
  
 

 
 

 
Dear Applicant 
 
Licensing Act 2003 – Application for a Personal Lic ence 
 
Please find enclosed all of the information you need to apply for your Personal Licence under 
the Licensing Act 2003.   Within this letter you will find:- 
 

1. Application form for a personal licence 
2. Disclosure of Convictions with Declarations 
3. Guidance Notes 
4. Checklist 

 
Below is a step by step guide to help you through this process.  All of the relevant information 
including fees is included within the enclosed checklist.  
 
Step One 
To qualify for a personal licence you must: 

·  be over 18 
·  hold an accredited or certified licensing qualification (or equivalent) 
·  not have been convicted of any relevant offences 

 
Step Two 
You must hold or apply for a basic Criminal Records Bureau (CRB) check.  These can be 
obtained from Disclosure Scotland (addresses can be found on the checklist enclosed).  
Please note that the CRB check must be no more than  one month old from the date of 
issue when it is received at the Local Authority . 
 
Step Three 
You must complete the enclosed application form and also the Disclosure of Convictions & 
Declaration form. 
 
You should also enclose your licensing qualification or a certified copy and Criminal Records 
Bureau (CRB) check. 
 
Step Four 
Two colour passport sized photographs are required for your application, one of which must be 
endorsed by a solicitor, teacher or other professional person as a true likeness. 
 
Step Five 
The fee for a personal licence is £37.00.  Cheques must be made payable to East Northants  
Council in all cases. 
 

Central Administration Unit  
East Northamptonshire Council 
East Northamptonshire House 

Cedar Drive 
THRAPSTON 

Northamptonshire 
NN14 4LZ 

Tel: 01832 742102   Fax: 01832 734839  
  DX: 701611 Thrapston 

   E-Mail:licensingunit@east-northamptonshire.gov.uk 
Web Site: www.northantslicensing.gov.uk 



Step Six 
Please return your completed application form with the enclosed checklist and information 
detailed above to the Northamptonshire Licensing Partnership, at East Northamptonshire 
Council, if you are resident in any of the five partner councils (East Northamptonshire, 
Daventry Kettering, Corby and Wellingborough).  If you live outside these areas, the 
application must be sent to the council in whose area you reside. 
 
If you require any further information or assistance please do not hesitate to contact Central 
Administration Unit on the details given above. 
 
 
Yours sincerely 
 
 
 
 
Central Administration Unit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
 

 Checklist to accompany Personal Licence  
 
 

Information Required Tick to confirm included as pa rt of application  
 

Licensing Qualification      �   

Two photographs one endorsed    �  
Application Fee  (£37.00)      �  

Application Form       �  
Disclosure of Convictions and Declaration form  �  

Criminal Records Bureau (CRB) certificate ***  �  
*** This must be received by us within one month of  date on certificate *** 
 
 

THIS CHECKLIST MUST ACCOMPANY YOUR APPLICATION FORM  AND YOU MUST 
ENSURE YOU HAVE INCLUDED ALL OF THE RELEVANT INFORM ATION AS LISTED 

ABOVE – FAILURE TO DO SO MAY DELAY THE PROCESSING O F YOUR APPLICATION  
 
 

To obtain your CRB certificate you will have to app ly to The Criminal Records Bureau 
on the following:  

      
Disclosure Scotland   0870 609 6006   www.disclosur escotland.co.uk. 

 
 
 

Borough Council of 
Wellingborough 

 



 
 
 
 
 
 

Application for a personal licence  
 
Before completing this form please read 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. You may wish to keep a copy of the completed 
form for your records. 

1. Your personal details 
TITLE (delete as appropriate): Mr Mrs Miss Ms Other (please state) 

Surname  

Forenames  

PREVIOUS NAMES (if relevant) please enter details of any previous names or maiden names. 
Please continue on a separate sheet if necessary. 
TITLE (delete as appropriate): Mr Mrs Miss Ms Other (please state) 

Surname  

Forenames  

I am 18 years old or over. Please tick  Yes No 

ADDRESS WHERE ORDINARILY RESIDENT (We will use this address to correspond with you 
unless you complete the separate correspondence box  below). 

 

Post town Post code 

TELEPHONE NUMBERS 
Daytime 

Evening 

Mobile 

 

FAX NUMBER  

EMAIL ADDRESS (if you would prefer us to correspond wit h you by e mail) 

Borough Council of 
Wellingborough 

 



Address for correspondence a ssociated with this application (if different to th e address 
above) 

Post town Post code 

TELEPHONE NUMBERS 
Daytime 

Evening 

Mobile 

 

EMAIL ADDRESS (if you would prefer us to correspond  with you by e mail) 

2. Your licensing qualifications 

Read Note 1 Please tick � yes 
 
Please indicate below which one of these statements applies to you: 

 
1. I hold an accredited licensing qualification 

 

 
2. I hold a certified qualification 

 

 
3. I hold an equivalent qualification 

 

 
4. I am a person of prescribed description 

 

 
If you have ticked either of statements 1, 2 or 3 please provide details of your qualification in the box 
below (name of qualification, date of issue, issuing body) and please enclose your qualification with  
your application. 
If you have ticked statement 4, please provide evidence that you are a person of prescribed 
description. 
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4.  Checklist 
I have Please tick  ��� �  Yes. 
 
enclosed two photographs of myself, one of which is endorsed as a true likeness of 
me by a solicitor or notary, a person of standing in the community or any individual   
with a professional qualification. 
 
enclosed any licensing qualification I hold or proof that I am a person of prescribed 
description (GQAL, GOAL or BIIAB Level 2 National Certificate for Personal Licence  
Holders).  
 
enclosed a criminal conviction certificate or a criminal record certificate or the results 
of a subject access search of the police national computer by the National  
Intelligence Service (dated less than 1 month of date of application) 
 
enclosed a completed disclosure of criminal convictions and declaration form 
(Schedule 3) 
 
made or enclosed payment of the fee for the application 
 

 
3. Previous or outstanding applications for a perso nal licence 
 
Note: You may only hold one personal licence at a time. Please tick �  

 

Do you currently hold a personal licence? 

Yes No 

 
Do you currently have any outstanding applications for a personal licence, with this or any 
other licensing authority? 

Yes No 

 

Has any personal licence held by you been forfeited in the last 5 years? 

Yes No 

Licensing  Authority  

Licence number  

Date of issue  

Date of expiry  

Any further details  

5.  Declaration 
 

The information contained in this form is correct t o the best of my knowledge 
and belief. 

 
It is an offence knowingly or recklessly to make a false statement in or in connection with an 
application for the grant or renewal of a personal licence. (A person is to be treated as making a 
false statement if he produces, furnishes, signs or otherwise makes use of a document that 
contains a false statement). To do so could result in prosecution and a fine not exceeding level 5 
on the standard scale [£5000]. 
 
SIGNATURE DATE 

 



NOTES 

Information on the Licensing Act 2003 is available on the website of the Department 
for Culture, Media and Sport 
(http://www.culture.gov.uk/alcohol_and_entertainment/default.htm) or from your local 
licensing authority. 
 
1.  Licensing qualifications 
Licensing qualifications are dealt with in section 120(8)  and (9) of the Licensing Act 
2003 
 

 

 



Photographs for Personal Licence Applications 
 

You will need to obtain two passport style photographs of yourself.  One of 
these photographs will need to be signed by a person fitting the description 
given below, verifying that it is a true likeness of yourself.  This needs to be on 
the back of the photograph and STAPLED, at the edge onto the space below. 
 

 
 
 
 
Name of person in the above photograph: 
 
 
 
Address of Person in the above photograph: 
 
 
 
 
 
Name of person who has signed the photograph: 
 
 
 
Address of person who has signed the photograph: 
 
 
 
 
 
Please tick which of the following apply for person signing: 
  

 A solicitor or notary 
 

 A person of standing in the community: (i.e. Councillor, Doctor, Vicar) 
 

 An individual with a professional qualification (i.e. Accountant, Solicitor, 
Teacher) 

 
Please state position and qualification for person signing: 



 
 

 
Disclosure of convictions and declaration 

 
Before completing this form please read 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. You may wish to keep a copy of the completed form for your records. 

1. Your personal details 
TITLE (delete as appropriate): Mr Mrs Miss Ms Other (please state) 

Surname 

Forenames 

 

PREVIOUS NAMES (if relevant) please enter details o f any previous names or maiden names.  
Please continue on a separate sheet if necessary.  
TITLE (delete as appropriate): Mr Mrs Miss Ms Other (please state) 

Surname 

Forenames 

 

2. Forfeiture of a personal licence in the last 5 y ears 
Do not answer this question if you are applying und er regulation 8 of the Licensing Act 
(Personal  

Please tick b 

Has any personal licence held by you been forfeited in the last 5 years? 
If yes, please provide details below: 

Yes No 

Name of court  

Address of court 

Date of forfeiture 

Offence which resulted in 

the forfeiture 

Any additional details 

 

3. Relevant or foreign offences 
Read Note 1 Please tick b 

Have you been convicted of any relevant offence or foreign offence? Yes No 

If you have been convicted of any relevant offences you must provide details for each conviction, 
the date of conviction, the name and location of the convicting court, offence of which you were 
convicted and the sentence imposed: 

 

Borough of 
Wellingborough Council 



If you have been convicted of any foreign offences you must provide details for each conviction of 
the date of conviction, the name and location of the convicting court, offence of which you were 
convicted and the sentence imposed: 

 

4. Declaration 

I declare that I have not been convicted of any rel evant offence or any foreign offence 

SIGNATURE  DATE  

5. Declaration 

The information contained in this form is correct t o the best of my knowledge and 
belief. 

It is an offence knowingly or recklessly to make a false statement in or in connection with an 
application for the grant or renewal of a personal licence. (A person is to be treated as making a false 
statement if he produces, furnishes, signs or otherwise makes use of a document that contains a 
false statement). To do so could result in prosecution and a fine not exceeding level 5 on the 
standard scale [£5000]. 

SIGNATURE  DATE  

NOTES 

Information on the Licensing Act 2003 is available on the website of the Department for Culture, Media and Sport 
(http://www.culture.gov.uk/alcohol_and_entertainment/default.htm) or from your local licensing authority. 
 
1. Relevant or foreign offences 
Relevant offences are the offences listed in Schedule 4 to the Licensing Act 2003: 
 
The meaning of foreign offence is dealt with in section 113 of the Licensing Act 2003. 
 
If you are the holder of a justices’ licence and you are applying for a personal licence under regulation 8 of the Licensing 
Act (Personal licence) Regulations 2005 see paragraphs 23 and 28 in Part 3 of Schedule 8 to the Licensing Act 2003 for 
the information you are required to give. 
 
If you are convicted of any relevant or foreign offence during the period between when your application is made and 
when your application is determined or withdrawn, you must notify the authority to which your application was made. 
Failure to do so without reasonable excuse could lead to prosecution and a fine not exceeding level 4 on the standard 
scale [£2,500]. 
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LICENSING ACT 2003 –  
PERSONAL LICENCE GUIDANCE NOTES 

 
A Personal Licence is required by those who sell or supply alcohol or who supervise the selling or 
supplying of alcohol under Licensing Act 2003. The Personal Licence is separate from the Premises 
Licence which authorises the premises to be used for the supply of alcohol and other licensable 
activities. The licensing of individuals separately from the licensing of premises permits the movement 
of Personal Licence Holders from one premise to another, allowing greater flexibility.  
 
The Licensing Act 2003 also states that if a Premises Licence includes the sale or supply of alcohol 
then a Designated Premises Supervisor must be named on the Premises Licence who will be 
responsible for the day to day running of the premises. It will not be necessary for all staff selling 
alcohol to hold a Personal Licence. 
 
The Personal Licence relates only to the supply of alcohol under a Premises Licence or a Temporary 
Event Notice.  
 
An individual will not require a Personal Licence for other licensable activities such as the provision of 
regulated entertainment or late night refreshment, or for the supply of alcohol under a club premises 
certificate. In the case of Temporary Event Notices, Personal Licence holders will be able to give 50 
Temporary Event Notices each year whereas there will be a limit of 5 for non-Personal Licence 
holders with an overall limit of 12 TENS or a total of 15 DAYS for any one premises in a calendar 
year.  
 
Only the police can make a representation against a personal licence application and only on grounds 
of crime and disorder. If there is no representation by the police the licence will be granted. If there is 
a representation by the police a hearing will be held by the Councils Licensing Sub-Committee. 
 
Requirements for a new application for a Personal L icence 
 
·  Completed Application Forms 
·  2 photographs (endorsed as mentioned above) 
·  Completed Disclosure of Convictions and Declaration form 
·  Aged 18 or over 
·  Hold one of the following Licensing Qualifications, accredited by the Secretary of State: 

o BIIAB Level 2 National Certificate for Personal Licence Holders,  
o GQAL Level 2 National Certificate for Personal Licence Holders or  
o GOAL Level 2 Certificate for Personal Licence Holders)  

the aim of this provision is to ensure that licence holders are aware of licensing law and the wider 
social responsibilities attached to the sale of alcohol. 

·  Criminal Records Bureau Certificate and/or statement of foreign offences. This is to determine if 
 there are any relevant offences. This has to be dated within a month of the Local Authority 
 receiving it. (see additional note below) 
·  Fee of £37 (made payable to East Northamptonshire Council) 
 
Basic Criminal Record Checks can be obtained from Disclosure Scotland. Further details can be 
obtained from their helpline number 0870 609 6006 or their website www.disclosurescotland.co.uk 
 

IMPORTANT – From 1 st April 2008, all applications must be submitted to 
the Central Administration Unit at East Northampton shire Council.  

 

 
 

For further information please visit our website;east-northamptonshire.gov.uk or telephone the 
Central Administration Unit for enquiries on 01832 742102 


