Selective Licensing – How to apply for a licence
[image: ]Create an account by clicking register. If an account has already been created, please sign in using existing details. The applicant can be anyone in relation to the property E.G. Managing Agent
Please be aware the Applicant is responsible to submit all information for (This includes the licence holder and managers information).
[image: ]Before you begin

The ‘Before You Begin’ tab (Circled in red) states all of the required documents you must have to complete a ‘Duly Made’ application. E.G. a current Gas Safety Certificate will be required (If applicable).



[image: ]Introduction
The introduction will go over the any additional information you may need to know regarding the application E.G. ‘If you will not be entering information in the form for more than 1 hour please save the form’. The introduction will also advise you that this application is a legal document, please double check the information before submitting the application. If you require additional information, look out for the ‘?’.  

[image: ]Type of Licence
Search the property postcode by using the bar. If you require additional information, click on the ‘?’ (circled in red). Wait until the blue loading circle (circled in red) has gone, then pick an address from the drop box. If you’re unsure of your postcode please see link below:      http://geoserver.nottinghamcity.gov.uk/myproperty/
[image: ]Complete the property details E.G. ‘Amount of storeys’. Once all the information regarding the property has been completed. Click on ‘Check Licence Requirements’ to see what licensing scheme your property falls under E.G. Selective Licensing.

 
[image: ]Applicant Details
Once you are aware of what licence is required, you will need to complete the applicant details. (The applicant will receive all correspondence) You will have the option to choose from the registered account details, or the applicant details from a previous application (If applicable). Please note the * are for mandatory fields (circled in red).  


[image: ]Proposed Licence Holder/Proposed Manager/Managing Arrangements
When choosing the Licence Holder please keep in mind that ‘The licence holder may be an individual, a company, charity or partnership. You can also have multiple licence holders, for example a husband and wife. The proposed licence holder should normally be the ‘person having control’ of the property.
You will have the option to choose existing details E.G. the applicant or previously entered details.
[image: ]
If you have selected a company, you will be required to enter the company number (circled in red). ‘You can find this (and the registered office address) on Companies Houses’ (This is a mandatory field for companies) - Please see link https://www.gov.uk/get-information-about-a-company 
[image: ]
The Licence Holder and Manager (if not the same) will both be required to complete the fit and proper person report. ‘The ‘Fit and Proper’ questions relate to unspent convictions. There are two parts to this; one in relation to the licence holder and next anybody that the licence holder is ‘associated’ with. In short, this is anybody that the licence holder knows, friends, family and business relations etc.’ If you have any previous or pending convictions, please specify the details in the box provided.
Please note: The licence holder will be bound to the licence conditions and be legally responsible for the operation of the HMO or house to be licensed.
The Licence holder must have the power to: 
1. Let and evict tenants 
2. Access all parts of the premises to the same extent as the owner (if a different person) 
3. Authorise any expenditure required to ensure the health and safety of the tenants and others. 
[image: ]
Please be aware that the licence holder and manager will both be requested to submit a current Basic Disclosure Certificate (DBS). 
How long does a DBS last for? – 3 years, please be aware if your licence is granted, you will be requested to submit a renewed DBS record once it is expired.
What is a DBS? - A basic check is a criminal record check you can request for yourself, or you may be asked to request a basic check by your employer.

How to apply for a DBS? - Please see link https://www.gov.uk/request-copy-criminal-record 
What would happen if the DBS has criminal activity?  The DBS record would still be considered and the application will be passed on to a Licensing officer for further assessment. The outcome will vary depending on the criminal activity. (Please note: The Licence holder and manager must be deemed as ‘Fit and proper’)  
They also need to provide evidence that Licence holder and Manager reside in the UK.What evidence would be required as proof that the Licence Holder and both Manager reside in the UK? 
List A
1. A 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 
2. A 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.
3. A Registration Certificate or Document Certifying Permanent Residence issued by the Home Office to a national of a European Economic Area country or Switzerland.
4. A Permanent Residence Card issued by the Home Office to the family member of a national a European Economic Area country or Switzerland.
5. 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.
6. 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.
7. 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, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
8. A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents or adoptive parents, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man, or Ireland, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
10. A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.

List B
1. A 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. 
2. A passport or national identity card showing the holder, or a person named. 
3. A Registration Certificate or Document Certifying Permanent. 
4. A Permanent Residence Card.
5.  A current Biometric Immigration Document (Biometric Residence Permit). 
6. A current passport endorsed to show that the holder is exempt from immigration control. 
7. A current Immigration Status Document. A full birth or adoption certificate. 
8. A certificate of registration or naturalisation as a British citizen

List B 
1. A current passport endorsed to show that the holder is allowed to stay in the UK.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.
2. A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by the Home Office 
3. A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer.
4. A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the Immigration (European Economic Area) Regulations 2006, to a family member of a national of a European Economic Area country or Switzerland, together with a Positive Verification Notice from the Home Office Employer Checking Service.
5. An Application Registration Card issued by the Home Office, together with a Positive Verification Notice from the Home Office Employer Checking Service.
6. A Positive Verification Notice issued by the Home Office Employer Checking Service, which indicates that the named person may stay in the UK.
[image: ]
Relevant Persons
Mortgagees
You will be required to enter the mortgage providers details (if applicable) and any other relevant persons E.G. co-owner.
Please be mindful that information, including the address of the licence holder and manager will be published on the public register. 
Please note: If you have any genuine concerns regarding publicising your details on the public register, please contact the Selective licensing team with reason. See contact details below: 
Email: Selective.licensing@nottinghamcity.gov.uk 





[image: ]Property Details	
Please select the boxes that are relevant to your property





Buildings of special architectural or historic interest are 'listed', and are graded I, II* and II according to their importance

	Detached house
	A detached houses is a stand-alone

	Semi-detached
	Semi-detached house is one that is joined to another by a common wall that they share

	Terrace Housing
	Terraced houses, also referred to as row housing or town homes

	End of Terrace 
	An end terrace is a property at the end of a row of more than 2 properties

	Purpose built flats
	Purpose built flats are flats which have been constructed from the beginning as flats rather than flats which have been converted

	Mixed residential and commercial 
	A 'mixed use' property is one that has both residential and non-residential elements, eg a flat connected to a shop, office etc.

	House converted into self-contained flats 
	A building converted exclusively into self-contained flats. 





[image: ]This box is required, as we need to assess if any of the tenants are vulnerable. Please select the relevant box
Please select the relevant frequency the property is inspected. 
Upon selecting ‘yes’, documented evidence will be required to move forward. You must also state the date.  If you select no this will be a condition on your licence
Tenancy deposits are required to be registered with a tenancy deposit scheme. 
More information can be found on the government website. Ihttps://www.gov.uk/tenancy-deposit-protection
As part of the selective licensing requirements, you will asked to submit a copy of your PAT certificate, if your provide any portable applications.  
In relation to obtaining a PAT certificate:
You do not need a qualified electrician to carry out your PAT Testing, you do however need a competent person who understands how to carry out a full visual inspection
[image: ]
Your EICR is a non-mandatory field. 
Please enter the expiry date and submit a copy of the full, clear and current copy of the EICR.

A copy of your EPC is required at this stage.  
If your property is exempt you will need to tell us on what grounds (such as it is a listed building)
You will need to state the grade and provide a full, clear and current copy. 
Select the relevant system that has been installed. If you have ‘a fire alarm control panel with detectors and alarm sounders’ you will be asked to submit your relevant certificate. 
Other systems may also require contractor details. 
[image: ]An Inner Room is defined as:
A room from which escape is possible only by passing through another room.
This information is required an officers may asses any difficulties a tenant may have trying to escape during a fire.

If you unsure whether or not the provided furniture meets requirements, please refer to:https://www.firesafe.org.uk/furniture-and-furnishings-fire-safety-regulations-19881989-and-1993/ 
[image: ]Unit Amenities
Enter the details of each room (Name of unit e.g Bedroom1, Bedroom2 etc.). Include how many people may occupy the room and the room size. 






[image: ]Include all bedroom room/units and their sizes accurately, as this information should correspond with the sketch plans that could be submitted later in the application process










[bookmark: _GoBack][image: ]
Property Plans
If you have them, upload your sketch plans:
Plans should be of the full property/unit the application is in reference to and complete with amenity details and measurements. 

Please refer to the example provided on the application page for guidance. 
You may upload more than one attachment if your plans are over several pages or are in several documents. 
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[image: ]Other Properties
Manually enter the property address and the local authority the property is licenced under 
If you already have a list saved of all your licenced property, including the local housing authority they are licenced under, you may attach them under this tab


Declarations 

[image: cid:image001.png@01D40FA9.DC9C2FA0]Please tick all declarations and methods of communications. 












The last section is optional


You may also enter any further details in this box




[image: ]Payment Stage
Complete the payment page, clicking ‘submit’ once all details are complete.  

Upon submitting, you may be required to submit a further time confirming your details and the application pricing.
[image: ]
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The questions below relate to the maximum number you would like the licence for / the property to be occupied by:

Please enter the maximum number of people you 9 v

would like the property to be licensed for *

Please enter the maximum number of households you B v

would like the property to be licensed for *
= ve

© A live in landlord’ can have up to 2 lodgers and not require a licence. 3 or more lodgers would require
licence.

Are any of the occupants that live here an actual owner
ofthe property *

Licence Requirement

Based on the information you have provided you will require a Selective
Nottingham NG7 1JJ

ence for 163 Harrington Drive
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Reference: FS28751703
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Fit and Proper

Please answer the questions below in refation to unspent convictions. There are two parts to this; one in relation to the licence holder and next anybody that
the licence holder is ‘associated with. In short, this is anybody that the licence holder knows, friends, family and business relations etc.

You must answer these questions in order for us to assist us in making a decision on whether the licence holder is a Fit and Proper person

Once you have answered these questions once for this person, the answers will be saved for future reference (with the option to review and change).

Does the proposed licence holder named above have any unspent convictions in respect of any offence involving fraud or other dishonesty, or violence or
drugs or any offence listed in Schedule 3 to the Sexual Offences Act 20032 *

-

Does the proposed licence holder named above have any other unspent convictions that may be relevant to the proposed licence holder's and / or manager's
fitness to hold a licence and / or manage the HMO or house? *

Bl )

Has any court or tribunal found against the proposed licence holder named above that they have practised uniawful discrimination on grounds of sex, colour,
race, ethnic or national origin or disabiliy in, or in connection with, the carrying on of any business? *

@l -

Has the proposed licence holder named above ever contravened any provision of any enactment refating to housing. public health, environmental health,
health and safety at work, planning, building or landlord and tenant law which led to civil or criminal proceedings resulting in a judgement being made against
them? *

-

Does the proposed licence holder named above own or manage, or has owned or managed, any HMO or house which has been the subject of :-

‘any appropriate enforcement action described in section 5(2) of the Housing Act 2004. eg. Improvement notice, prohibition order or emergency works. *
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ew clete  Reply Reply Forwar by love Rules OneNote | Assign Unread)/ Categorize Follow ore
Email fems - | & Junk~ Al BMore- || Reply&Delete ¥ CreateNew - Policy~ Read v Up- Y FiterEmail
New Delete Respond Quick steps 5 Move Tags Fing Addins
4 Favorites Search Current Mailbox (Cti-5 5 [ cumentwiitoor <] | € Reply €2 Reply All €} Fomward G5IM
Inbax Al Unread ByDate *  Newest 4 Wed 13/06/2018 13115
St 4 Today Rebecca Brooker
Unread Mail 17
Rebecca Brooker = RE: Mandatory and Optional Certificates
RE: Mandatory and Optional Certificates 1319 o B s et
. . Hilaurene, Both those days should be fine. Can you just send Al and myself a calendar invite so we 0 [ aurene Aam-ticiec:
Laurene Alam-Mcleod@nott. @ You repled tothis message on 13/06/2018 1325,
lnbox Rebecca Brooker =1
RE: Mandatory and Optional Certificates 1253
¥ Important Documents Hi Laurene, Thank you for sending these across. Wil you be up here net week at il | have spoken CEEIED
b Lesiure NCC
Duncan Newbutt i Laurene,

Both those days should be fine. Can you just send Al and myself a calendar invite so we know when you will be

with us,
Iwor't be in on Monday but will see you Tuesday.
Thank you

Kind regards

Rebecca Brooker
Principal Environmental Health Officer
safer Housing

Community Protection

Loxley House

Station Street

Nottingham

NG23NG

(Address for correspondence only)

Tel: 0115 8764007
Fax: 0115 8761474

Email: saferhousing@nottinghamcity.gov.uk

PLEASE NOTE | ONLY WORK TUESDAY, WEDNESDAY AND THURSDAY.

‘www.protectnottingham.co.uk
‘www.nottinghamcity.gov.uk
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I confirm that | am 16 years or over.
I deciare that the inormation contained inthis appication i correct o the best of my knovedge.

I have taken measures to ensure that | have gained the approprate information n order 1o answer he questions ilhinthis appiication

Relevant Persons and data protection

I deciare that | have served a notice ofhis applicaton on the persons listed on the relevant persons t2b who are the only persons known fo me that are
required t be inormed tha | have made ths application

Methods of communication

I can confim that all ure correspondence will e sent 1o me via the emai address tha | have provided wilhin this appiation orm and that tis emailnbox
will be checked regulary. I aiso agree to receiving text message nofficaions.

I understand that | am requied 1o upload informationin reafion to tis property and icence applicatin directy {0 ts website and that it il ot be accepled
viapost and Notingham ity Gouncil are not esponsibie for any information sent 1o us in any ofhr form than digally via the online porta.

By providing email addresses | am indicating my wilingnessithe villngness of the perscn who's email address is given to eceive th licence andior other
relevant documents under Parts 2 and 3 of he Housing Act 2004 transmited by electionic means (1 emal in accordance vith s274 ofthe Act Where | am
indcating o consent of a prson fher than mysef, hat | have 1 speifccansent ol person .60 50 2 0.t s hefagen I proving he iomaton

1 understand that | commit an oflence if | supply any informaton fo 2 ocal housing authory in connection it any of thei funciions under any of Parts 1to
#fthe Housing Act 2004 that i false or misieading and which | Know s false or misieading or am eckiess as 10 whether i 5 false o misieading.

“The Council may send information on any changes to legislation, training opportunities other items of interest and occasionaly relevant information
from other selected partners e.g. accreditation providers and landiord organisations. We will not release your information {o these other partners
unless required by law.

D) Please fick o confirm you would e o receive his inormation (optional)

fthere is any ofher information ie e 1o know about regarding this appliation that you have been unable o enter o the form please enter the detais
belon,
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Before You Begin  Introduction  Type of Licence

Before you begin

To complete application for you MUST have the following.

1. Energy Performance Certificate (EPC) for the property

2. “Basic’ Disclosure certificate (a criminal record check) for proposed licence holder and proposed manager
3. Proof of right to reside (to live) in the UK for the proposed licence holder and proposed manager

4. Avalid, in date, satisfactory Gas Safely Cerificate (if there are gas appliances in the property)

5. Evidence of landlord insurance for the property

You will also have to pay the first part of the fee of £460 when submitting this application form.

This is reduced to £360 i you are accredited. More information can be found on our Nottingham Standard webpages.

“This form will take up to 1 hour to complete. We recommend you DON'T start this application form until you have the information above, as you won't be able
to complete it

You may also need to provide the following if relevant

6. Emergency Escape Lighting Test Certificate (I tis is present in the property)
7. Fire Alarm Test Certificate where there s a fire alarm control panel
8. Most recent portable appliance test (PAT) certificate (If portable appliances are provided by the landiords)
9. Building regulations completion certificate and planning consents (If applicable)

10. Evidence of relevant training (if undertaken) by proposed licence holder

1. Written Fire Safety Risk Assessment (If applicable)

For more details on these requirements click here

x Cancel B save Next >
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The application process

Navigation
‘You will be guided through a series of questions in relation to the property and people involved in t.

The questions are set out in subject tabs so that you can navigate your way through these. You should start from the first tab and work your way through as
‘some information will auto populate for you.

You can save the application at any point and then retur to the draft ater to complete the form or add information
Be sure to use the information buttons (?) next to the questions for additional information

Warning

If you will not be entering information in the form for more than 1 hour please save the form and use the link emailed to you when you are ready to
continue.

If you leave the form open without entering information then resume entering your browser may have timed out and the data you enter may be lost.

Legal information
This is a legal document and you should treat it as such.

The application form s required to be fully completed and accurate with all of the correct and relevant information. Some of the information provided will be used
for the register of licences as required under section 232 of the Housing Act 2004.

It a property meets the licensing requirements a duly made application form should be submitted without delay. Failure to do so may lead to enforcement action,
prosecution or a civil penalty.

Data Protection

We will use the information you provide for the purposes stated on this form or in pursuance of any other legitimate interest held by the Council. Your personal
information may also be processed to facilitate the provision of services in respect of any of the Council's activities or for the prevention and detection of crime
and fraud. Under the Data Protection Act Nottingham City Councilis the Data Controller for the information you have given us. For more information visit
hitp://www.nottinghamcity. gov_uk/privacystatement
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The Property

Please provide the address for which this application is being made

Enter a postcode to search * ‘ NGT7 144 ‘ ve

© Please ensure you use a space in the postcode in the correct place

Click to search for address ‘ ‘

[¢]

Choose Address *

‘ Select.. v





