
 

 
 

Application for a Personal Licence 
 
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 or typed in black ink. Use 
additional sheets if necessary. 
 
You may wish to keep a copy of the completed form for your records.  
 
1. Your personal details 
Title      Please tick 

Mr     Mrs      Miss     Ms     Other (please state)       

Surname 
Forenames 

      

      

Previous names (if relevant) please enter details of any previous names or maiden 
names. Please continue on a separate sheet if necessary.  
      
 
Title     Please tick 

Mr     Mrs     Miss     Ms    Other (please state)       

Surname 
Forenames 

      

      

Date of Birth 
Nationality 

              /                      /       

      

I am 18 years old or over. Please tick Yes 
 

No 
  

Address where ordinarily resident (We will use this address to correspond with 
you unless you complete the separate correspondence box below).  
      
 
 
 
 
 
 
 
Town  
      

Postcode 
      

Telephone numbers 
Daytime        

Evening        

Mobile       

Email  
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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 2 for information) 
           
 
 
Address for correspondence associated with this application (if different to the 
address above) 
      

Town 
      

Postcode 
      

Telephone numbers 
Daytime        

Evening        

Mobile       

Email  

 
2. Your licensing qualifications 
Read Note 1                                                                                         Please tick yes 
Please indicate below which one of these statements applies to you:  
1. I hold an accredited licensing qualification  
2. I hold a certified qualification  
3. I hold an equivalent qualification   
4. I am a person of prescribed description   
If you have ticked either of statements 1, 2 or 3 please provide details of your 
qualification in the box below (name of qualification, date of issue, issuing body) and 
please enclose your qualification with your application.  
If you have ticked statement 4, please provide evidence that you are a person of 
prescribed description. 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Previous or outstanding applications for a personal licence 
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Note: You may only hold one personal licence at a time.                         Please tick 
Do you currently hold a personal licence? 
 

Yes 
  

No 
 

Do you currently have any outstanding applications for a personal 
licence, with this or any other licensing authority? 

Yes 
  

No 
 

Has any personal licence held by you been forfeited in the last 5 
years? 

Yes 
    

No 
 

Licensing Authority        

Licence number       

Date of issue       

Any further details       

 
4. CHECKLIST:  
   I have                                                                                               Please tick yes 

• enclosed two photographs of myself, one of which is endorsed as a true 
likeness of me by a solicitor or notary, a person of standing in the 
community or any individual with a professional qualification                                           

• enclosed any licensing qualification I hold or proof that I am a person of 
prescribed description  

• enclosed a criminal conviction certificate or a criminal record certificate 
or the results of a subject access search of the police national computer 
by the National Identification Service  

• enclosed a completed disclosure of criminal convictions and declaration 
form (Schedule 2)  

• included a proof of my right to work in the United Kingdom or my share 
code issued by the Home Office online right to work checking service 
(see note 2) 

• made or enclosed payment of the fee for the application  

 
 
 
 
 
 
 
 
 
 
 

 

 

5. Declaration 
I am entitled to work in the UK and am not subject to a condition preventing 
me from doing work relating to the carrying on of a licensable activity. I 
understand that my licence will become invalid if I cease to be entitled to live 
and work in the UK. 
 
The information contained in this form is correct to the best of my knowledge 
and belief. 
 
It is an offence to knowingly or recklessly make a false statement in or in connection 
with an application for the grant of a personal licence. (A person is to be treated as 
making a false statement if he produces, furnishes, signs or otherwise makes use of 
a document that contains a false statement). To do so could result in prosecution 
and a fine of any amount. It is an offence under section 24B of the Immigration Act 
1971 to work illegally. 
 
SIGNATURE  

 
 

DATE  
      
 

 
Guidance notes 
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1. Relevant or foreign offences 
 
Relevant offences are the offences listed in Schedule 4 to the Licensing Act 
2003: 

 
The meaning of foreign offence is dealt with in section 113 of the Licensing Act 
2003.  
 
If you are the holder of a justices’ licence and you are applying for a personal 
licence under regulation 8 of the Licensing Act (Personal licences) Regulations 
2005 see paragraphs 23 and 28 in Part 3 of schedule 8 to the Licensing Act 2003 
for the information you are required to give. 
 
If you are convicted of any relevant or foreign offence during the period between 
when your application is made and when your application is determined or 
withdrawn, you must notify the authority to which your application was made.  
Failure to do so without reasonable excuse could lead to prosecution and a fine 
not exceeding level 4 on the standard scale.  
 

2. Criminal Records Check 
 
A criminal records check will be required – this is a basic disclosure 
A criminal records check must be dated within 1 month of the date of application. 
DBS Helpline Tel No: 03000 200 190 
https://www.gov.uk/request-copy-criminal-record  
 

3. Photographs 
 
Must be: 

• taken against a light background 
• 45MM X 35MM (Passport sized) 
• Full face without sunglasses and unless the applicant wears a head cover-

ing due to his/her religious beliefs, without a hat. 
• On photographic paper 

 
4. Fees 

The relevant fee is £37.00 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTES 

https://www.gov.uk/request-copy-criminal-record
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Information on the Licensing Act 2003 is available on legislation.gov.uk or from 
your local licensing authority.  
 
1. Licensing qualifications 
 
Licensing qualifications are dealt with in section 120(8) and (9) of the Licensing 
Act 2003.  
 
2. Right to work/immigration status 
 
A personal licence may not be issued to an individual or an individual in a 
partnership which is not a limited liability partnership who is resident in the UK 
who:  

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

the carrying on of a licensable activity.  
Any personal 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 the right to work in the UK and are 
not subject to a condition preventing them from doing work relating to the carrying 
on of a licensing 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 
 

• 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]. 

• 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. 

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

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

 
• A current Biometric Immigration Document (Biometric Residence Permit) 

issued by the Home Office to the holder indicating that the person named is 
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allowed to stay indefinitely in the UK, or has no time limit on their stay in 
the UK. 

• 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. 

• 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. 

• 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. 

• 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. 

• 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. 

• 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 
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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; 
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(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.  
 
 
 
 
 
 
 
 
 

 
 

Guide to photographs for Personal Licence applications 
 
What is being certified? 
 

https://www.gov.uk/prove-right-to-work
https://www.gov.uk/prove-right-to-work
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On signing one of your two photographs, the counter-signatory is declaring that the 
photograph is a true likeness of yourself. 
Below is an example of a correctly signed photograph. 

                                              
35mm           

 

 
 

REVERSE 
of photograph 

 
45mm 

 
 
 
 
 
Who can countersign my photographs for application? 
 
• THE COUNTER-SIGNATORY MUST HOLD A PROFESSIONAL QUALIFICATION. 
• THE COUNTER-SIGNATORY MAY NOT BE A SPOUSE OR RELATIVE. 
• LICENSEES MAY NOT CERTIFY PHOTOS. 

 
Please note, that although the NLC is classed as a professional 
qualification, licensees are not acceptable counter-signatories. 
 

Accountant 
Articled Clerk of a Limited Company Assurance Agent 
of Recognised Company Bank/Building Society Official 
Barrister Broker 
Chairman/Director of Limited Company  
Chiropodist 
Christian Science Practitioner Commis-
sioner of Oaths Councillor: Local or County 
Civil Servant (permanent) Dentist 
Engineer (with professional Qualifications)  
Fire Service Official 
Funeral Director 
Insurance agent (full time) of a recognised Company 
Journalist 
Justice of the Peace 
Legal Secretary (members and fellows of the 
Institute of legal secretaries) 
Local Government Officer 
Manager/Personnel Officer (of Limited Company) 
Member of Parliament 
Merchant Navy Officer 

Minister of a recognised religion 
Nurse (SRN and SEN) 
Officer of the armed services (Active or Retired)  
Optician 
Person with Honours (eg OBE MBE etc)  
Pharmacist 
Photographer (Professional) 
Police Officer 
Post Office Official 
President/Secretary of a recognised organisation  
Salvation Army Officer 
Social Worker 
Solicitor Sur-
veyor Teacher, 
Lecturer 
Trade Union Officer  
Travel Agency (Qualified) 
Valuers and auctioneers (fellow and associate 
members of the incorporated society) 
Warrant officers and Chief Petty Officers 

 
Or persons of similar standing to the above, working or retired, are acceptable as counter-
signatories. 

 

I hereby certify that this is 
a true likeness of (FULL 
NAME OF PERSON IN 
PHOTOGRAPH) 

Signature 
PRINTED NAME 
Position (of Signatory) 
DATE CERTIFIED 
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Disclosure of convictions and civil immigration penalties and declaration 
 
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 or typed in black ink. Use 
additional sheets if necessary. You may wish to keep a copy of the completed form for 
your records.  

 
1. Your personal details 
Title        Please tick  
Mr  Mrs  Miss  Ms  Other (please state)   

Surname 

Forenames 

 

Previous names (if relevant) please enter details of any previous names or maiden 
names. Please continue on a separate sheet if necessary.  
Title        Please tick 

Mr  Mrs  Miss  Ms  Other (please state)   
Surname 

Forenames 

 

 
2. Forfeiture of a personal licence in the last 5 years 
Do not answer this question if you are applying under regulation 8 of the 
Licensing Act (Personal licences) Regulations 2005  

                           Please tick  
Has any personal licence held by you been forfeited in the last 5 years? 
If yes, please provide details below: 

Yes 
 

No 
 

Name of court/Licensing 
Authority 

 

Address of court  

Date of 
forfeiture/revocation 

 

Offence which resulted in 
the forfeiture/revocation 

 

Any additional details  
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3. Relevant or foreign offences and civil immigration penalties 
Read Note 1                                                                                           Please tick  
Have you been convicted of any relevant offence or foreign offence or 
been required to pay a civil immigration penalty? 

Yes 
 

No 
 

If you have been convicted of any relevant offences you must provide details for 
each conviction of the date of conviction, the name and location of the convicting 
court, offence of which you were convicted and the sentence imposed:  
 
 

If you have been convicted of any foreign offences you must provide details for each 
conviction of the date of conviction, the name and location of the convicting court, 
offence of which you were convicted and the sentence imposed: 
 

you have received an immigration penalty you must provide details, including the 
reference, date and company name. 
 
 
 
 
 
 
 
 
4. Declaration 

I declare that I have not been convicted of any relevant offence or 
any foreign offence 
SIGNATURE  

 
 

DATE  
 

 
5. Declaration 
The information contained in this form is correct to the best of my knowledge 
and belief. 
 
It is an offence knowingly or recklessly to make a false statement in or in connection 
with an application for the grant or renewal of a personal licence. (A person is to be 
treated as making a false statement if he produces, furnishes, signs or otherwise 
makes use of a document that contains a false statement).  To do so could result in 
prosecution and a fine not exceeding level 5 on the standard scale. 
 
SIGNATURE  

 
 

DATE  
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Notes  
 
1. Relevant or foreign offences 
 
Relevant offences are the offences listed in Schedule 4 to the Licensing Act 
2003. The meaning of foreign offence is dealt with in section 113 of the 
Licensing Act 2003.  
 
If you are the holder of a justices’ licence and you are applying for a personal 
licence under regulation 8 of the Licensing Act (Personal licences) Regulations 
2005 see paragraphs 23 and 28 in Part 3 of Schedule 8 to the Licensing Act 2003 
for the information you are required to give.  
 
If you are convicted of any relevant or foreign offence during the period between 
when your application is made and when your application is determined or 
withdrawn, you must notify the authority to which your application was made.  
Failure to do so without reasonable excuse could lead to prosecution and a fine 
not exceeding level 4 on the standard scale.   
 

(vi) Civil immigration penalty 
 
An Immigration penalty means a penalty under either section 15 of the 
Immigration, Asylum and Nationality Act 2006 or section 23 of the Immigration Act 
2014. 
 
Please return this form to:  
The Licensing Department  
Mansfield District Council 
Civic Centre 
Chesterfield Road South 
Mansfield 
Nottinghamshire  
NG19 7BH 
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Privacy Notice 

 
We will use the information provided by you for assessing your application. The 
basis under which the Council uses personal data for this purpose is a Legal 
Obligation. The information provided by you includes the following special 
categories of personal data: 
 

• genetic/biometric data 
• criminal history 

 
Information in these categories is used by the Council on the basis that 
such use is necessary for reasons of substantial public interest, and in 
accordance with the provisions of the Data Protection Act 2018.  
 
The information that you have provided will be kept in accordance with the 
Council’s retention schedule which can be found at 
https://www.mansfield.gov.uk/privacy 
 
The information provided by you may also be used for the purpose of any other 
function carried out by the Council.  Information about these functions and the 
legal basis on which information is used by them, your rights and the Council’s 
Data Protection Officer (DPO) can be found on the Council’s detailed privacy 
notice which can be found at https://www.mansfield.gov.uk/privacy or requesting 
a copy by writing to: 
 
The Data Protection Officer 
Mansfield District Council 
Chesterfield Road South, 
Mansfield, 
Nottinghamshire 
NG19 7BH. 
 

https://www.mansfield.gov.uk/privacy
https://www.mansfield.gov.uk/privacy
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