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Licensing Act 2003  
Application for a Personal Licence 

PLEASE READ THESE GUIDANCE NOTES BEFORE COMPLETING THE APPLICATION FORM
Do I need a Personal Licence? 
A Personal Licence is required by persons who are responsible for authorising the sale or supply of alcohol where this is included in the licensable activities permitted by the premises licence under the Licensing Act 2003. 

A Designated Premises Supervisor (DPS) must hold a Personal Licence. The DPS is the person named on a premises licence who has day to day responsibility for running the premises. 

Requirements for a Personal Licence application: 
· You must be 18 or over 

· You must not have had a personal licence forfeited in the past 5 years. 

· You must not have been convicted of a relevant offence under schedule 4 of the Licensing Act 2003 or foreign offence, which means under the law of any place outside England and Wales. 

· You must possess an approved licensing qualification (see below). 

· Evidence of documents to prove your eligibility to work or remain in the UK. 
Licensing Qualifications: 
You must hold an accredited qualification before making your application for a personal licence.

The aim of the personal licensing qualification is to ensure licence holders are aware of licensing law and the wider social responsibilities attached to the sale of alcohol. 

Accredited personal licence qualification providers: 
www.gov.uk/government/publications/accredited-personal-licence-qualification-providers/accredited-personal-licence-qualification-providers
Please contact these bodies directly for information on courses, costs and availability nearby.

How do I make my application? 

The application is made to the Licensing Authority for the area in which you normally reside. 

If you move house you must let us know, even if you leave the Pembrokeshire area, because Pembrokeshire County Council will remain the Authority responsible for your Personal Licence for as long as you are licensed. 

The following items are required in order for your Local Authority to complete your Personal Licence application:

· The completed application form. 
· Two photographs of the applicant, which shall be : 

Taken against a light background so that your features are distinguishable and contrast against the background 

45 millimetres by 35 millimetres (passport photograph size) 

Full face uncovered and without sunglasses and, unless you wear a head covering due to your religious beliefs, without a head covering, 

On photographic paper 

One photograph must be endorsed with a statement “I agree that this is a true likeness of ……(your name)……” and signed by one of the following: a solicitor, notary, a person holding a professional qualification or a person of standing in the community which includes a bank or building society official, a police officer, a civil servant or a minister of religion. 

· Licensing Qualification Certificate
· Application Fee: £37.00 
· Documents to prove your eligibility to work or remain in the UK - www.gov.uk/check-job-applicant-right-to-work
· Completed Disclosure of convictions and civil penalties declaration 
· A basic disclosure certificate from the Disclosure and Barring Service (DBS) dated no more than 1 month prior to the day you apply for your Personal Licence - www.gov.uk/government/organisations/disclosure-and-barring-service
customerservices@dbs.gsi.gov.uk 

telephone: 0300 020 0190 

Please send all above documentation and fee to: 
Licensing Department, Pembrokeshire County Council, County Hall, Haverfordwest, Pembrokeshire SA61 1TP               
Email: licensing@pembrokeshire.gov.uk
What happens next? 
Providing that your application is complete and that you have not been convicted of a relevant or foreign offence, your Personal Licence will be granted. 

If you have been convicted of a relevant or foreign offence the police have a right to object if they consider that granting the application would undermine the act’s crime and prevention objective. In the event of a police objection you will be notified as Pembrokeshire County Council must hold a hearing to consider the objection.

This information is intended only as a brief guide to the duties of a Personal Licence holder.

Full details of your duties may be found at Part 6 of the Licensing Act 2003.

Alternatively you may contact the Licensing Team for further advice and guidance.

Our contact details: 
Licensing Department

Pembrokeshire County Council

County Hall

Haverfordwest

Pembrokeshire

SA61 1TP 

Telephone: 01437 764551 

Email: licensing@pembrokeshire.gov.uk 

