
Application for a premises licence to be granted under the Licensing Act 2003 

PLEASE READ THE FOLLOWING INSTRUCTIONS FIRST 

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 in black ink.  Use additional sheets if necessary. 

You may wish to keep a copy of the completed form for your records. 

I/We     
(Insert name(s) of applicant) 

apply for a premises licence under section 17 of the Licensing Act 2003 for the premises 
described in Part 1 below (the premises) and I/we are making this application to you as the 
relevant licensing authority in accordance with section 12 of the Licensing Act 2003 

Part 1 – Premises details 

Postal address of premises or, if none, ordnance survey map reference or description 

6LS8S%DVHPHQW)OHHW6WUHHW/RQGRQ(&$'4 

Post town Postcode 

Telephone number at premises (if any) 

Non-domestic rateable value of premises 

Part 2 - Applicant details 

Please state whether you are applying for a premises licence as Please tick as appropriate 

a) an individual or individuals * - please complete section (A) 

b) a person other than an individual * 

i as a limited company/limited liability 
partnership 

please complete section (B) - 

YES 

ii as a partnership (other than limited 
liability) 

please complete section (B) 

iii as an unincorporated association or please complete section (B) 

iv other (for example a statutory corporation) please complete section (B) 

c) a recognised club please complete section (B) 

d) a charity please complete section (B) 



e) the proprietor of an educational establishment please complete section (B) 

f) a health service body please complete section (B) 

g) 

ga) 

a person who is registered under Part 2 of the 
Care Standards Act 2000 (c14) in respect of an 
independent hospital in Wales 

a person who is registered under Chapter 2 of 
Part 1 of the Health and Social Care Act 2008 
(within the meaning of that Part) in an 
independent hospital in England 

please complete section (B) 

please complete section (B) 

h) the chief officer of police of a police force in 
England and Wales 

please complete section (B) 

* If you are applying as a person described in (a) or (b) please confirm (by ticking yes to one 
box below): 

I am carrying on or proposing to carry on a business which involves the use of the 
premises for licensable activities; (YES) or 
I am making the application pursuant to a 

statutory function or 
a function discharged by virtue of Her Majesty’s prerogative 

(A) INDIVIDUAL APPLICANTS (fill in as applicable) 

Daytime contact telephone number 

E-mail address 
(optional) 
Where applicable (if demonstrating a right to work via the Home Office online right to work 
checking service), the 9-digit ‘share code’ provided to the applicant by that service (please see 
note 15 for information) 



SECOND INDIVIDUAL APPLICANT (if applicable) 

Mr Mrs Miss Ms Other Title (for 
example, Rev) 

Surname First names 

Date of birth I am 18 years old or over Please tick yes 

Nationality 

Where applicable (if demonstrating a right to work via the Home Office online right to work 
checking service), the 9-digit ‘share code’ provided to the applicant by that service: (please see 
note 15 for information) 

Current residential 
address if different from 
premises address 

Post town Postcode 

Daytime contact telephone number 

E-mail address 
(optional) 

(B) OTHER APPLICANTS 

Please provide name and registered address of applicant in full.  Where appropriate please 
give any registered number.  In the case of a partnership or other joint venture (other than a 
body corporate), please give the name and address of each party concerned. 

Name –  

Address 

Registered number (where 

applicable)   

Description of applicant (for example, partnership, company, unincorporated association 

etc.)    



Telephone number (if any) 

E-mail address (optional) 

Part 3 Operating Schedule 

When do you want the premises licence to start? DD  MM YYYY 
   0   2 0 2  

If you wish the licence to be valid only for a limited period, 
when do you want it to end? 

DD  MM YYYY 

Please give a general description of the premises (please read guidance note 1) 

%$6(0(172)6+23 WITH NO PUBLIC ACCESS)256$/(62)$/&2+2/. 

The applicant is an online retailer RIDOFRKROWKLVSUHPLVHVLVRQHRIVHYHUDODFURVV 
/RQGRQZKLFKDOORZVDJHRJUDSKLFUHDFK$FRS\RIWKHDSSOLFDQWVSDVVSRUWDQGWKH 
WUDLQLQJPDQXDOFDQEHIRXQGDWWKHIRRWRIWKHDSSOLFDWLRQ6WDIIWUDLQLQJLVFRQGXFWHGLQ 
SHUVRQDQGYLDWKHRQOLQHSODWIRUPDWKWWSVHDV\OLFHQVLQJFRXNDSSOHEHUU\WUDLQLQJ 

6LS8SLVDEUDQGZKLFKRSHUDWHVXQGHUWKH$SSOHEHUU\)RRGV/WGXPEUHOODWKHDSSOLFDQW 
LVDGLUHFWRURIWKHFRPSDQ\DOWKRXJKWKLVOLFHQFHLVUHTXLUHGLQWKHQDPHRIWKH 
LQGLYLGXDO 

If 5,000 or more people are expected to attend the premises at any 
one time, please state the number expected to attend. 

What licensable activities do you intend to carry on from the premises? 

(please see sections 1 and 14 and Schedules 1 and 2 to the Licensing Act 2003) 

Provision of regulated entertainment (please read guidance note 2) Please tick all that 
apply 

a) plays (if ticking yes, fill in box A) 

b) films (if ticking yes, fill in box B) 

c) indoor sporting events (if ticking yes, fill in box C) 

d) boxing or wrestling entertainment (if ticking yes, fill in box D) 

e) live music (if ticking yes, fill in box E) 

f) recorded music (if ticking yes, fill in box F) 

g) performances of dance (if ticking yes, fill in box G) 

h) anything of a similar description to that falling within (e), (f) or (g) 
(if ticking yes, fill in box H) 



Provision of late night refreshment (if ticking yes, fill in box I) 

Supply of alcohol (if ticking yes, fill in box J) - YES 

In all cases complete boxes K, L and M 



A 

Plays  
Standard days and 
timings (please read 
guidance note 7) 

Will the performance of a play take place 
indoors or outdoors or both – please tick 
(please read guidance note 3) 

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for performing plays (please read 
guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for the performance of plays at different times to those listed in 
the column on the left, please list (please read guidance note 6) 

Sat 

Sun 



B 

Films  
Standard days and 
timings (please read 
guidance note 7) 

Will the exhibition of films take place 
indoors or outdoors or both – please tick 
(please read guidance note 3) 

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for the exhibition of films (please 
read guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for the exhibition of films at different times to those listed in the 
column on the left, please list (please read guidance note 6) 

Sat 

Sun 



C 

Indoor sporting events 
Standard days and 
timings (please read 
guidance note 7) 

Please give further details (please read guidance note 4) 

Day  Start Finish 

Mon 

Tue State any seasonal variations for indoor sporting events (please 
read guidance note 5) 

Wed 

Thur Non standard timings.  Where you intend to use the premises 
for indoor sporting events at different times to those listed in the 
column on the left, please list (please read guidance note 6) 

Fri 

Sat 

Sun 



D 

Boxing or wrestling 
entertainments  
Standard days and 
timings (please read 
guidance note 7) 

Will the boxing or wrestling entertainment 
take place indoors or outdoors or both – 
please tick (please read guidance note 3)  

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for boxing or wrestling 
entertainment (please read guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for boxing or wrestling entertainment at different times to those 
listed in the column on the left, please list (please read guidance 
note 6) Sat 

Sun 



E 

Live music   
Standard days and 
timings (please read 
guidance note 7) 

Will the performance of live music take place 
indoors or outdoors or both – please tick 
(please read guidance note 3) 

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for the performance of live music 
(please read guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for the performance of live music at different times to those 
listed in the column on the left, please list (please read guidance 
note 6) Sat 

Sun 



F 

Recorded music 
Standard days and 
timings (please read 
guidance note 7) 

Will the playing of recorded music take place 
indoors or outdoors or both – please tick 
(please read guidance note 3) 

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for the playing of recorded music 
(please read guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for the playing of recorded music at different times to those 
listed in the column on the left, please list (please read guidance 
note 6) Sat 

Sun 



G 

Performances of 
dance 
Standard days and 
timings (please read 
guidance note 7) 

Will the performance of dance take place 
indoors or outdoors or both – please tick 
(please read guidance note 3) 

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for the performance of dance 
(please read guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for the performance of dance at different times to those listed in 
the column on the left, please list (please read guidance note 6) 

Sat 

Sun 



H 

Anything of a similar 
description to that 
falling within (e), (f) or 
(g) 
Standard days and 
timings (please read 
guidance note 7) 

Please give a description of the type of entertainment you will be 
providing 

Day  Start Finish Will this entertainment take place indoors or 
outdoors or both – please tick (please read 
guidance note 3) 

Indoors 

Mon  Outdoors 

Both 

Tue Please give further details here (please read guidance note 4) 

Wed 

Thur State any seasonal variations for entertainment of a similar 
description to that falling within (e), (f) or (g) (please read 
guidance note 5) 

Fri 

Sat Non standard timings.  Where you intend to use the premises 
for the entertainment of a similar description to that falling 
within (e), (f) or (g) at different times to those listed in the 
column on the left, please list (please read guidance note 6) 

Sun 



 I 

Late night 
refreshment 
Standard days and 
timings (please read 
guidance note 7) 

Will the provision of late night refreshment 
take place indoors or outdoors or both – 
please tick (please read guidance note 3)  

Indoors 

Outdoors 

Day  Start Finish Both 

Mon Please give further details here (please read guidance note 4) 

Tue 

Wed State any seasonal variations for the provision of late night 
refreshment (please read guidance note 5) 

Thur 

Fri Non standard timings.  Where you intend to use the premises 
for the provision of late night refreshment at different times, to 
those listed in the column on the left, please list (please read 
guidance note 6)Sat 

Sun 



J 

Supply of alcohol 
Standard days and 
timings (please read 
guidance note 7) 

Will the supply of alcohol be for 
consumption – please tick (please read 
guidance note 8)  

On the 
premises 

Off the 
premises X 

Day  Start Finish Both 

Mon 
00:00  23:59   

State any seasonal variations for the supply of alcohol (please 
read guidance note 5) 

Tue 
00:00 23:59 

Wed 
00:00 23:59 

Thur 
00:00  23:59   

Non standard timings.  Where you intend to use the premises 
for the supply of alcohol at different times to those listed in the 
column on the left, please list (please read guidance note 6) 

Fri 
00:00 23:59 

Sat 
00:00 23:59 

Sun 
00:00  23:59   

State the name and details of the individual whom you wish to specify on the licence as 
designated premises supervisor (Please see declaration about the entitlement to work in the 
checklist at the end of the form): 



Issuing licensing authority (if known) 

K 

Please highlight any adult entertainment or services, activities, other entertainment or 
matters ancillary to the use of the premises that may give rise to concern in respect of 
children (please read guidance note 9). 

L 

Hours premises are 
open to the public 
Standard days and 
timings (please read 
guidance note 7) 

State any seasonal variations (please read guidance note 5) 

****PREMISES NOT OPEN TO PUBLIC***** 

Day  Start Finish 

Mon 

Tue 

Wed 

Non standard timings.  Where you intend the premises to be 
open to the public at different times from those listed in the 
column on the left, please list (please read guidance note 6)Thur 

Fri 

Sat 



Sun 

M 

Describe the steps you intend to take to promote the four licensing objectives: 

a) General – all four licensing objectives (b, c, d and e) (please read guidance note 10) 
The premises shall operate as an on-line alcohol retailer only. 

7KHDSSOLFDQWRSHUDWHVVLPLODUSUHPLVHVLQVHYHUDO/RQGRQERURXJKV2[IRUG6KHIILHOG 
%RXUQHPRXWK/LYHUSRRO1HZFDVWOH/HHGVDQGPRUH7KHUHKDYHEHHQQRNQRZQLVVXHVZLWK 
DQ\SUHPLVHV 

7KHSURSRVHG'36ZDVPDQDJLQJWKH2OGKDPDUHDDQGVKRXOGWKHOLFHQFHEHJUDQWHGZLOO 
UHORFDWHEDFNWR/RQGRQ 

b) The prevention of crime and disorder 
No sales of alcohol may be made directly to the public from the premises. 

2QO\GHOLYHU\GULYHUVGLUHFWO\HPSOR\HGE\WKH3/+VKDOOFRQGXFWDQ\VDOHVRIDOFRKROIURPWKH 
SUHPLVHV 

c) Public safety 
No members of the public shall be permitted access to the premises to purchase alcohol. 

d) The prevention of public nuisance 
No promotional social media communication may be carried on for the  
purpose of encouraging the sale or supply of alcohol at the premises or in relation to the 
business operation, which  
can reasonably be considered to condone, encourage or glamorise antisocial 
behaviour or to refer to the effects of drunkenness in any favourable manner.  

Delivery drivers shall conduct the delivery in a manner that will not cause a 
noise disturbance to the occupiers of any residential properties surrounding 
the delivery address. This includes the avoidance of slamming doors, playing  
loud music, shouting, over-revving engines and sounding horns to signal their 
arrival. The driver shall turn the engine off immediately upon arrival at the 



delivery address and will park considerately without causing any obstruction 
to the highway.    

e) The protection of children from harm 
The Challenge 25 scheme must be operated to ensure that any person 
who appears to be under the age of 25 shall provide documented proof  
that he/she is over 18 years of age. Proof of age shall only comprise a  
passport, photo card driving licence, an EU/EEA national ID card or similar  
document, an HM Forces warrant card, a card bearing the PASS hologram, or 
any electronic or biometric age verification technology approved by the  
licensing authority.  

To ensure that persons purchasing alcohol via the on-line platform are over the age of 18, the 
company shall ensure that customers are aware that proof of ID will be a condition of sale and 
must be provided prior to receipt of any alcohol, delivery drivers will be instructed to ensure 
that the end consumer is the same individual that placed the order or no delivery shall take 
place. 

All members of staff shall receive alcohol related training which shall inlcude  Challenge 25 
and recognizing signs of intoxication. The training shall be recorded and retained by the licence 
holder and must be made available to authorised officers on request. Refresher training must be 
carried out every six months.  

Any promotional material and/or any website home page used as part of the  
business operating under this licence will clearly state the premises licence   
number. For the avoidance of doubt, this includes flyers, leaflets and business 
cards promoting the business. 

All deliveries of alcohol shall only be delivered to a premises address with a 
valid postcode and will only be delivered directly to that property.    

Checklist: 
Please tick to indicate agreement 

I have made or enclosed payment of the fee. 
I have enclosed the plan of the premises. 
I have sent copies of this application and the plan to responsible authorities and 
others where applicable. 
I have enclosed the consent form completed by the individual I wish to be 
designated premises supervisor, if applicable. 
I understand that I must now advertise my application. 
I understand that if I do not comply with the above requirements my application will 
be rejected. 
[Applicable to all individual applicants, including those in a partnership which is not 
a limited liability partnership, but not companies or limited liability partnerships] I 
have included documents demonstrating my entitlement to work in the United 
Kingdom or my share code issued by the Home Office online right to work 
checking service (please read note 15). ; 

; 

; 

; 

; 

; 

; 



IT IS AN OFFENCE, UNDER SECTION 158 OF THE LICENSING ACT 2003, TO MAKE 
A FALSE STATEMENT IN OR IN CONNECTION WITH THIS APPLICATION. THOSE 
WHO MAKE A FALSE STATEMENT MAY BE LIABLE ON SUMMARY CONVICTION 
TO A FINE OF ANY AMOUNT.   

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.  

Part 4 – Signatures   (please read guidance note 11) 

Signature of applicant or applicant’s solicitor or other duly authorised agent (see guidance 
note 12).  If signing on behalf of the applicant, please state in what capacity. 

Declaration 

x [Applicable to individual applicants only, including those in a 
partnership which is not a limited liability partnership] I understand I 
am not entitled to be issued with a licence if I do not have the 
entitlement to live and work in the UK (or if I am subject to a 
condition preventing me from doing work relating to the carrying on 
of a licensable activity) and that my licence will become invalid if I 
cease to be entitled to live and work in the UK (please read guidance 
note 15). 

x The DPS named in this application form is entitled to work in the UK 
(and is not subject to conditions preventing him or her from doing 
work relating to a licensable activity) and I have seen a copy of his or 
her proof of entitlement to work, or have conducted an online right to 
work check using the Home Office online right to work checking 
service which confirmed their right to work (please see note 15) 

Signature 

Date 

Capacity T   

For joint applications, signature of 2nd applicant or 2nd applicant’s solicitor or other 
authorised agent (please read guidance note 13).  If signing on behalf of the applicant, please 
state in what capacity. 

Signature 



Date 

Capacity 

Contact name (where not previously given) and postal address for correspondence associated 
with this application (please read guidance note 14) 

de 

dress (optional) 

Notes for Guidance 

1. Describe the premises, for example the type of premises, its general situation and layout 
and any other information which could be relevant to the licensing objectives. Where 
your application includes off-supplies of alcohol and you intend to provide a place for 
consumption of these off-supplies, you must include a description of where the place will 
be and its proximity to the premises. 

2. In terms of specific regulated entertainments please note that: 
xx Plays: no licence is required for performances between 08:00 and 23.00 on any 

day, provided that the audience does not exceed 500. 
x 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. 

x 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. 



LICENSING MANUAL 
Licensing Act 2003 

All Staff Document 



1 

Premises Licence and Site Operations 
Training Manual 

This Premise Licence Operation and Training Manual contains instructions and 
guidance covering policies and procedures for the premises and deliveries. The intention 
of this manual is to:   

˜ assist staff training and awareness. 
˜ act as an ‘aide memoire’ for all staff   
˜ referencing important information quickly and easily  
˜ providing guidance to staff as part of their on-going training and development. 

The Training Regime 
All staff must read the training material provided and then satisfactorily pass  
the subsequent written test before being allowed to sell alcohol. It is important that all of 
this information is fully understood, should a staff member not satisfy the Designated 
Premises Supervisor (DPS) that they understand all of this then the DPS will not 
authorise that staff member. 

You are at risk of prosecution for making unauthorised sales. 
Refresher training must be undertaken at least on six-monthly basis, to sell alcohol and 
a number of refresher quizzes should take place to help in testing all staff and their 
knowledge. 



2 

Due Diligence Measures  

• Staff to satisfactory undertake questionnaire - all questions to be answered correctly. 
• Training Statement, to be signed by staff member and countersigned by Designated 
Premises Supervisor (DPS). 
• Staff Authorisation sheet, to be signed by staff member and countersigned 
by Designated Premises Supervisor (DPS).   

The Premises Licence holder may also consider putting staff members forward to sit the 
APLH - Award for Personal Licence Holders exam if there is a likelihood of them 
becoming a DPS in the future.   

For further details please contact Easylicences. 
All staff training must be recorded as well as individual staff authorisations to sell 
alcohol. You should complete both the alcohol training statement sheet and the 
authorisation record sheet.   

All staff should be issued with their own confirmation of having received their initial 
training, whether under this regime or any alternative proprietary system, keeping the 
originals for your own records. All your current staff should be listed on the authority 
record and it should contain their signature as proof of their understanding of the training 
they have received and the responsibilities that they hold in the sale of alcohol. 
Subsequently as they are re-authorized to sell alcohol on a regular basis this should 
form part of the refresher training and they are indicating by signing the authority sheet 
again that they are still fully conversant with the rules relating to the sale of alcohol. 
New staff should then be added as they join, subsequently signing again on a regular 
basis thereafter, after each refresher. The alcohol training and authority sheets are 
designed for quick reference by any of the authorities which may visit your store, and for 
you to identify and maintain all training requirements.   

Premises licence – Licensable Activities 

The premises is authorised for the sale of alcohol off the premises. The nature of the 
licence dictates that no members of the public may purchase alcohol directly from the 
premises. 

Staff Authorisation 
Under the terms of the grant of the premises licence: It is an offence for a person to 
serve alcohol to anybody unless you have been authorised to do so by a personal 
licence holder It is an offence to sell alcohol to anybody from premises without a 
premises licence and/or without a named Designated Premises Supervisor who is in 
possession of a personal licence. 



3 

Underage Sales 
It is an offence to sell alcohol to anyone under the age of 18, or to anyone purchasing 
alcohol on behalf of someone under the age of 18. It is an offence for any person under 
the age of 18 to buy or attempt to buy alcohol. It is an offence for anybody under 18 to 
sell alcohol unless authorised to do so by a responsible person. Responsible person are 
defined as:   
• The holder of the premises licence 
• The Designated Premises Supervisor (DPS) if any, for the Premises Licence 
• An individual aged over 18 authorised (ideally in writing) to sell alcohol for consumption 
off the premises by either the Premises Licence Holder or the Designated Premises 
Supervisor. 

It is an offence to allow alcohol to be served to someone under 18 if the staff member 
could have prevented it. If a Challenge 25 scheme is adopted as a condition of the 
licence then each customer wishing to purchase alcohol who is unknown to the cashier 
serving as a person who is over 18 years of age must be asked for satisfactory 
identification to prove their age. If they cannot or are not asked then the cashier may be 
committing an offence should the condition wording be specific in this regard. 

If a customer looks under 25 they Must be challenged to prove that they are over 18 by 
producing photographic proof of age which must include a photograph and state the full 
date of birth of the customer. The only forms of proof of age that we will accept are: 
• A passport 
• A photographic new style driving licence 
• A PASS accredited Proof of Age ID card such as: the Citizen Card 

Do not accept any other form of ID under any circumstances 

Note: the penalty for the member of staff selling alcohol to an under 
aged person ranges from a fixed penalty notice to a criminal conviction and a 
substantial fine. You must ensure that you are completely satisfied as to the 
customer’s age BEFORE you make the sale. 
Do not ask staff members or `take someone’s word’ that, they are over 
18 and always use CHALLENGE 21 / CHALLENGE 25. 

DUE DILIGENCE PROCEDURE 
All staff are to be regularly briefed on the following topics: 
ii Test purchasing  
iii Age restricted products   
iv How to check proof of age  
v Follow the guidelines  
vi What the law says 
vii Due diligence procedure  

Protection of Children from Harm 
To protect children from harm and comply with the law, the vast majority of retailers take 
under age sales very seriously. There can be serious consequences for businesses, 
licensees AND individual members of staff. Penalties for breaking the law include 
substantial fines, loss of licences, even imprisonment. Individual members of staff can 
be taken to court and prosecuted. They could also lose their job. 
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Trading Standards & Police are amongst the Responsible Authorities who are consulted 
on licence applications under the Licensing Act 2003. If a licensee and the staff are not 
following the guidelines outlined in this booklet then these matters may be raised during 
the licensing process. Any evidence of underage sales can also trigger a review which 
could lead to loss of the Licence. 

Test purchasing 

Trading standards and the Police (sometimes together) check that the law is followed 
and can carry out test purchases of all age restricted products as part of their 
enforcement duties. The test purchases are made with volunteer young people who are 
to look their age. 

These test purchases follow procedures supported by the government. They are allowed 
as evidence of underage sales. Following these guidelines and asking for proof of age 
and receiving appropriate proof (asking by itself is not a defence), should make sure that 
you don’t make an illegal sale. Samples of `proof of age’ are shown on the photocards 
poster in the support material 

Age restricted products – age restrictions 

Alcohol Products . . . . 18 
Cigarettes and tobacco products. 18 

By following the rules regarding age related products it will help you show you are taking 
‘all reasonable precautions and exercising all due diligence’. This is legal-speak to say 
that you must have behaved in a way that can provide a defence in law if an illegal sale 
takes place. You must be able to show that you are doing all that you possibly can to 
make checks. This is what the courts would look at should an illegal sale take place.   

How to check proof of age ? 

If a customer who looks under 25 asks to buy an age restricted product, ask for one of 
the prescribed forms of proof of age and check it. If appropriate proof of age cannot be 
produced you must refuse the sale and make an entry in the refusals register. You must 
only accept proof of age with date of birth and a photo. Remember to check that the 
photo matches the customer and that you can see their face clearly, including asking 
them to remove hoods and caps. 
Proof of age cards need to carry a PASS hologram to show that they are part of an 
approved scheme and have been correctly issued. When you see a genuine PASS logo 
you can be more confident that it is valid proof of age, however there are good forgeries 
in circulation. Please see over page for checks. 
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• Always follow these checks 

1. Check that the PASS hologram is genuine and flush with the body of the 
card. 
2. Check that the photo matches the person using it and that it is printed 
on the card, not just stuck on top of it. Ask them to remove helmets, 
hoods and sun glasses if you are not sure. 
3. Check that the date of birth is properly printed on the card and that you 
have calculated the date of birth correctly. 
4. Check that the card has not been tampered with in any way. 
5. Check the person. If you are unsure about any of the above you must, 
and have the right to, refuse the sale. 

• Acceptable proof of age includes 
• 10 year passport 
• Photo driving licence 
• Citizencard 
• “PASS ” accredited proof of age card scheme 
There are fake proof of age cards about so if you are unhappy with a card for any 
reason, refuse the sale. Items such as birth certificates and national insurance cards are 
not good enough. They carry no photo so can be passed between friends. Legally you 
have the right to refuse to sell to anyone, whether over or under age, if you are unhappy 
with the sale in any way. 

REMEMBER – If in doubt ………….refuse the sale 

• Don’t try to judge ages. Only accept approved proof of age cards with photos and date 
of birth. 
• Follow either the ‘Challenge 25 Rule’ and ask for proof of age from anyone who does 
not look over 25. Remember, if you guess wrong you could end up in court! 
• Make sure notices (e.g. ‘It is an offence to sell cigarettes to persons under 18’) are on 
display. 
• Know when dates of birth will be correct. Are they 18 yet? Just having today’s date with 
the relevant year of birth will do! 
• Fill in a ‘refusals book’ each time a refusal takes place. The DPS should check entries 
regularly to make sure all staff are using the register. 
• Be careful should young people wearing school uniforms request to purchase age 
related products. 
• Do not sell to an adult you suspect of buying for under age young people. It is an 
offence for an adult to buy alcohol on behalf of someone under 18. This is called proxy 
selling. 
• Support colleagues when they refuse sales. It can be difficult to say ‘no.’ 

Alcohol 
The age at which product alcohol can be legally served and bought is 18. Do not sell to 
over 18s who you think may be purchasing for under 18s. Both the owner of the 
business and the seller may commit a criminal offence if alcohol is sold to an under 18. If 
you are found guilty of selling alcohol to a person under 18 the premises licence to sell 
alcohol is at risk.   
Under 18s cannot legally purchase alcohol. Always ask for proof of age before you serve 
and check the details. You can face prosecution and a criminal record or alternatively 
the police can issue on the spot fine of £90 if under age sales are made. 
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Cigarettes and tobacco products 

The age at which cigarettes can be legally bought is 18.   
Under 18s who say they are buying for an adult must be refused. 
It is illegal to split packets of cigarettes or to sell singly. 
Do not sell to adults who you think may be purchasing on behalf of under 18s (proxy 
selling). A notice must be displayed about sales to under 18s. 
Always ask for proof of age before you sell. 

Checking Proof of age 
When you ask somebody to produce proof of age in order to complete a purchase 
you must ensure that only an approved form of identification is accepted and that you 
check it correctly: Only accept -  
• a valid passport 
• a European style photo driving licence 
• a PASS accredited cards such as a Citizen card 

Always ask for the identification to be handed to you for authentication purposes 

Check that 
i. Passport 
• not altered in any way 
• the passport date - it is valid 
• the photograph - it belongs to the customer 
• date of birth - the customer is old enough to complete the purchase 
ii. European style driving licence 
• not altered in any way 
• the licence date - it is valid 
• the photograph - it belongs to the customer 
• date of birth - the customer is old enough to complete the purchase 
iii. PASS cards 
• not altered in any way 
• the card is completely flat with no raised edges around the 
photo or PASS logo - reject the card if it is not flat 
• the PASS logo hologram 3D effect is working 
• the card date - it is valid 
• the photograph - it belongs to the customer 
• date of birth - the customer is old enough to complete the purchase 
iv. The customer 
• matches the photograph on the card 
• is not acting suspiciously 
• has not altered the card offered in any way 
If you are in any doubt about the validity of the identification offered or the age of the 
customer even with the identification 
you MUST refuse the sale and record the details in the refusals book 
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What to watch out for regarding the ID of a person who is possibly under the 
influence of alcohol.   

Signs of Intoxication 
There are many signs that a person may display as they become intoxicated. As blood 
alcohol levels rise; differences can be noticed in coordination, appearance, speech and 
behaviour. 

An intoxicated person may typically show some of the following signs: 

i. Behaviour and Physical Signs 
Becoming loud, boisterous and disorderly Dropping possessions, rambling conversation 
Becoming argumentative Fumbling and difficulty in picking up change Loss of train of 
thought e.g. forgot to pay for goods Annoying other customers and staff Swaying and 
staggering Difficulty in paying attention Becoming incoherent, slurring or making 
mistakes in speech Difficulty walking straight Not hearing or understanding what is being 
said 
Becoming physically violent Bumping into fixtures/other customers Drowsiness, dozing 
or sleeping while in premises becoming bad tempered or aggressive Glassy/bloodshot 
eyes and lack of focus Observe customers in difficulty lighting cigarettes whilst outside 
the premises using offensive language. Falling down. Vomiting Exhibiting inappropriate 
sexual behaviour Flushed face Dishevelled clothing Person smells of alcohol 

DUTY TO REFUSE SERVICE 
It is your duty to refuse to serve under 18s and also you must refuse to serve a person 
if they are or appear to be drunk. 

How to refuse a sale 
Sometimes refusing a sale will make the customer angry. Here are some tips to help 
you handle difficult refusals. 

Ask for proof of age. This helps the situation as it is not a direct refusal. It says that 
you will make the sale if they can produce valid proof of age. Only accept proof of 
age with a photo, and only if you are happy it is correct.   

Refuse politely. If necessary repeat your refusal clearly. 

Keep calm. Don’t get into an argument. 

Explain briefly why you cannot sell. Try saying  
• ‘I’m sorry; if I serve you I might be breaking the law.’ 
• ‘We have a policy of `no proof of age, no sale.’ 
• ‘Our company policy is not to sell these products to young people.’ 

Show customers notices, posters and stickers that indicate you will not serve 
alcohol to under 18s or sell other age restricted products. 

Be positive in your refusal. Have a firm tone of voice, be confident and use direct 
eye contact. The law is on your side and you are doing the right thing. 

Call your supervisor or manager for support if necessary. 
Record details in your premises’ refusal register. 
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Important – 

You will be the front line of the business and 
you must be aware of your obligations and 
conditions on the relevant licence where the 
sale is made (details in attached document). 
Your manager will brief you and record the 
details in your quiz.  

You must check ID for every sale where the 
person looks under 25. 

If they appear intoxicated in any way – refuse 
the sale and record it in your register. Your 
manager would rather lose the sale than put 
the licence in jeopardy. 



xx 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. 

x 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. 

x 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. 

x Dance: no licence is required for performances between 08.00 and 23.00 on any 
day, provided that the audience does not exceed 500. However, a performance 
which amounts to adult entertainment remains licensable. 

x Cross activity exemptions: no licence is required between 08.00 and 23.00 on 
any day, with no limit on audience size for: 

o any entertainment taking place on the premises of the local authority 
where the entertainment is provided by or on behalf of the local 
authority; 

o any entertainment taking place on the hospital premises of the health 
care provider where the entertainment is provided by or on behalf of the 
health care provider; 

o any entertainment taking place on the premises of the school where the 
entertainment is provided by or on behalf of the school proprietor; and 



o any entertainment (excluding films and a boxing or wrestling 
entertainment) taking place at a travelling circus, provided that (a) it 
takes place within a moveable structure that accommodates the audience, 
and (b) that the travelling circus has not been located on the same site for 
more than 28 consecutive days. 

3. Where taking place in a building or other structure please tick as appropriate (indoors 
may include a tent). 

4. For example the type of activity to be authorised, if not already stated, and give relevant 
further details, for example (but not exclusively) whether or not music will be amplified 
or unamplified. 

5. For example (but not exclusively), where the activity will occur on additional days during 
the summer months. 

6. For example (but not exclusively), where you wish the activity to go on longer on a 
particular day e.g. Christmas Eve. 

7. Please give timings in 24 hour clock (e.g. 16.00) and only give details for the days of the 
week when you intend the premises to be used for the activity. 

8. If you wish people to be able to consume alcohol on the premises, please tick ‘on the 
premises’.  If you wish people to be able to purchase alcohol to consume away from the 
premises, please tick ‘off the premises’.  If you wish people to be able to do both, please 
tick ‘both’. 

9. Please give information about anything intended to occur at the premises or ancillary to 
the use of the premises which may give rise to concern in respect of children, regardless 
of whether you intend children to have access to the premises, for example (but not 
exclusively) nudity or semi-nudity, films for restricted age groups or the presence of 
gaming machines. 

10. Please list here steps you will take to promote all four licensing objectives together. 
11. The application form must be signed. 
12. An applicant’s agent (for example solicitor) may sign the form on their behalf provided 

that they have actual authority to do so. 
13. Where there is more than one applicant, each of the applicants or their respective agent 

must sign the application form. 
14. This is the address which we shall use to correspond with you about this application. 

15. Entitlement to work/immigration status for individual applicants and applications 
from partnerships which are not limited liability partnerships: 

A licence may not be held by an individual or an individual in a partnership who is 
resident in the UK who: 

x does not have the right to live and work in the UK; or 
x is subject to a condition preventing him or her from doing work relating to the 

carrying on of a licensable activity. 

Any premises licence issued in respect of an application made on or after 6 April 2017 
will become invalid if the holder ceases to be entitled to work in the UK. 

Applicants must demonstrate that they have an entitlement to work in the UK and are not 
subject to a condition preventing them from doing work relating to the carrying on of a 
licensable activity. They do this in one of two ways: 1) by providing with this application 
copies or scanned copies of the documents listed below (which do not need to be 
certified), or 2) by providing their ‘share code’ to enable the licensing authority to carry 
out a check using the Home Office online right to work checking service (see below). 

Documents which demonstrate entitlement to work in the UK 

x An expired or current passport showing the holder, or a person named in the passport 
as the child of the holder, is a British citizen or a citizen of the UK and Colonies 



having the right of abode in the UK [please see note below about which sections of the 
passport to copy]. 

x An expired or current passport or national identity card showing the holder, or a 
person named in the passport as the child of the holder, is a national of a European 
Economic Area country or Switzerland. 

x A Registration Certificate or document certifying permanent residence issued by the 
Home Office to a national of a European Economic Area country or Switzerland. 

x A Permanent Residence Card issued by the Home Office to the family member of a 
national of a European Economic Area country or Switzerland. 

x A current Biometric Immigration Document (Biometric Residence Permit) issued by 
the Home Office to the holder indicating that the person named is allowed to stay 
indefinitely in the UK, or has no time limit on their stay in the UK. 

x A current passport endorsed to show that the holder is exempt from immigration 
control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or 
has no time limit on their stay in the UK. 

x A current Immigration Status Document issued by the Home Office to the holder 
with an endorsement indicating that the named person is allowed to stay indefinitely 
in the UK or has no time limit on their stay in the UK, 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. 

x A birth or adoption certificate issued in the UK, 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. 

x A birth or adoption certificate issued in the Channel Islands, the Isle of Man or 
Ireland 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. 

x A certificate of registration or naturalisation as a British citizen, 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. 



x 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. 

x 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. 

x 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. 

x 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. 

x 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. 

x 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. 

x 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: 

o evidence of the applicant’s own identity – such as a passport, 
o evidence of their relationship with the European Economic Area family 

member – e.g. a marriage certificate, civil partnership certificate or birth 
certificate, and 

o 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. 

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.  

https://www.gov.uk/prove-right-to-work
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