


 

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; 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) 
 

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        

Current residential 
address if different from 
premises address 

      

Post town       Postcode       

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 
     Caddies Crawley LTD 

Address 
     Unit 4c,  
Crawley Leisure Park,  
Crawley, 
RH10 8LR 

Registered number (where applicable) 
     13534718 































 

pected or alleged crime. 
The CCTV images will record and display dates and times, and these times will be checked 
regularly to ensure their accuracy. 
Subject to GDPR guidance and legislation, the management of the premises will ensure that 
key staff are fully trained in the operation of the CCTV, and will be able to download selected 
footage onto a disk (or other electronic portable device acceptable to Sussex Police) for the 
police without difficulty or delay and without charge to Sussex Police.   
Any breakdown or system failure will be notified to the police immediately & remedied as 
soon as practicable. 
In the event of the CCTV system hard drive being seized as evidence as part of a criminal in-
vestigation by Sussex Police or for any other reason, the premises will be expected to install 
a replacement hard drive or a temporary replacement drive as soon as practicable. 
SIA door staff and risk assessment: 
Security Industry Authority (SIA) door supervisors must be deployed at the premises at any 
time when the licence holder identifies by way of a suitable and sufficient written risk as-
sessment that SIA door supervisors and other security measures are necessary.  It must also 
consider busy periods such as Bank Holidays, Christmas and New Year, Seasonal Variations 
and other Town Centre Events along with any special events at the premises such as live mu-
sic, discos, screening of sporting events and other similar functions or entertainment.  The 
risk assessment will also cover any requirement for polycarbonate drinking vessels, ticket 
only events, entry restrictions and last entry times.  
  
The written risk assessment must be available on the premises for inspection by police and 
authorised officers of the Licensing Authority.  This written risk assessment is to be reviewed 
and updated as necessary and at least annually and must take into account information or 
guidance offered by the police and the licensing authority.  
  
All SIA registered door supervisors shall wear and operate body worn video cameras with a 
continual recording facility. The body worn cameras will be recording all the time the door 
supervisors are on duty whether insider the premises or in the vicinity of the premises.  All 
recordings shall be stored for a minimum period of 31 days, with date and time stamping. 
Viewing of recordings shall be made available upon the request of police, or authorised local 
authority officers, throughout the entire 31 days period. The premises will ensure there are 
sufficient spare batteries fully charged for the body worn cameras so there is no issue with 
cameras not recording due to flat batteries. 
  
Whenever SIA door supervisors are on duty, they must be provided in accordance with the 
following: 
  

·         At a ratio of 1 per 100 customers or part thereof, although at all times 
with a minimum of two; 

·         On duty until the premises has closed to the public, licensable activities 
has ceased and the venue is completely clear of patrons and all customers 
have dispersed from the immediate area; 

·         Must wear clearly marked reflective jacket or tabard in order that they 
can be readily identifiable; 

·         Must be equipped with clickers or other device(s) in order that they can 



 

accurately measure and ensure that the maximum capacity of the premises is 
complied with a written record being kept; and 

·         Must monitor/supervise any queue of customers waiting to gain access 
to the premises and ensure that so long as social distancing requirements are 
in place, that these are complied with both inside and outside the premises. 

  

SIA door supervisors shall complete incident logs prior to the end of their shift. Records shall 
be maintained at the premises containing the full name, date of birth, and SIA badge num-
ber of every Door Supervisor. The record shall include all dates and times when a Door Su-
pervisor is employed. If Staff are employed through an agency the name and address of the 
agency must be included. The Door Supervisor records will be kept at the premises and 
made immediately available to officers of any responsible authority upon request. 
  

Those performing the role of door supervisor shall not perform any other role when engaged 
for the purpose of door supervision activities. 

  

Door supervisors shall be fully briefed prior to work with clear written instructions regarding 
their specific duties including an awareness of persons banned from the premises. These 
records shall be made available to the local licensing authority and/or Sussex Police upon 
request. 

  

Polycarbonate or tempered/toughened glass drinking vessels will be used when a need is 
identified by the licence holder’s own risk assessment. 
  
Patrons will not be permitted to take drinks in open containers to consume outside on the 
pavement/public highway beyond the licensed area of the premises whilst smoking or oth-
erwise congregating outside of the premises beyond the licensed area. 
  
Incident log: 
An incident log will be maintained by the premises showing a detailed note of incidents that 
occur in the premises and any refusals of alcohol. The incident log will be inspected and 
signed off by the DPS (or a person with delegated authority) at least once a month. The log 
book should be kept on the premises and be available for inspection at all times the premis-
es are open by officers of any responsible authority. The incident log will record the follow-
ing: 

·         All crimes or incidents reported to or occurring at the venue including the im-
mediate outside area and smoking area. 
·         All ejections of patrons 
·         Any complaints received 
·         Any incidents of disorder 
·         All seizure of drugs or offensive weapons 
·         Any faults in the CCTV system 
·         Any refusal of the sale of alcohol 



 

·        Any visit by a relevant authority or emergency service together with the full 
name, job title and relevant authority the visitor represents. 

  
The designated premises supervisor or a member of the management team who is a per-
sonal licence holder shall be present on the premises as the primary responsible person 
from 21:00 on Friday & Saturday evenings until closing. 
  
Miscellaneous: 
  
The premises management will ensure that any crime scene is preserved (without being 
cleaned), and cordoned off to preserve evidence until the police arrive. 
 
  
Signs to be displayed at all entrances {and exits} advising customers that CCTV is operating at 
the premises and shall be minimum size of 200 x 150 mm 
 
A clear and legible notice outside the premises indicating the normal hours under the terms 
of the premises licence during which licensable activities are permitted.  
 
Clear and conspicuous notices warning of potential criminal activity, such as theft, that may 
target customers will be displayed.  
 
No selling of alcohol to drunk or intoxicated customers.  
 
Custom will not be sought by means of personal solicitation outside or in the vicinity of the 
premises.  
 
Prevention and vigilance in illegal drug use at the premises. 
 
Staff will be well trained in asking customers to use premises in an orderly and respectful 
manner and to be vigilant in identifying signs of anti-social behaviour. 
 
c) Public safety 

Lighting fixed to promote the public safety objective.  
 
An incident log shall be kept at the premises, and made immediately available to police or 
licensing authority staff upon request. 
  
The log must be completed as soon as is possible and within any case within 4 hours of the 
occurrence and shall record the following: 
  
(a) All crimes reported to the venue 
(b) All ejections of patrons 
(c) Any complaints received concerning crime and disorder 
(d) Any incidents of disorder 
(e) All seizures of drugs or offensive weapons 
 
Staff trained to adhere to environmental health requirements.  
 
Training and implementation of underage ID checks.  
 



 

A log book shall be kept upon the premises in which shall be entered particulars of 
inspections made; those required to be made by statute, and information compiled to 
comply with any public safety condition attached to the premises licence that requires the 
recording of such information. The log book shall be kept available for inspection when 
required by persons authorised by the Licensing Act 2003 or associated legislation.  
 
All parts of the premises and all fittings and apparatus therein, such as, lighting, heating, 
electrical, air conditioning, sanitary and other installations, will be maintained at all times in 
good order and in a safe condition. 
 
d) The prevention of public nuisance 

Noise reduction measures to address the public nuisance objective. Prominent, clear and 
legible notices will be displayed at the exit requesting the public to respect the needs of 
nearby residents and to leave the premises and the area quietly.  
 
Deliveries of goods necessary for the operation of the business will be carried out at such a 
time or in such a manner as to prevent nuisance and disturbance to nearby residents and 
businesses.  
 
The Licensee will ensure that staff who arrive early morning or depart late at night when the 
business has ceased trading conduct themselves in such a manner to avoid causing 
disturbance to nearby residents.  
 
Customers will be asked not to loiter or stand around loudly talking in the vicinity outside 
the premises.  
 
Customers will not be admitted to premises outside opening hours.  
 
The movement of bins and rubbish outside the premises will be kept to a minimum after 
11.00pm. This will help to reduce the levels of noise produced by the premises. 
 
Any lighting on or outside the premises will be positioned in such a way so as to not cause a 
disturbance to nearby residents or businesses, lighting will be fixed with no movement.  
 
The exterior balcony will have rounded balustrades to prevent drinks or items from being placed 
on top. 
 
All drinks consumed/served on the exterior balcony only will be in either disposable paper cups, 
or reusable polycarbonate plastic cups.  
 
Food/drink consumed on the exterior balcony, can only be served to a table, and only ordered via 
waitress service or a phone app.  
 
No regulated entertainment will take place on the exterior balcony at any point. 
 
The exterior balcony will be closed for public use between the hours of 22:00 and 10:30. 

 
e) The protection of children from harm 



 

The premises will operate a Challenge 25 policy whereby any person attempting to buy alco-
hol who appears to be under 25 will be asked for photographic ID to prove their age. The 
recommended forms of ID that will be accepted are passports, driving licenses with a photo-
graph, photographic military ID or proof of age cards bearing the PASS mark hologram. 
Suitable and sufficient signage advertising the Challenge 25 policy will be displayed in prom-
inent locations in the premises. 
The Premises Licence Holder shall ensure that all staff members engaged or to be engaged, 
in selling alcohol at the premises shall receive the following induction training. This training 
will take place prior to the selling of such products: 

·                     The lawful selling of age restricted products 
·                     Refusing the sale of alcohol to a person who is drunk 

Further verbal reinforcement/refresher training covering the above will be carried out 
thereafter at intervals not to exceed six months, with the date and time of the verbal rein-
forcement/refresher training documented. 
All such training undertaken by staff members shall be fully documented and recorded and 
signed and dated by both the employee and the DPS. All training records shall be kept on the 
premises and made available to officers of any responsible authority upon request. 
Children aged under 16 must be accompanied by a responsible adult when on the premises 
after 21:00. 
No persons under 18 years of age shall be allowed in the premises after 22:00. 
 
All staff engaged in the sale or supply of alcohol on the premises shall have received training 
in relation to the protection of children from harm (including under-age sales), how to rec-
ognise drunkenness and the duty not to serve drunk persons.   Refresher training shall be 
carried out at least every six months. 
  
Training records shall be kept on the premises for a minimum of 12 months and made im-
mediately available to police or licensing authority staff upon request. 
  
A refusals record shall be maintained at the premises which details all refusals to sell alco-
hol.  Each entry shall, as a minimum, record the date and time of the refusal and the name 
of the staff member refusing the sale.  All entries must be made as soon as possible and the 
record must be made immediately available to police or licensing authority staff upon re-
quest 
  
Nothing below existing Health & Safety requirements. 
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 

 [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).
       
 

 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 George Bejko-Cowlbeck 

Date      15/06/22 

Capacity      N/A 

 
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       

 

      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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:  
 Plays: no licence is required for performances between 08:00 and 23.00 on any 

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



 

 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.     

 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. 

 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. 

 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. 

 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. 

 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:  

 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 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 
 



 

 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. 



 

 

 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 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.  
 




