be NO SMOKING or VAPING in any of the licensed external areas. This is to ensure there is no breach of the licensing objectives of ‘Protecting and Improving Public Health’, ‘Preventing a Public Nuisance’ and ‘Ensuring Public Safety’. 
2. You must display a NO SMOKING or VAPING signs at the entrance to the licensed area to advise customer of this requirement under the occasional licence. If you have a large area a number of NO SMOKING or VAPING signs must be utilised within the pavement café / outside area to remind customers of the conditions attached to the licence.
3. The Licensed area shall be cordoned off using material deemed by the Roads Department to be suitable for that purpose and will clearly mark the boundaries of the area where it is permitted to consume alcohol. All cordons must be DDA compliant, with top and bottom rails with an opaque panel between those rails, to warn visually impaired pedestrians of the pavement cafe location.
4. All pavement cafe furniture including the cordon must leave a minimum 2 metre gap between the cordon and any street furniture (fixed bins, lampposts, etc.). This is to allow the unrestricted movement of pedestrians.
5. Access to the area should be monitored and where possible there should be one entrance and one exit (creating a one way system).
6. A notice must be clearly displayed within the licensed area informing all patrons that alcohol shall only be consumed in that designated area whilst seated.
7. During the lockdown period it is permissible for internal bar furniture to be utilised in designated external areas. N.B. all furniture must be in a safe, clean and tidy condition.
8. Table and chairs are now permitted to be moved to allow larger groups of people to sit together, However, it is advised that groups who do not know each other still remain socially distant by a minimum of 1m.  
9. All tables, chairs and cordon material must be removed at the closure of the pavement cafe and stored in a manner so not as to impede any entrance or exit to the licensed premises or pedestrian movement along the footway.
10. Amplified/Non-amplified music will NOT be permitted in the pavement café / outside drinking area. 
11. The licensed area should be cleaned regularly of all litter and premises must have an up to date waste contract with all waste disposed of in an appropriate manner.
Service / Staff

12. All staff selling or serving alcohol must be trained as per The Licensing (Training of Staff) (Scotland) Regulations 2007 and both trainer and staff should have a correctly completed training record on the premises and available for inspection.
13. There should be a written age verification policy signed by all members of staff.
14. Social distancing has now been removed by the Scottish Government and there is not restriction on how many people can meet in one group, however, it is still advised that groups of customers that do not know each other still remain physically distanced by a minimum of 1m
15. Tables and chairs must be cleaned and disinfected before new customers are permitted to be seated.
16. At the end of licensed hours and the clearing away of all tables and chairs the area shall be cleaned of all litter.
17. If the pavement café / outside area cannot be monitored from the licensed premises then a member of staff must remain in the area at all time the area is in operation. 

Patrons

18. Patron noise shall be kept to minimum at all times. If patron noise becomes a source of complaint, including from local residents, then the licensed hours of the pavement café / occasional licence will be reviewed and may result in restriction of the hours permitted or revocation of the pavement café / occasional licence.
19. All patrons must be seated within the licensed areas.

20. It is the responsibility of the Licence Holder to regularly monitor and review the premises Risk Assessment to ensure it remains current and that your control measures are effective.
Compliance with Local Conditions

These local conditions have been compiled to keep the safety and wellbeing of customers and local residents under consideration at all times. Failure to comply with these conditions may lead to the amendment to licensed hours, the revocation of the licence and the refusal of any further application for a pavement cafe / outdoors drinking area.
CRITERIA FOR CONSIDERATION OF AN APPLICATION

1. The application must be accompanied by a drawing of the proposed pavement café area and its location in relation to the licensed premises. The drawing should show the following detail:-

2. A location plan (ideally scaled at 1:1250 or 1:500) clearly illustrating the extent of the external area to be used 

3. A plan which clearly shows the proposed layout and ‘workflow’ of the area (e.g. access & egress points, building links, dimension of seating area, table, chair and other furniture arrangements and their spacing, plus any barriers or enclosures) and the physical distancing measures

4. Details of any advertisements including those on banners

5. The distance from the kerb edge to the cordon if the area is located on a pavement

6. COVID-19 Risk Assessment

Compliance with Scottish Government Guidance and Associated Legislation

All licence holders and their staff must keep up to date with all current legal requirements and guidance issued by the Scottish Government in relation to the Coronavirus pandemic. This will include but not limited to track and trace records being kept. Details on producing and providing a unique QR code for your premises can be found at www.mygov.scot/qr-check-in/ Information and guidance for the Hospitality sector can be found at www.gov.scot/publications/coronavirus-covid-19-tourism-and-hospitality-sector-guidance/ 
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