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• A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to 
 work and is not subject to a condition preventing the holder from doing work relating to the carrying on of a  
 licensable activity.   
• A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the 
 holder which indicates that the named person can currently stay in the UK and is allowed to work relation to  
 the carrying on of a licensable activity. 

• A current Residence Card issued by the Home Office to a person who is not a national of a European Economic  
 Area state or Switzerland but who is a family member of such a national or who has derivative rights or 
 residence. 

• A current Immigration Status Document containing a photograph issued by the Home Office to the holder  
 with an endorsement indicating that the named person may stay in the UK, and is allowed to work and is not  
 subject  to a condition preventing the holder from doing work relating to the carrying on of a licensable activity  
 when produced in combination with an official document giving the person’s permanent National Insurance  
 number and their name issued by a Government agency or a previous employer. 

• A Certificate of Application, less than 6 months old, issued by the Home Office under regulation 18(3) or 20(2)  
 of the Immigration (European Economic Area) Regulations 2016, to a  person who is not a national of a  
 European Economic Area  state or Switzerland but who is a family member of such a national or who has  
 derivative rights of residence.  

• Reasonable evidence that the person has an outstanding application to vary their permission to be in the UK  
 with the Home Office such as the Home Office acknowledgement letter or proof of postage evidence, or  
 reasonable evidence that the person has an appeal or administrative review pending on an immigration  
 decision, such as an appeal or administrative review reference number. 

• Reasonable evidence that a person who is not a national of a European Economic Area state or Switzerland but  
 who is a family member of such a national or who has derivative rights of residence in exercising treaty rights in 
 the UK including:-  

• evidence of the applicant’s own identity – such as a passport,  
• evidence of their relationship with the European Economic Area family member – e.g. a marriage  
 certificate, civil partnership certificate or birth certificate, and 
• evidence that the European Economic Area national has a right of permanent residence in the UK or is one  
 of the following if they have been in the UK for more than 3 months: 

(i) working e.g. employment contract, wage slips, letter from the employer, 
(ii) self-employed e.g. contracts, invoices, or audited accounts with a bank, 
(iii) studying e.g. letter from the school, college or university and evidence of sufficient funds; or 
(iv) self-sufficient e.g. bank statements. 

Family members of European Economic Area nationals who are studying or financially independent must also provide 
evidence that the European Economic Area national and any family members hold comprehensive sickness insurance in the 
UK. This can include a private medical insurance policy, an EHIC card or an S1, S2 or S3 form. 
Original documents must not be sent to licensing authorities. If the document copied is a passport, a copy of the 
following pages should be provided:- 

(i) any page containing the holder’s personal details including nationality; 
(ii) any page containing the holder’s photograph; 
(iii) any page containing the holder’s signature; 
(iv) any page containing the date of expiry; and 
(v) any page containing information indicating the holder has permission to enter or remain in the UK and is permitted to 
work.  
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If the document is not a passport, a copy of the whole document should be provided. 
Your right to work will be checked as part of your licensing application and this could involve us checking your immigration 
status with the Home Office. We may otherwise share information with the Home Office. Your licence application will not be 
determined until you have complied with this guidance.  
  
 Home Office online right to work checking service 
  
As an alternative to providing a copy of the documents listed above, applicants may demonstrate their right to work by 
allowing the licensing authority to carry out a check with the Home Office online right to work checking service.  
  
To demonstrate their right to work via the Home Office online right to work checking service, applicants should include in 
this application their 9-digit share code (provided to them upon accessing the service at https://www.gov.uk/prove-right-
to-work) which, along with the applicant's date of birth (provided within this application), will allow the licensing authority 
to carry out the check.  
  
In order to establish the applicant's right to work, the check will need to indicate that the applicant is allowed to work in the 
United Kingdom and is not subject to a condition preventing them from doing work relating to the carrying on of a 
licensable activity. 
  
An online check will not be possible in all circumstances because not all applicants will have an immigration status that can 
be checked online. The Home Office online right to work checking service sets out what information and/or documentation 
applicants will need in order to access the service. Applicants who are unable to obtain a share code from the service 
should submit copy documents as set out above.  
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In terms of specific regulated entertainments please note that:  

• Plays: no licence is required for performances between 08:00 and 23.00 on any day, provided that the audience  
 does not exceed 500. 

• Films: no licence is required for ‘not-for-profit’ film exhibition held in community premises  between 08.00 and  
 23.00 on any day provided that the audience does not exceed 500 and the organiser (a) gets consent to the  
 screening from a person who is responsible for the premises; and (b) ensures that each such screening abides  
 by age classification ratings. 

• Indoor sporting events: no licence is required for performances between 08.00 and 23.00 on any day, provided  
 that the audience does not exceed 1000.     

• Boxing or Wrestling Entertainment:  no licence is required for a contest, exhibition or display of Greco-Roman  
 wrestling, or freestyle wrestling between 08.00 and 23.00 on any day, provided that the audience does not  
 exceed 1000. Combined fighting sports – defined as a contest, exhibition or display which combines boxing or  
 wrestling with one or more martial arts – are licensable as a boxing or wrestling entertainment rather than an  
 indoor sporting event. 

• Live music: no licence permission is required for: 
o a performance of unamplified live music between 08.00 and 23.00 on any day, on any premises. 
o a performance of amplified live music between 08.00 and 23.00 on any day on premises authorised to sell  
 alcohol for consumption on those premises, provided that the audience does not exceed 500. 
o a performance of amplified live music between 08.00 and 23.00 on any day, in a workplace that is not  
 licensed to sell alcohol on those premises, provided that the audience does not exceed 500.  
o a performance of amplified live music between 08.00 and 23.00 on any day, in a church hall, village hall,  
 community hall, or other similar community premises, that is not licensed by a premises licence to sell  
 alcohol, provided that (a) the audience does not exceed 500, and (b) the organiser gets consent for the  
 performance from a person who is responsible for the premises. 
o a performance of amplified live music between 08.00 and 23.00 on any day, at the non-residential premises 
 of (i) a local authority, or (ii) a school, or (iii) a hospital, provided that (a) the audience does not exceed 500,  
 and (b) the organiser gets consent for the performance on the relevant premises from: (i) the local  
 authority concerned, or (ii) the school or (iii) the health care provider for the hospital. 

• Recorded Music: no licence permission is required for: 
o any playing of recorded music between 08.00 and 23.00 on any day on premises authorised to sell alcohol  
 for consumption on those premises, provided that the audience does not exceed 500. 
o any playing of recorded music between 08.00 and 23.00 on any day, in a church hall, village hall,  
 community hall, or other similar community premises, that is not licensed by a premises licence to sell  
 alcohol, provided that (a) the audience does not exceed 500, and (b) the organiser gets consent for the  
 performance from a person who is responsible for the premises. 
o any playing of recorded music between 08.00 and 23.00 on any day, at the non-residential premises of (i) a  
 local authority, or (ii) a school, or (iii) a hospital, provided that (a) the audience does not exceed 500, and (b) 
 the organiser gets consent for the performance on the relevant premises from: (i) the local authority  
 concerned, or (ii) the school proprietor or (iii) the health care provider for the hospital. 
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IT IS AN OFFENCE LIABLE TO SUMMARY CONVICTION TO A FINE OF ANY AMOUNT UNDER SECTION 158 OF THE 

LICENSING ACT 2003, TO MAKE A FALSE STATEMENT IN OR IN CONNECTION WITH THIS APPLICATION  

  

IT IS AN OFFENCE UNDER SECTION 24B OF THE IMMIGRATION ACT 1971 FOR A PERSON TO WORK WHEN THEY 

KNOW, OR HAVE REASONABLE CAUSE TO BELIEVE, THAT THEY ARE DISQUALIFIED FROM DOING SO BY REASON OF 

THEIR IMMIGRATION STATUS. THOSE WHO EMPLOY AN ADULT WITHOUT LEAVE OR WHO IS SUBJECT TO 

CONDITIONS AS TO EMPLOYMENT WILL BE LIABLE TO A CIVIL PENALTY UNDER SECTION 15 OF THE IMMIGRATION, 

ASYLUM AND NATIONALITY ACT 2006 AND PURSUANT TO SECTION 21 OF THE SAME ACT, WILL BE COMMITTING AN 

OFFENCE WHERE THEY DO SO IN THE KNOWLEDGE, OR WITH REASONABLE CAUSE TO BELIEVE, THAT THE EMPLOYEE 

IS DISQUALIFIED



The prevention of crime and disorder - Closed Circuit Television System (CCTV) 

• The premises shall operate a closed-circuit television system (CCTV).  
• The CCTV shall cover all internal and external areas of the premises  
• The CCTV shall be maintained in effective working order, and shall be in operation at all 

times the premises is open to the public.  
• The CCTV shall record clear images permitting the identification of individuals.  
• At all times the premises is open to the public a minimum of one member of staff on 

duty will be able to operate the CCTV.  
• Viewable copies of the recordings shall be made available on request to police or 

authorised local authority officers as soon as reasonably practicable in accordance with 
the Date Protection Act 1998 (or any replacement legislation).  

 

The Protection of Children from Harm Age verification - challenge 25  

• Evidence of age in the form of photographic identification (ID) shall be requested from 
any person appearing to those selling or supplying alcohol to be under the age of 25 and 
who is attempting to buy alcohol. Acceptable identification for the purpose of this 
condition is that issued by a government agency bearing a holographic mark with a 
photograph and date of birth, or the Proof of Age Standards Scheme (PASS) approved 
age cards.  

• Notices shall be strategically and prominently placed at points of sale advising 
customers that they may be asked to provide evidence of age.  

• A refusals book to record every instance that sales of alcohol are refused shall be 
maintained.  

• The refusals book shall document the date and time a refusal of sale is made and the 
member of staff refusing the sale.  

• The refusal book shall be available for inspection by the police or authorised local 
authority officers.  

 

Staffing, training  

• All staff shall be trained before they are allowed to sell any alcohol to the public.  
• Records of staff training along with any training material used must be kept by the 

Designated Premises Supervisor or Premises Licence Holder.  
All training records shall be signed by the trainer and trainee in respect of training 
received.  

• The premises licence holder shall implement a training manual and all members of staff 
shall be suitably trained in underage sales prevention before making any sales of 
alcohol.  

• Refresher training shall be carried out every six months for all staff and documented 
within the training records.  

• The training records shall be available for inspection by the police or authorised local 
authority officers.  

 



Alcohol delivery  

All sales of alcohol for delivery must be paid at the time of ordering using a debit or 
credit card.  

• All delivery persons must be aged 18 years or more.  
• The alcohol must be packaged separately from goods that aren't subject to age related 

sales, so that it can easily be retrieved to prevent an illegal sale. Details of the order 
(including the type, amount of alcohol, name and address of the customer) shall be kept 
at the licensed premises and must be shown on the print out despatched with the order.  

• All delivery drivers and riders must allow any police or authorised local authority officers 
to inspect any alcohol or order details on request.  

• The delivery of alcohol shall be made only to a residential or business address and the 
customer to be clearly resident inside the building. The delivery of alcohol will not be 
made or completed to a person in a public place (for example a street corner, park or 
bus stop).  

• The person taking the order and /or making the delivery must ensure that the recipient is 
18 years of age. A check shall be made to ensure the person accepting the delivery has 
the debit/credit card used for the purchase. If they appear under 25 years of age, 
photographic ID will be required before the alcohol is handed over. Examples of 
appropriate ID include a passport, photographic driving licence, military ID and the 
Proof f Age Standards Scheme (PASS) approved age cards.  

• Where a third party courier is used to supply alcohol, they will be instructed to provide 
an age verification service or adopt a policy of checking age and ID at the time of 
delivery. The courier must adopt a policy of not allowing minors to sign for and accept 
deliveries. A record of all couriers used and the system that they use to verify age will be 
kept and produced upon request from the police or authorised local authority officers.  

 

Refusals  

• The refusals book shall document the date and time a refusal of sale is made and the 
member of staff refusing the sale. The log shall include the address to which alcohol 
was delivered but the sale refused, the reason(s) for refusal and a description of the 
individuals involved. 
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