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Members are reminded that if they have detailed questions on individual
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AGENDA

8) Supplementary Appendices D and E and Conduct of Hearing

To consider the following Appendices D and E and note the Conduct of
Hearings.
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CHALLENGE 25

If you're lucky enough to look
under 25, please be prepared to
provide proof that you're aged

18

or over when you buy alcohol

ACCEPTABLE ID

e Cards with ==
the’PASS’ [
HO'Og ram

¢ Photocard )
Driving Licence

' ' e Passport
e Military ID

It is an offence for a person under 18
to buy, or try to buy, alcohol
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PREMISES LOG BOOK

Name of Premises:

Premises Licence Holder

Produced by Inn-Dispensable
TRAINING AND SUPPORT FOR LEISURE INDUSTRY PROFESSIONALS

INEISPENSABLE

Tel: 02392 345 679 or Freephone 0845 1583 074
E-mail: info@inn-dispensable.com




Introduction

This Log book aims to help Premises Licence Holders, Designated Premises Supervisors and individual staff with the day-to-day
running of their premises and includes guidance on:

Displaying notices clearly and complying with the Licensing Act
Keeping records of staff training

Keeping records of times when sales have been refused and why
Keeping records of incidents

fLontents

Displaying Your Premises Licence Summary
Nominated Holder of Premises Licence

Letter of Delegates Authority to sell or supply Alcohol
Staff Training Records

Refusal Records

Incident Records

These forms are examples only (additional Pages can be printed off).

Whilst the keeping of these forms is not a legal requirement, you may be asked by officers visiting from responsible authorities to
produce records.

It is therefore recommended that managers and supervisors regularly check the log book to ensure that any incidents are being
recorded.




Displaying Your Premises Licence Summary

Your Premises Licence Summary must be prominently displayed.

Failure can result in a £500 fine.

The Premises Licence is the licence granted by your local authority. It can authorise the premises to carry out licensable
activities such as:

The sale of alcohol by retail

The provision of regulated entertainment (e.g. the performance of a play, an exhibition of a film, an indoor sporting

event, boxing or wrestling entertainment, a performance of live music, any playing of recorded music, a performance of
dance)

The provision of late night refreshment

Your Premises Licence and Premises Licence Summary will state the licensable activities you are allowed to provide and the
times you can provide them.

The Premises licence Summary (or a credited copy) must be prominently displayed in a clearly visible place at all times — e.g. by
a main entrance door.

This complies with subsection 57(3)(a) of the Licensing Act 2003. See next page for a sample Notice.




Notice specifying the person nominated to hold the Premises Licence

To Whom it may concern,

I/We being the Premises Licence Holders(s) for

(name and address of premises):

give notice that

being in the position of at the premises,

Is the specified person nominated to keep the Premises Licence, or a credited copy of the licence, at the promises in their
custody or under their control as required by subsection 57(2) of the Licensing Act 2003.

(Premsies Licence Holder)

(Nomintaed Person)




Letter of delegated authority to sell or Supply Alcohol

The sale/supply of alcohol at the premises must be authorised by the Designated Premises Supervisor. All Staff authorised to
do so must have been made aware of the conditions of the Premises Licence as well as their general responsibilities under the
Licensing Act 2003

It is best practice to have the above authorisation in writing. An example format is on the next page this can be printed for

repeat use.

Offices visiting from responsible authorities may ask to inspect this written authority so it is recommended that the original is

kept up-to-date and displayed




Letter of delegated authority to sell or supply alcohol

Designated Premises Supervisor:

Personal Licence Number:

Personal Licence issuing Authority:

As designated Supervisor of the premises known as: ,
| hereby authorise the named members of staff detailed below to undertake the sale or supply of alcohol of the above named

Eremises. | confirm that all authorised persons have been made aware of their responsibilities under the Licensing Act 2003 relevant

Q
@ the sale/supply of alcohol as well as the conditions of the Premises Licence.

=
o

Full name of authorised person | understand my responsibilities Designated Premises Supervisor Date expired:
(print name) under the Licensing Act 2003 (Signed and dated)
(signed and dated)




Staff Training Records

All staff should receive training at the start of their employment and at regular intervals as a refresher.

It is best practice for each member of staff to have a personal record of each training subject along with their test

results, signature and date of completion.

Officers visiting from responsible authorities may ask to inspect staff training records so it is recommended that

they are kept up-to-date.

Personal Training Record

Staff Member’s Name:

Employment Start Date:

Training Subject Test Result

Staff Signature

Date
Completed:




Personal Training Record

Staff Member’s Name:

Employment Start Date:

INN ISPENSABLE

7

Training Subject

Test Result

Staff Signature

Date
Completed:




Refusal Record

4

Date & time Product Requested Reason For Refusal Description of Person Name of Employee
of refusal e.g. tobacco, alcohol, knives, fireworks | e.gno ID, suspect fake ID, suspect proxy Refusing the Sale

purchase, suspect drunk/intoxicated




Incident Record

Date & time of

Incident

Personal Details of
Person(s) invoiced

Details of incident

Action Taken
(please record FWIN number if
applicable)

Name of Employee
Recording Incident

V1 9bEd
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BURNLEY BOROUGH COUNCIL
LICENSING ACT 2003
THE CONDUCT OF HEARINGS

1. Application

1.1 All hearings subject to the Licensing Act 2003 (Hearings
Regulations) 2005 will be held in accordance with this procedure.
Schedule 1 details the hearing which are subject to this procedure.

2. Time of Hearing

2.1 Hearings will commence within the times illustrated in Column 2 of
Schedule 1, and where the hearing is scheduled to take place on
more than one day, it will take place on consecutive working days.

2.2 Hearings will normally take place from 2-5pm or 6-9pm on the day
of the hearing, but hearings may take place at the discretion of the
Committee of Sub-Committee appointed to hear the matter in
exceptional circumstances.

3. Members of the Committee or Sub-Committee

3.1 Where the full Licensing Committee sit to hear an application, the
full Committee will sit, excluding a member who:

a) has sat on a Development Control hearing in respect of the
premises subject to, or concerned in the Licensing Act 2003
application and/or

b) is affected by the application e.g. to be assessed on a case by case
basis when a Member is a Member for the Ward or a nearby Ward
in which the premises are situated
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c) has become an interested party by representing the applicant or
any interested party prior to the hearing.

3.2 Where a Sub-Committee sit to hear an application, it will consist of 3
members of the full Committee and will exclude a member who:

a) has sat on a Development Control hearing in respect of the
premises subject to, or concerned in the Licensing Act 2003
application and/or

b) is affected by the application e.g. to be assessed on a case by case
basis when a Member is a Member for the Ward or a nearby Ward
in which the premises are situated

c) has become an interested party by representing the applicant or
any interested party prior to the hearing.

3.3 Members will act in accordance with the Licensing Act 2003, be aware
of the Local Authority Co-ordinators of Regulatory Services Guidance
on the Role of Elected Members in Relation to Licensing Committee
Hearings under the Licensing Act 2003 and the requirements of the
Standards Board for England and Wales.

4. Opening of a Hearing and ldentifying Parties to the Hearing

4.1 The Chair of the Committee or Sub-Committee will introduce the
members of the Committee or Sub-Committee.

4.2 The Licensing Manager of Legal Advisor will advise the Committee of
Sub-Committee but will not make recommendations or be part of the
determination process. They will not retire with the Committee or Sub-
Committee members for the purposes of a determination but the Legal
Advisor may be asked by the Committee or Sub-Committee to give
advice.

4.3 At the commencement of proceedings the Legal Advisor will identify in
turn, each party to the hearing who is present, and in relation to that
party, whether they are represented, and if so, by whom.

4.4 The Legal Advisor will identify in turn each party to the hearing who is
not present at the hearing and in relation to that party will clarify;

a) whether there is evidence that they were given Notice of the Hearing
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4.5

4.6

4.7

b) whether that party has given notice that they intend to attend or be
represented

c) whether that party has given notice that they consider a hearing to be
unnecessary

d) whether that party has given notice that they wish to withdraw their
representation

Where a party has given notice that they do not intend to attend or be
represented, the Committee or Sub-Committee will state whether they
intend to proceed in the absence of that party.

Where a party has not given such notice and has failed to attend or be
represented, the Committee or Sub-Committee will then decide
whether it is necessary in the public interest to adjourn the hearing to a
specified date or hold the hearing in the party’s absence. The
Committee or Sub-Committee may invite representations from the
other parties present on this issue before making their decision.

The Committee or Sub-Committee, should it decide to proceed must
subsequently consider the application, representation or notice made
by a party who does not attend, attaching the appropriate weight of
evidence to it.

5. Hearings to be held in public

5.1

5.2

5.3

Unless the Committee determine otherwise following consideration of
representations, if any, from the parties present, the hearing shall take
place in public. A member of the public, unless a party to the hearing
or a person granted permission to address the hearing by the
Committee or Sub-Committee at the request of one of the parties, shall
not be entitled to address the hearing.

Where representations are made under 5.1 above, such parts or the
hearing as the Committee or Sub-Committee in their absolute
discretion determine shall be held in private.

The decision at paragraph 5.2 and the reasons for it will be given in
public, and the Committee or Sub-Committee will also state whether
any party or any persons assisting or representing a party are to be
treated as a member of the public for this purpose.

6. Commencement of the Hearing
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6.1 The Legal Advisor will explain the procedures that the Committee or

Sub-Committee will follow at the hearing. In particular the Legal
Advisor will clarify that;:

a) the hearing will take the form of a discussion led by the Committee or

b)

d)

f)

¢)]

h)

Sub-Committee and cross-examination will not be permitted unless the
Committee or Sub-Committee considers that cross examination is
required for it to consider the representations, application or notice as
the case may require.

Members of the Committee or Sub-Committee may ask a question of
any party or other person appearing at the hearing.

Members of the Committee or Sub-Committee may take into account
documentary or other information produced to the authority before the
hearing in support of their application, representation or notice. These
will have been provided to the Committee or Sub-Committee members
by the Licensing Manager prior to the meeting and the substantive
content of the documents need not be repeated verbally at the hearing.

Members of the Committee or Sub-Committee may take into account
any new documentary or other information produced o the authority on
the day of the hearing with the content of all other parties (if any) and
the substantive content of any such documents need not be repeated
verbally at the hearing.

Parties will be allowed a maximum equal period to exercise their rights,
such period to be determined by the Committee or Sub-Committee.

Parties will be allowed to clarify points upon which they wish to support
their application.

Parties may seek permission to question any other party subject to
Paragraph a) above.

Parties may seek permission to address the Committee or Sub-
Committee.

7. Procedure

7.1

The Licensing Manager or other appointed officer of the Licensing
Authority are not a party to the hearing. The Manager will outline the
facts of the application and relevant representations received from
parties.
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7.2

7.3

7.4

7.5

7.6

7.7

b)

The Licensing Manager will then outline the legislation under which a
determination is required.

The Licensing Manager will outline;

Relevant parts of the Act

Relevant subordinate legislation

Relevant sections from the statutory guidance made under Section 182
of the Act

Relevant paragraphs of the Statement of Licensing Policy made under
Section 5 of the Act.

The time limit which the Committee or Sub-Committee must make a
determination under the law.

Each party to the hearing present will then in turn provide information
supporting or clarifying of their representations — commencing with the
Responsible Authorities, followed by any interested party and then the
applicant.

The Committee or Sub-Committee may advise all the parties of details
of representations they have received from parties not present.

Thereafter each party, commencing with the Responsible Authorities,
followed by any interested party and finally the Applicant, will be given
an opportunity to summarise their representations. No new evidence
will be allowed to be introduced by any party during the course of any
such summation.

The Committee or Sub-Committee will disregard any information given
by a party or any other person to whom permission to appear at the
hearing has been given which is no relevant to;

Their application, representation or notice or in the case of another
person, the application, representation or notice of the party requesting
their appearance, and

the promotion of the Licensing Objectives or in the case of a hearing to
consider a notice given by a chief officer of the police, the crime
prevention objective only.

7.8 The Committee or Sub-Committee will satisfy themselves that they

have heard all the relevant information and retire to make their decision
in private.

8. Persons behaving in a disruptive manner

8.1

The Committee or Sub-Committee may require any person attending
the, hearing who in their opinion are behaving in a disruptive manner to
leave the hearing and may;
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a) refuse to permit that person to return, or
b) permit them to return only on such conditions as the Committee or

Sub-Committee may specify

but such a person may, before the end of the hearing, submit to the
authority in writing any information which they would have been entitled
to give orally had they not been required to leave.

9. Adjournment of Hearing

9.1

9.2

The Committee or Sub-Committee may adjourn a hearing to a
specified date or arrange for the hearing to be held on specified
additional dates where it considers this necessary to consider any
representations or notice made by a party.

It will not adjourn a hearing in such a way to create an effect on the
requirements of granting or rejecting an application under Schedule 8
of the Act or a review under Section 167 of the Act.

10. Determinations

10.1

The Committee or Sub-Committee will make its determination at the
conclusion of the hearing but in certain circumstances may make a
determination within a period of 5 working days of the last day of the
hearing.

11. Notice of Determination

11.1

12.

121

The Licensing Manager will issue a notice of determination forthwith to
all parties. Such notice will include the reasons for the determination
and details of the right of any party to appeal against the decision.

Record of Proceedings

The Democracy Team Officer will provide for a record of the hearing to
be taken in a permanent and intelligible form and kept for 6 years from
the date of determination.
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SCHEDULE 1

Column 1

Column 2

Provision under which hearing is

Period of time which hearing must be

held. commenced.

1. Section 18(3)(a) (determination | 20 working days beginning with the day after
of application for premises the end of the period during which
license) representations may be made as prescribed

under section 17(5)(c)

2. Section 31(3)(a) (determination | 20 working days beginning with the day after
of application for a provisional | the end of the period during which
statement). representations may be made as prescribed

under section 17(5)(c) by virtue of section 30.

3. Section 39(3)(a) (determination | 20 working days beginning with the day after
of application to vary premises | the end of the period during which
license). representations may be made as prescribed

under section 17(5)(¢c) by virtue of section
34(5).

4. Section 39(3)(a) (determination | 20 working days beginning with the day after
of application to vary premises | the end of the period within which a chief
license to specify individual as | officer of police may give notice under section
premises supervisor). 37(5)

5. Section 44(5)(a) (determination | 20 working days beginning with the day after
of application for transfer of the end of the period within which a chief
premises license). officer of police may give notice under section

42(6)

6. Section 48(3)(a) (cancellation | 5 working days beginning with the day after
of interim authority notice the end of the period within which a chief
following police objection). officer of police may give notice under section

48(2)

7. Section 52(2) (determination of | 20 working days beginning with the day after
application for review of the end of the period during which
premises licence). representations may be made as prescribed

under section 51(3)(c).

8. Section 72(3)(a) (determination | 20 working days beginning with the day after
of application for club the end of the period during which
premises certificate). representations may be made as prescribed

under section 71(6)(c)

9. Section 85(3) (determination of | 20 working days beginning with the day after
application to very club the end of the period during which
premises certificate) representations may be made as prescribed

under section 71(6)( c¢) by virtue of section
84(4)

10. Section 88(2) (determination of | 20 working days beginning with the day after
an application for review of the end of the period during which
club premises certificate) representations may be made as prescribed

under section 87(3)(c)
11. Section 105(2)(a) (counter 7 working days beginning with the day after

notice following police

the end of the period within which a chief
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objection to temporary event
notice)

officer of police may give a notice under
section104(2)

12. Section 120(7)(a) 20 working days beginning with the day after
(determination of application the end of the period during within which the
for grant of personal licence) chief officer of police may give a notice under

section 120(5)

13. Section 121(6)(a) 20 working days beginning with the day after
(determination of application the end of the period during within which the
for the renewal of personal chief officer of police may give a notice under
licence) section 121(3)

14. Section 124(4)(a) (convictions | 20 working days beginning with the day after
coming to light after grant or the end of the period during within which the
renewal of personal licence) chief officer of police may give a notice under

section 124(3)

15. Section 167(5)(a) (review of 10 working days beginning with the day after
premises licence following the day the relevant licensing authority
closure order) received the notice given under section 165(4)

16. Paragraph 4(3)(a) of Schedule | 10 working days beginning with the day after
8 (determination of application | the end of the period within which a chief
for conversion of existing officer of police may give a notice under
licence) paragraph 3(2) or (3) of Schedule 8

17. Paragraph 16(3)(a) of Schedule | 10 working days beginning with the day after
8 (determination of application | the end of the period within which a chief
for conversion of existing club | officer of police may give a notice under
certificate) paragraph 15(2) or (3) of Schedule 8

18. Paragraph 26(3)(a) of Schedule | 10 working days beginning with the day after

8 (determination of application
by holder of a justices’ licence
for grant of personal licence)

the end of the period within which a chief
officer of police may give a notice under
paragraph 25(2) of Schedule 8
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