LICENSING COMMITTEE
PROCEDURES TO BE FOLLOWED
The Licensing Committee acts in a quasi judicial capacity to give a fair hearing to
an applicant where a hearing is required by law or equity. When considering the
case the only evidence the Members of the Committee can take into account is
evidence previously submitted to form the agenda and any verbal evidence given
at the actual meeting by Officers representing the Council and by the applicant or
his/her representative, and their witnesses. The following procedures must be
followed.
1.

2.

Procedures to be followed when submitting an application to the Licensing
Committee for consideration;
i)

The Council’s Officers will liaise with the Committee Section to
arrange a suitable date for the meeting. The applicant and Members
of the Committee will be informed of this date in writing and a copy
of the procedure note will be included for the applicant.

ii)

The applicant and Council’s Officers will submit any written evidence
to the Committee Section for inclusion in the agenda by a given
date. If the evidence is to be verbal, this should be stated.

iii)

If witnesses are to be called the Committee Section must be notified
prior to the hearing.

iv)

Any application for adjournment because of late submission of
papers, will in principle be considered sympathetically by the
Committee.

The procedure to be followed by the Licensing Committee:
i)

For each individual case the applicant and any representatives will
be shown into the Committee Room at the same time as the
appropriate Council’s Officers. Witnesses will enter the room at the
same time unless there are any objections.

ii)

The District Solicitor will introduce the applicant, any
representatives, witnesses and the Council’s Officers to the
Members of the Committee.

iii)

The Chair will introduce Members of the Committee.

iv)

The Chair will then go through the procedure as follows:

a)

Officers representing the Council will present the case for the
Council. They may present such witnesses as they believe are
appropriate.

b)

Officers representing the Council, and any witnesses, will then
answer questions from the applicant or his/her representative, and
from Members of the Committee.

c)

The applicant or his/her representative will then present the
applicant’s case. They may present such witnesses as they believe
are appropriate.

d)

The applicant or his/her representative, and any witnesses, will then
answer questions from the Committee and the Council’s Officers.

e)

The Council’s Officers will then sum up on behalf of the Council.

f)

The applicant or his/her representative will then sum up.

g)

The applicant and his/her representative will then be asked whether
they consider they have had an opportunity to say anything that they
wish to say and the Committee will take into account any comments,
which are then made. The Chair of the Committee will then ask the
Council’s Officers presenting the case the same question and will
again take account of any comments made.

h)

The Council’s Officers, the applicant and his/her representative, all
witnesses, press and public, will then be asked to withdraw from the
meeting whilst the Committee makes their decision on the evidence
presented.

i)

The applicant and his/her representative, the Council’s Officers, all
witnesses, press and public, will be invited back into the meeting to
be informed of the Committee’s decision.

Following the Committee meeting the Legal Advisor will inform the applicant in
writing of the decision of the Licensing Committee and any appeal rights.

