LONDON BOROUGH OF WALTHAM FOREST

GUIDANCE NOTE 19   LICENSING ACT 2003

Application to VARY A Club Premises Certificate

Introduction

These guidance notes give advice to qualifying clubs on how to vary their existing club premises certificate under Section 84 of the Licensing Act 2003. Please note that this leaflet does not provide authoritative legal advice.

What Can Be Varied On Our Club Premises Certificate?

These notes and accompanying application form may be used if you want to vary (change) the following details on your certificate:

· The hours of one or more licensable activity;

· The type of licensable activity (ie, if you would like to add an activity);

· The plans relating to your certificate (ie, if you want to refurbish the premises).

Licensees are advised to consult the Licensing Authority before refurbishments to verify whether the works would constitute a variation.

You cannot use these forms and guidance notes to change the following:

· The name of the club

· The rules of the club

· The registered address

These are subject to different fees and notification forms. Please contact the Licensing Authority if you need to change any of the above on your certificate.

APPLYING TO VARY A CLUB PREMISES CERTIFICATE

The application form must be completed and be accompanied by the relevant documentation.

Completing the form

Use block letters in black ink.

Insert the name of the Club in the opening statement.

Part 1 – Club Premises details

Complete the details of the club and the name, address and contact details of the person performing the duties of a secretary to the club.

Part 2 – Applicant details

Fully complete the applicant(s) details. 

Part 3 – Variation
· Check the box if you would like the variation to take effect as soon as possible; otherwise enter the date you would like it to take effect from.

· Describe the nature of the variation you are applying for. For example, if you are applying to change the hours of any existing licensable activity, or if you are changing any of the licensable activity, or any change of plan etc.

Part 4 – Operating Schedule

The operating schedule forms part of the completed application. It must contain all the information necessary to enable any responsible authority or interested party to assess whether the steps to be taken to promote the licence objectives are satisfactory. If the variation is granted, the operating schedule will be incorporated into the licence as a condition and become enforceable under the law. 

· You must tick the appropriate box(es) to indicate which licensable activities you wish to vary or add, the times during which it is proposed these activities will take place, and whether they will take place indoors, outdoors, or both. Complete the relevant boxes in the subsequent pages. When completing the boxes, refer to guidance notes 2 – 8 at the back of the application form as directed to ensure the boxes are completed correctly. 

· In all cases complete boxes M, N, O and P.

· Refer to guidance note 8 at the back of the form when completing Box N. 

· Box M must be completed even if the hours the premise is open to the members and guests is the same as the time licensable activities take place.

· In box O, you may need to identify conditions, which are currently imposed on your certificate that can be removed as a consequence of the proposed variation. If there are none, state “not applicable”.

· Tick the relevant box regarding the enclosure of the club premise certificate; if applicable you must state a reason why it is not enclosed.

· In box P you must address the steps you will take to promote the four objectives (Prevention of crime and disorder, Prevention of public nuisance, Public safety and Prevention of harm to children). Enclosed are examples one may take to promote the four licensing objectives.

· On the last page of the form ensure you tick all the boxes, as you are making a statement saying you are complying with what is required of you.

Part 5 – Signatures

Ensure the application is properly signed, dated, and states the capacity of the signatory.

The Appropriate Fee

This can be found on accompanying Guidance Note 8.

Responsible Authorities

A copy of your application and plan MUST be sent to each of the following authorities:

	1) Fire Safety Regulation: North East Area 2

London Fire Brigade

169 Union Street

London SE1 0LL

Tel 020 8555 1200

www.london-fire.gov.uk

	2) PC Ellice and PC Brand
2nd Floor, Room 205

Metropolitan Police Licensing Service

Chingford Police Station
Kings Head Hill
Chingford
London 
E4 7EA Tel:  0208 345 3186

www.met.police.uk/walthamforest


	3) Health and Safety Section

Resident Services

The Licensing Service

3 The Square

Leyton

London E10 5NR

Tel:  0208 496 3000

Internet www.walthamforest.gov.uk

	4) Trading Standards

Resident Services

The Licensing Service

3 The Square

Leyton

London E10 5NR

Tel:  0208 496 3000

Internet www.walthamforest.gov.uk

	5) Noise Team

Resident Services

The Licensing Service

3 The Square

Leyton

London E10 5NR

Tel:  0208 496 3000

Internet www.walthamforest.gov.uk

	6) Planning and Development Control

London Borough Of Waltham Forest

Magistrates Building

1 Farnan Avenue

Walthamstow

London 

E17 4NX

Tel 0208 496 3000

Internet www.walthamforest.gov.uk


	7)  Licensing Service

Resident Services

The Licensing Service

3 The Square

Leyton

London E10 5NR

Tel  0208 496 3000

Internet www.walthamforest.gov.uk

	8) 8) Russell Carter 
Public Health
London Borough of Waltham Forest

Room 001 Town Hall

Forest Road

London

E17 4JF

Internet www.walthamforest.gov.uk



9) Alcohol Licensing Team

Home Office

Lunar House

40 Wellesley Road

Croydon CR9 2BY
When sending to each authority, please ensure you clearly indicate on the front of each copy which authority it is intended for, ie "Health and Safety Copy", "Planning Copy" etc. Advertising the Application

A notice advertising the application must be displayed for a period of no less than 28 consecutive days starting on the day after the day on which the application was given to the relevant licensing authority 

AND

published in a local newspaper on at least one occasion during the period of ten working days starting on the day after the day on which the application was given to the licensing authority.

Please refer to our Guidance note 15 for more information on what the notices must state.

Where Do I Send My Application?

The completed application form, accompanying documents and fee should be sent to the Licensing Section at: Resident Services, The Licensing Service, 3 The Square, Leyton, London E10 5NR.
Who Can Object?
The responsible authorities and any interested party will have a period of twenty-eight consecutive days to make representations to your application. If the licensing authority considers that any representation is relevant, a hearing will be held to consider these representations (unless all parties agree that a hearing is unnecessary).

Reviews Of Premises Licences

Any interested party or responsible authority can, at any time, apply to the licensing authority for a review of a premises licence because of matters arising at the premises in connection with the licensing objectives. The licensing authority can reject a request for a review from an interested party if it considers the request is frivolous, vexatious, not relevant or repetitious. If the request is accepted, the licensing authority must make arrangements for a hearing.

Further information?

In addition to this guidance note, further information on licensing can be obtained from

· Her Majesty’s Stationary Office 

website http://www.opsi.gov.uk/ACTS/acts2003/20030017.htm
· The Department for Culture, Media and Sport (DCMS) 

website http://www.culture.gov.uk/what_we_do/Alcohol_entertainment/
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