Personal Licence Guidance Notes
Updated December 2019
Notes
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. You
will be required to provide a copy of your
•
•
•
•

licensing Qualification
DBS Basic Disclosure (no older than 28 days)
Proof of right to work in the UK (see part 2)
2 Passport Size Photos endorsed as below instructions
Guide to Photographs for Personal Licence Applications

What is being certified?
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
35 mm across
I hereby certify that this is
a true likeness of *Joe
Brown

45mm

Signature Printed
name
Position (of signatory)
Date certified

The Counter signatory - May not be a spouse or relative.
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Who can countersign my photographs for application?
Accountant
Articled clerk (of a limited company)
Assurance Agent of Recognised
Company
Bank/Building Society Official
Barrister
Broker
Chairman/Director of a limited company
Chemist
Chiropodist
Christian Science Practitioner
Civil Servant
Dentist
Engineer (with professional
qualifications)
Fire Service Official
Funeral Director
Insurance agent (full time employee of
a recognised company)
Journalist
Justice of the Peace
Legal Secretary (members and follows
of the Institute of legal secretaries)

Licensee (someone holding a licensing
qualification)
Licensing Course Tutor
Local government Officer
Manager/Personnel Officer of a Ltd company
MP Merchant Navy Officer
Minister of a recognised religion
Nurse (SRN OR SEN)
Officer of the armed services (acting or retired)
Person with Honours (e.g. OBE MBE etc.)
Photographer (Professional)
Police Officer
Post Office Official
President/Secretary of a recognised
organisation
Salvation Army Officer
Social Worker
Solicitor
Surveyor
Teacher/ Lecturer
Trade Union Officer
Travel Agency (qualified)
Warrant Officers and Chief Petty Officer
*Persons of similar standing working or retired.

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).
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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 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.
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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: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
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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)
(ii)
(iii)
(iv)
(v)

any page containing the holder’s personal details including nationality;
any page containing the holder’s photograph;
any page containing the holder’s signature;
any page containing the date of expiry; and
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.
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