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Local authority identifys
potentially licensable property
and contacts the landlord
inviting him / her to make an
application.

v

Make preliminary enquiries e.g.
Land Registry search to
establish ownership details

v

Is it complete?

Identify parts
missing or errors
and return to
applicant with letter
of explanation

v

\ 4

Application form, support pack
and explanatory notes sent.
Record that forms have been

sent

v

if no response within 14 days.

Await return of application. Send
reminder / make phone calls etc.

(from previous column) °

Issue Notice of Refusal
under Schedule 5 Para 5
and consider any
representations arising

Decide whether to carry out a full
inspection prior to the issue of a
licence and, if not, allocate a priority
ranking for inspection within a 5-year
period

\ 4 A 4

Consider any representations
received from the landlord
(person having control) that

they are taking steps such that

the house no longer needs to
be licensed. If accepted, a

Temporary Exemption Notice

(TEN) under Section 62 may

be appropriate.

Arrange full property

. 5 Prepare a licence document which
inspection to assess any

- A . must include the following:
conditions calling for action e Details of the licence holder

to protect the health and o Details of the manager (if
safety or welfare of the different)

occupiers or other
occupiers of any premises
in the vicinity. Also assess
for hazards under Part

e The maximum number of
occupants / households
permitted

e The mandatory licence

conditions as described in
Schedule 4
A 4 e Any or all of the discretionary

v

Application
Received?

yes

A

Record the application and
assess details of the applicant /
manager plus those of the
property against the required

Subject to any appeal licence conditions as described
against refusal to grant a in Section 67 as appropriate to
licence (Schedule 5 Para the circumstsnces

31), issue an Interim e The duration of the licence
Management Order (IMO) (maximum 5 years)
under Section 102 (1)

Arrange access to inspect to
verify that the property is
licensable. Use powers of entry
if appropriate (Section 239).
The inspection may or may not,
at this stage be used for
assessing hazards under
HHSRS (Part 1).

\ 4 A 4

v

If verified as licensable, write
once more to the landlord
pointing out the need to apply
and the consequences of
failure to do so

Refer the draft licence document to
the appropriate delegated officer(s)
or member(s) for signature(s)

Make suitable
arrangements to
implement the terms of
the IMO. The IMO

procedure may be

subject to a separate v
flowchart from this stage
onwards Serve copy of proposed licence on

the applicant and each relevant

v

person together with a Notice under
Schedule 5 Para 1

/

Consider any representations made (minimum 14 day consultation period)

A 4

If representations are made and variations agreed, serve a Notice under
Schedule 5 Para 3 setting out the modifications

\ 4

Consider any further representations made (minimum 7 day consultation
period)

Completed ' criteria. NB. The license fee
application received . may be requested to -
accompany the application or [ Appll(_:anon
may be requested at a later yes Received?
stage once the overall costs of
processing the application have
been determined.
l no
Consider the following Consider the range of
aspects of the license enforcement actions and
application sanctions in accordance with
agreed policy ie. Interim
Management Order,
Prosecution, Rent Repayment
Order. END
1. Is the proposed
no license holder the most -~
appropriate person to yes >
hold the license?
\ 4
< n° Can a more appropriate yes
person be found? v
2. Are the proposed
license holder and
manager (if different) ‘fit
no and proper’ persons yes >
A\ 4 having regard to the
. criteria set by Section
Can alternative 66 (2)?
person(s) who are ‘it
no and proper’ be yes
< appointed to act as >
license holder and / or \ 4
manager?
3. Are the proposed
management
arrangements yes
no satisfactory having »
{ regard to the criteria set
by Section 66 (6)?
Is there reasonable
prospect of the
ho management ves
< arrangements being >
improved through the A\ 4
imposition of license o
conditions? 4. Do the facilities as
described in Section 65
(4) meet with the yes
"o ‘prescribed standard’ >
having regard to the
v maximum number of
persons or households
Is there reasonable in occupation?
prospect of the facilities
no being improved to meet yes
< ‘prescribed standards’ >
through the imposition
of license conditions?
A 4

\ 4

the top of th:

Property unlikely to be
licensable —go to A at

column

e next

The application is
likely to be suitable for
approval —go to B at
the top of the next
column

A 4

If no further representations are made or if any further representations have

no material impact upon the terms of the licence, serve copy of the licence

together with a Notice under Schedule 5 Para 7, on the applicant and each
relevant person

v

Is an appeal made
to the RPT? (28 day
appeal period)

A A 4

Enter details of the licence in
the Public Register to be kept at

Prepare defence and act
upon the decision of the

»
RPT to either confirm, vary P”|  the Authority’s head office and
or reverse the decision to made available for public
issue a licence inspection at all reasonable
times (Section 232)
A 4 \ 4

Review the licence from time to
time to ensure compliance with
the condition set under
Schedule4 and Section 67
within the time scales specified

If RPT reverse the decision
to issue a licence, the
situation must be
reappraised

/

Consider any changes in circumstances calling for the variation, revocation or
reissuing of the licence during the term of the licence as initially determined.

A 4

Review the licence at the end of its term in all cases (NB. Maximum of 5
years)

The licence procedure will recommence from this point but should prove
far easier to administer for subsequent cycles




