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Personal Licences Guidance

What is a personal licence?

A personal licence allows an individual to authorise the sale or supply of alcohol. All premises with a premises licence will need at least one personal licence holder where one of their activities is the sale or supply of alcohol.

How much does it cost?

A personal licence costs £37

How long is it valid?

It is valid for 10 years

Where is it valid?

It is portable throughout England and Wales.

Who needs a personal licence?

Any premises (except qualifying clubs) that sells or supplies alcohol will need at least one personal licence holder; one of whom must be named on the premises licence as the Designated Premises Supervisor.

What is a Designated Premises Supervisor?

A Designated Premises Supervisor (DPS) is the person named on the premises licence (not necessarily the applicant) who is singularly responsible for the running of that premises. A DPS must hold a personal licence. The Licensing Authority’s guidance sheet provides more information regarding the role and responsibilities of a DPS, and is available on request.       

Who can apply for a personal licence?

A personal licence holder must be:

· aged 18 or over 

· have not forfeited a personal licence within 5 years prior to making an application 

· have not been convicted of any relevant or foreign offence 

· must possess an accredited licensing qualification (or equivalent). 

· must have Basic Criminal Records Check

What is considered an accredited licensing qualification?

The Home Secretary has accredited the following personal licence qualifications under

the Licensing Act 2003, commencing on 1 April 2011:

• BIIAB (QCF Recognition number RN5118)

Level 2 Award for Personal Licence Holders

Qualification accreditation number 501/1494/3

Website: www.bii.org

Telephone: 01276 684 449

Email: qualifications@bii.org

Address: BIIAB, Wessex House, 80 Park Street, Camberley, Surrey, GU15 3PT

• EDI (QCF Recognition number RN5134)

Level 2 Award for Personal Licence Holders

Qualification accreditation number 500/9146/3

Website: www.ediplc.com

Telephone: 0247 651 6500

Email: enquires@ediplc.com

Address: Qualifications and processing centre, International House, Siskin

Parkway East, Middlemarch Business Park, Coventry, CV3 4PE

• HABC (QCF Recognition number RN5219)

Level 2 Award for Personal Licence Holders

Qualification accreditation number 500/9974/7

Website: www.highfieldabc.com

Telephone: 0845 226 0350

Email: info@highfieldabc.com

Address: Highfield Awarding Body for Compliance Ltd, Highfield House, Sidings

Court, Lakeside, Doncaster, DN4 5NL.

• NCFE (QCF Recognition number RN5156)

Level 2 Award for Personal Licence Holders

Qualification accreditation number 600/1323/0

Website: www.ncfe.org.uk

Telephone: 0191 239 8000

Email: info@ncfe.org.uk

Address: Q6 Quorum Business Park, Benton Lane, Newcastle Upon Tyne, NE12

8BT

• SQA (QCF Recognition number RN5167)

Level 2 Award for Personal Licence Holders

Qualification accreditation number 600/1269/9

Website: www.sqa.org.uk

Telephone 0845 279 1000

E-mail: customer@sqa.org.uk

Address: The Optima Building, 58 Robertson Street Glasgow G2 8DQ.

From 23 December 2014

• IQ (QCF Recognition number: RN5330)

Level 2 Award for Personal Licence Holders (QCF)

Qualification accreditation number: 601/4980/2

Website: http://www.industryqualifications.org.uk/

Telephone: +44 (0) 1952 457 452

Email: info@industryqualifications.org.uk

Address: Industry Qualifications, Head Office, Coppice House,

Halesfield 7, Telford, TF7 4NA.

Please contact these bodies directly for information on courses, costs and availability in

your area.

The following courses were formerly accredited:

BIIAB Level 2 National Certificate for Personal Licence Holders. QCA

Accreditation Number: 100/4866/2. From 1 Feb 2005 to 31March 2011.

EDI Level 2 National Certificate for Personal Licence Holders. QCA

Accreditation Number: 100/4865/0. From 1 Feb 2005 to 30 April 2011.

GQAL Level 2 National Certificate for Personal Licence Holders. QCA

Accreditation Number: 100/5040/1. From 1 May 2005 to 30 April 2010.

HABC Level 2 Award for Personal Licence Holders. QCA

Accreditation Number: 500/7383/7. From 1 Sept 2009 to 30 April 2011.

NCFE Level 2 National Certificate for Personal Licence Holders QCA

Accreditation Number: 500/4228/2. From 1 Sept 2008 to 30 April 2011.

SQA Level 2 Award for Personal Licence Holders QCA

Accreditation Number: 500/8025/8. From 1 Dec 2009 to 30 April 2011
What is a relevant offence?

Relevant offences are listed under Schedule 4 of the Licensing Act 2003.  A full list of relevant offences is contained within the Licensing Authority’s guidance at request or by visiting our website: www.barrowbc.gov.uk/main.asp?.page=938.

Personal Licence holders have a duty to notify any convictions for relevant or foreign offences to the licensing authority.

Why should you apply for a personal licence?

Every supply of alcohol under the premises license must be made or authorised by a personal licence holder. This means that even if a premises has a premises licence, alcohol cannot be served if a personal licence holder is not named as the Designated Premises Supervisor on the premises licence and if that person has not authorised the sale of alcohol.

Do all alcohol serving staff need a personal licence?

No, the only person at alcohol-serving premises who must have a personal licence is the Designated Premises Supervisor (DPS). However, it would be advisable for each premise to have at least one personal licence holder in the case of accident or prolonged absence of the DPS at all times.

How do you apply for a personal licence?

You will have to provide proof of a qualification.  This will show that you have sufficient knowledge of licensing law and the social responsibilities of selling alcohol.  This can be satisfied by successfully completing one of the accredited training courses referred to earlier in this guidance.

Required information:-

· A completed application form (BA17)

· The appropriate fee of £37.00

· Two passport sized photographs one of which should be endorsed on the back by a solicitor, notary, teacher, lecturer, person of standing in the community, or other professional person as a true likeness.

· Disclosure of convictions and declaration form  (BA19)

· Accredited Licensing Qualification

· CRB Disclosure (Please note that the date of issue of this document should be no earlier than one calendar month before the date the application is made to the Licensing Authority).

(Basic criminal record checks can be obtained from Disclosure Scotland.  For further information please telephone 0870 609 6006 or visit www.disclosurescotland.co.uk.)

If relevant offences are declared, the Licensing Authority will inform the Police who may raise representations against the issue of a licence.

Personal licences are not required in qualifying club situations, permitted temporary events and for premises licences that do not retail alcohol.  However, personal licence holders are not prevented from giving temporary event notices.

Who can object to a personal licence application?

Only the Police can object and only then if they feel that granting the licence would undermine the crime prevention objective in the Act. In such a case the police must give the authority an objection notice within 14 days.

A hearing must then be held within 20 working days beginning the day after the 14 day period. Your application will then be decided by a licensing committee at a hearing.

What happens if there are no objections?

If there are no objections and the applicant fulfils the application criteria, the application will be granted.

Where do you apply for a personal licence?

Send your completed application to:

Licensing Manager

Environmental Health Department

Barrow Borough Council

Town Hall

Duke Street

Barrow in Furness

Cumbria LA14 2LD

and copy of application to:

Licensing Department

Cumbria Constabulary

Market Street

Barrow in Furness

Cumbria LA14 2LE

Change In Name or Address
The holder of a Personal Licence is required by the 2003 Act to notify the licensing authority any changes in name or address.  Please return your current Personal Licence and ID card, along with the appropriate fee, for the amendments to take place.
If you have any further queries please telephone 01229 876543, or e-mail: commercial@barrowbc.gov.uk or visit www.barrowbc.gov.uk/main.asp?page=938.
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