Applying for a Personal Licence

Applications for a Personal Licence should be made to the licensing authority where you live (normally the local authority you pay Council Tax to).  If you have any queries please check before making the application.

The conditions for application are:

· you must be over 18 years of age,

· you must not have forfeited a personal licence during the past 5 years, and 

· you must hold a recognised licensing qualification, which should be submitted when you make your application

The form required is Application for a personal licence and with it you must provide, 

· evidence of your licensing qualifications

· two photographs

· a signed Disclosure of convictions and declaration

· the fee (£37)

· a criminal records bureau disclosure

Once granted the licence last for 10 years.

Criminal Records Bureau Disclosure

You must provide a basic level criminal records bureau disclosure with your application, which should not have been issued more than one calendar month before the application is submitted.

This is available from Disclosure Scotland, help line number 0870 609 6006. 

It can also be obtained on-line at; www.disclosurescotland.co.uk
Photographs

You need to provide two photographs which should be printed on photographic paper, taken against a light background, full face and 45mm x 35mm (passport size).  One photograph should be endorsed with a statement verifying the likeness, (This is to certify that this a true likeness of….), and should be signed by a professional person such as a solicitor, teacher, doctor or similar standing.

Accredited personal licence qualification providers (May 2011)
The Home Secretary has accredited the following personal licence qualifications under the Licensing Act 2003, commencing on 1 April 2011: 
• BIIAB (QCF Recognition number RN5118) 

Level 2 Award for Personal Licence Holders 
Qualification accreditation number 501/1494/3 

Website: www.bii.org 
Telephone: 01276 684 449 

Email: qualifications@bii.org 
Address: BIIAB, Wessex House, 80 Park Street, Camberley, Surrey, GU15 3PT 
• EDI (QCF Recognition number RN5134) 

Level 2 Award for Personal Licence Holders 
Qualification accreditation number 500/9146/3 

Website: www.ediplc.com 
Telephone: 0247 651 6500 

Email: enquires@ediplc.com 
Address: Qualifications and processing centre, International House, Siskin Parkway East, Middlemarch Business Park, Coventry, CV3 4PE 
• HABC (QCF Recognition number RN5219) 

Level 2 Award for Personal Licence Holders 
Qualification accreditation number 500/9974/7 

Website: www.highfieldabc.com 
Telephone: 0845 226 0350 

Email: info@highfieldabc.com 
Address: Highfield Awarding Body for Compliance Ltd, Highfield House, Sidings Court, Lakeside, Doncaster, DN4 5NL. 
• NCFE (QCF Recognition number RN5156) 

Level 2 Award for Personal Licence Holders 
Qualification accreditation number 600/1323/0 

Website: www.ncfe.org.uk 
Telephone: 0191 239 8000 

Email: info@ncfe.org.uk 
Address: Citygate, St James’ Boulevard, Newcastle upon Tyne NE1 4JE 
• SQA (QCF Recognition number RN5167) 

Level 2 Award for Personal Licence Holders 
Qualification accreditation number 600/1269/9 

Website: www.sqa.org.uk 
Telephone 0845 279 1000 

E-mail: customer@sqa.org.uk 
Address: The Optima Building, 58 Robertson Street Glasgow G2 8DQ. 
Please contact these bodies directly for information on courses, costs and availability in your area.
Formerly accredited courses 
The following courses were formerly accredited: 

BIIAB Level 2 National Certificate for Personal Licence Holders. QCA Accreditation Number: 100/4866/2. From 1 Feb 2005 to 31March 2011. 

EDI Level 2 National Certificate for Personal Licence Holders. QCA Accreditation Number: 100/4865/0. From 1 Feb 2005 to 30 April 2011. 

GQAL Level 2 National Certificate for Personal Licence Holders. QCA Accreditation Number: 100/5040/1. From 1 May 2005 to 30 April 2010. 

HABC Level 2 Award for Personal Licence Holders. QCA Accreditation Number: 500/7383/7. From 1 Sept 2009 to 30 April 2011. 

NCFE Level 2 National Certificate for Personal Licence Holders QCA Accreditation Number: 500/4228/2. From 1 Sept 2008 to 30 April 2011. 

SQA Level 2 Award for Personal Licence Holders QCA Accreditation Number: 500/8025/8. From 1 Dec 2009 to 30 April 2011.

Contact us at; Legal & Public Health Protection Services
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