APPLICATION FOR CHANGE OF PREMISES MANAGER
CHECKLIST
	
	CHECKLIST
	APPLICANT’[S CHECK
	FOR OFFICE USE



	1.
	Have Sections 1, 2 and 3 been completed?


	
	Yes/No
	Yes/No

	2.
	Is the original Premises Licence attached?


	
	Yes/No
	Yes/No

	3.
	Are the contact details completed

i.e. Address, Telephone Number and Email Address

	
	Yes/No
	Yes/No

	4.
	Is the application form signed and dated?


	
	Yes/No
	Yes/No

	5.
	Has the fee of £31 been received?


	
	Yes/No
	Yes/No

	6.
	Have you read the Privacy Notice?


	
	Yes/No
	Yes/No

	7.
	Where the premises licence is not attached is the fee for replacement licence of £20 attached?


	
	Yes/No

N/A
	Yes/No

N/A


	COMMENTS




	Licensing (Scotland) Act 2005

Application for Variation of Premises Licence to 

Intimate a Premises Manager
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	This application should be completed by the Licence Holder of the appropriate Premises Licence or their Agent.  The application is only to be utilised to intimate a Premises Manager – no other aspect of the Premises Licence can be varied using this form.


Please complete all sections of the application form.

Section 1: Premises Licence Details

1(a) Licence Number of Premises

	     


1(b) Name and Address of Premises

	     


	Post Code
	     
	Phone No.
	     


Section 2: Premises Manager Details

2(a) Full Name and Address of Premises Manager

	     


	Post Code
	     
	Phone No.
	     


2(b) Date of Birth of Premises Manager

	     


2(c) Email Address of Premises Manager

	     


2(d) Details of Personal Licence held by Premises Manager

	Date of Issue
	Name of Licensing Board issuing
	Licence No. of Personal Licence

	
	     
	     


Please note that the holder of a Personal Licence may only be named as the Premises Manager of one premises in Scotland at any time subject to Article 4 of the Licensing (Vessels etc.) (Scotland) Regulations 2007.

Section 3: Licence to be Amended

(See note 1 below)
Does the appropriate Premises Licence accompany this application?

 FORMCHECKBOX 
 YES


 FORMCHECKBOX 
 NO
If the answer is NO, please provide an explanation.

I am unable to produce the Premises Licence because…

 FORMCHECKBOX 

The licence has not yet been issued by the Board

 FORMCHECKBOX 

The licence has already been returned to the Board in respect of an earlier application for variation or transfer

	


 FORMCHECKBOX 

Other (provide details) 

Declaration by Applicant or Agent on Behalf of Applicant

If signing on behalf of the applicant please state in what capacity.

I confirm that (a) the contents of this Application are true to the best of my knowledge and belief; and (b) the appropriate fee of £20 is enclosed or £31 for immediate effect.

	Signature
	
	(See note 2 below)

	Date
	
	


Capacity:  APPLICANT / AGENT (delete as appropriate)

	If agent, please provide name, address,
phone number and (if applicable) email address
	

	
	

	
	


Note 1:

The appropriate premises licence (including summary licence, operating plan and layout plan) must be returned to the Licensing Authority in order that the licence documents can be updated to reflect the details of the nominated Premises Manager.  If you are in possession of the appropriate Premises Licence but unable to provide said licence with this application, you must ensure the licence is forwarded to the Licensing Authority within 14 days in order to complete the process of variation. 

Please note also that once this variation is granted, any certified copies of the appropriate Premises Licence must also be updated to reflect the details of the Premises Manager.

Note 2:

Licensing Office Privacy Note
The information you have provided on this application form, and from supporting documentary evidence – where applicable – will be used by Dundee City Council (the "data controller") for the purposes of the General Data Protection Regulation and the Data Protection Act 2018 in order to process your licensing application.

The Council may check information provided by you, or information about you provided by a third party such as NHS Tayside, Scottish Fire and Rescue Service, Scottish Ambulance Service and Police Scotland with other information held by us.  We may also get information from those third parties or share your information with them in order to check its accuracy, prevent or detect crime, protect public funds or where required by law.

In order to process your application, we will share your information in accordance with the Civic Government (Scotland) Act 1982, other licensing legislation and with relevant internal services of Dundee City Council.

Please note that you should read this service specific Privacy Notice in conjunction with the Council's Full Privacy Statement which is accessible on the Council's website at: www.dundeecity.gov.uk/privacy
I declare that the particulars given by me on this form are correct to the best of my knowledge and belief.  I authorise the use of all information which I have provided for the above purposes.  I hereby make application to Dundee City Council for the grant or renewal of the licence applied for.

Note 3:

Lodging of Application

Please refer to the website for guidance on how to lodge and pay for an application or email licensing.board@dundeecity.gov.uk for more information.

Contact Us:
	City of Dundee Licensing Board

21 City Square

Dundee

DD1 3BY


	Phone: 01382 434444

Fax: 01382 434707



	FOR OFFICE USE ONLY

	Received & Receipt No.


	System Updated
	Licence Issued
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