APPENDIX 2: FLOWCHART

LICENSING APPLICATION — FLOWCHART

Premises Licences and Major Variations

Completes Submits

Applicant Application Application

Has applicant provided all the
necessary papers and paid the
correct fee?

Applicant provides missing
information

Applicant is notified and is
asked to rectify the position.
Application is not yet
competent

Depute Clerk for detailed
examination

Depute Clerk issues detailed
examination letterto the Applicant lodges
applicant advising what amendments to the
requires to be changed application in response to Is the application competent,
Application is not yet detailed examination letter relevant and in line with

competent or further correspondence Policy.
relating to the application

Applicant given 2 weeks to respond but can take longer
depending on what requires to be submitted

/ Application
<« | 192 day (6 month) statutory processing period competent and
passed to admin for
processing

—_— Consultees/Public respond

HE R S Depute Clerk reviews

responses

Applicant
submits
certificate of
compliance re

No adverse
responses and no
conditions to be
accepted

site notice
after 21 days

Depute Clerk issues observation letter
to applicant with details of: Application ready to
be allocated to next

* objections/representations; vailable Board

e proposed local conditions;
» proposed specific conditions

Not less than 14 day’s
* requesting certificate of compliance if notice required
not already lodged

Applicant given 2 weeks to respond but can take longer
depending on what requires to be submitted




Is the application classed as
contentious?

Board report drafted
Applicant advised of date of Board hearing

Applicant/objectors given 14 day’s notice of Board, and advised no attendance required

cited to attend and copy Board report
Application added to the Non-contentious

Board report submitted to include on Board Application Report for the Board Agenda
Agenda

Application determined by the
Board:

* Granted
o Refused
® Deferred

Applicant notified of Board’s decision
Board Minutes drafted
Instructions to Admin for

. issue of Licence ; or
. notification that application refused; or
advising of deferral so papers can be included on
the agenda for the next Board Meeting

Licence checked

l NS Approved Corrections
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