
SOUTH CAMBRIDGESHIRE DISTRICT COUNCIL 
 

Minutes of the Leader's Portfolio Meeting held on 
Thursday, 15 July 2010 at 10.00 a.m. 

 
Portfolio Holder: Ray Manning 
 
Councillors in attendance: 
Scrutiny and Overview Committee monitors: 
 

 James Hockney 
 

Opposition spokesman: 
 

 John Batchelor 
 

Also in attendance:  Jose Hales, Lynda Harford and Cicely Murfitt 
 
Officers: 
Maggie Jennings Democratic Services Officer 
John Garnham Finance Project Officer 
Peter Harris Principal Accountant (General Fund and Costing) 
Paul Howes Corporate Manager, Community and Customer 

Services 
 
1. DECLARATIONS OF INTEREST 
 
 Cllr John Batchelor declared an interest as Chairman of Linton Action for Youth. 
  
2. MINUTES OF PREVIOUS MEETING 
 
 The minutes of the meeting held on 13 May 2010 were agreed as a correct record. 

 
Matters Arising 
 
Minute 34(b) – Fear of Crime Survey – it was noted that the Crime and Disorder 
Reduction Partnership would be discussing its views on surveying children and young 
people on fear of crime at its meeting on 25 October 2010. 

  
3. RECOMMENDATION FROM THE LICENSING COMMITTEE 
 
 Cllr Mrs Cicely Murfitt, Chairman of the Licensing Committee urged members of the 

Council to convey any comments on the draft Licensing Policy before the end of the 
consultation period which expired on Monday, 4 October 2010. 
 
The Leader accepted the recommendation from the Licensing Committee held on 22 June 
2010 and APPROVED the draft Licensing Policy for consultation. 

  
4. APPROVAL OF NI 179 (VALUE FOR MONEY GAINS) 2009/10 FOR SUBMISSION TO 

CENTRAL GOVERNMENT 
 
 John Garnham, Finance Project Officer was in attendance for this item. 

 
As a result of the Comprehensive Spending Review 2007, all public services were set a 
target of achieving at least 3% net cash-releasing value for money gains per annum over 
the period 2008/09 to 2010/11. 
 
Since the start of the 2008/09 financial year, the Council achieved ongoing cash-releasing 
value for money gains of £1,628,834, exceeding its forecast of £1,564,000 by £64,834.  
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The Leader, together with the Chief Executive and Executive Director (Corporate 
Services) APPROVED the certification of the figure of £1,628.834 as the actual amount of 
value for money gains achieved from 1 April 2008 to 31 March 2010 for reporting to the 
Department for Communities and Local Government (DCLG) by 23 July 2010. 

  
5. SINGLE JOINT AGREEMENT WITH CAMBRIDGESHIRE COUNCILS FOR 

VOLUNTARY SERVICE 
 
 The Leader considered the report which contained an update on progress on the single 

joint agreement with the Cambridgeshire Councils for Voluntary Service. The following 
issues were raised: 
 

• The agreement was dependent on resources 
• Who would be represented? 
• Was it value for money, particularly in terms of administration? 

 
In conclusion, the Leader requested that further information on what the remit of the 
Cambridgeshire CVS is and what services/roles they actually deliver be included in the 
next report for his meeting on 16 September 2010. Action: Gemma Barron/Kathryn 
Hawkes 

  
6. COMMUNITY ENGAGEMENT TOOLKIT 
 
 As a result of a Cabinet decision on 2 July 2009 and the adoption of the Community 

Engagement Strategy, a Community Engagement Toolkit was produced which provided 
guidance for officers and elected members to consider when developing policies and 
strategies.  
 
The Leader AGREED to the adoption of the Community Engagement Toolkit for use within 
the Council. 

  
7. COMMUNITY ENGAGEMENT ACTION PLAN UPDATE 
 
 In response to a question raised regarding the number of new tenants returning a 

customer satisfaction survey, the Corporate Manager undertook to provide the information 
as a post meeting note within the minutes of this meeting. Action: Paul Howes /Gemma 
Barron 
 
The Leader requested the names of the Parish Councils that had been invited to attend a 
forum to examine the workings of the council’s exception sites policy (Action 23 refers). 
The Corporate Manager undertook to provide the information to the Leader at his next 
meeting. Action: Paul Howes 
 
The Leader 
 
(a) NOTED the progress on the action plan, and 
 
AGREED to the deletion of the actions 2, 4, 5, 6, 8, 9, 10, 11, 12, 13, 15, 16, 17, 18, 19 
and 22 contained in the appendix to the report. 

  
8. CAMBRIDGESHIRE RURAL STRATEGY 
 
 The Leader NOTED the report.  
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9. FINANCIAL MONITORING 2009/10: END-OF-YEAR REPORT 
 
 Peter Harris, Principal Accountant (General Fund and Costing) was in attendance for this 

item. 
 
The Accountant reported that the year-end figures indicated small net underspends of 
£2,634 on revenue and £1,135 on capital. 
 
Significant expenditure was funded from Local Strategic Partnership (LSP) Grants and 
administered by the County Council on a retrospective basis. All funding for 2009/10 had 
been received, but subsequent payments had been frozen a few days before the meeting 
and therefore future planned support was unlikely to be realised. 
 
The Leader reported that some grants had already been issued by SCDC, however, the 
council would not be requesting that the grants be returned. It was also now very 
unfortunate that the Connections youth bus funded last year, would not be used in the 
near future as funding to staff the vehicle had been frozen. The Leader announced his 
intent to inform Council on 22 July of this decision by the County Council to freeze LSP 
grants and the effect this would have on South Cambs residents. 
 
The Leader NOTED the final actual revenue and capital expenditure for his Portfolio 
compared with the working budget for the year ended 31 March 2010. 

  
10. FINANCIAL MONITORING REPORTS 2010/11: LEADER'S PORTFOLIO TO 30 JUNE 

2010 
 
 Peter Harris, Principal Accountant (General Fund and Costing) was in attendance for this 

item. 
 
The Accountant presented the first quarter report for 2010/11. It was noted that as a result 
of the County Council freezing the funding of LSP grant monies without notice, as reported 
in the previous item, the reimbursement of LSP expenditure indicated in the appendices to 
the report was no longer expected, which meant that an overspend of over £57,000 had 
already occurred on this item and future payment of the council’s commitments would 
increase this figure. The Leader informed the meeting that the council would honour the 
commitments already made and would not be asking for grant monies to be returned. 
 
The Leader NOTED the report and accompanying appendices.  

  
11. SERVICE PLAN IMPROVEMENT MILESTONES END OF YEAR REPORT 2009/10 
 
 The Leader NOTED the contents of the report and appendix. 
  
12. FORWARD PLAN 
 
 The Portfolio Holder NOTED the contents of the Forward Plan with the following 

amendment: 
 
16 September 2010 
 
Single Joint Agreement with Cambridgeshire Councils for Voluntary Service 
 
11 November 2010 
 



Leader's Portfolio Meeting Thursday, 15 July 2010 

Cost Recovery Policy in respect of Contaminated Land (deferred from 16 September 2010 
meeting) 

  
13. DATE OF NEXT MEETING 
 
 It was NOTED that the next meeting would be held at 10am on 16 September 2010. 
  
  

The Meeting ended at 11.20 a.m. 
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PREAMBLE 

 
The Licensing Act 2003 introduced major changes to the law relating to alcohol sales and supply, 
Public Entertainment and Late Night Refreshments. A unified system of regulation through District 
Councils has been fully operational since February 7th 2005. There are two types of licence: the 
Premises Licence and the Personal Licence. As a result South Cambridgeshire District Council 
instead of the Magistrates Court have assumed responsibility for licensing all outlets within the 
District that sell or supply alcohol or carry out any of the licensable activities as described within 
this policy. 
 
Premises are permitted more flexibility in how they operate which includes the possibility of 
extensions to opening hours but this is balanced by greater accountabilities, new offences and 
strong enforcement powers. 
 
The system is underpinned by four key objectives: 
 
1) The Prevention of Crime and Disorder 
2)  Public Safety. 
3)  The prevention of public nuisance 
4)  The protection of children from harm 
 
The Act requires the Licensing Authority to publish and keep under review a statement of its 
Licensing Policy. Partnership working is essential to the system and statutory bodies, Licensees 
and resident representatives are key stakeholders who will be consulted before the reviewed policy 
is finally adopted. 
 
South Cambridgeshire District Council continues to integrate its new responsibilities with existing 
policies, strategies and legislation and in particular those that have a direct relevance to any of the 
four key objectives. The Council recognises that the Act does not exempt the Council from fulfilling 
its obligations under s17 of the Crime and Disorder Act 1998. 
 
We recognise that Licensing can have a positive and welcome impact on our communities. This is 
your opportunity to comment on the Draft Licensing Policy Statement to ensure that it reflects a 
balance between the commercial interests of the licensed trades and the communities they serve. 
 
The Licensing Act requires the Licensing Authority to currently review its policy at 3-year intervals, 
however the council acknowledges the intention of DCMS to remove this requirement as a 
mandatory procedure.  
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1. Introduction 
 
 
1.1 South Cambridgeshire is a rural area comprising over 100 villages that surrounds the City 

of Cambridge. There is a wide mix of premises that are covered by the new Licensing 
regime ranging from schools to village halls and public houses. It is recognised that these 
premises contribute much to the economic and social life of the District. 

 
1.2 Licensing is about the regulation of licensable activities in licensed premises, qualifying 

clubs and temporary events within the terms of the Licensing Act 2003. Any conditions 
attached to licences or certificates will be focused on matters that are within the control of 
the individual licensee and others in possession of relevant authorisations. 

 
1.3 The Local Authority is able to grant or reject applications for the sale of alcohol, the 

provision of entertainment or late night refreshment. However, the ability of the Council to 
take decisions is limited by the provisions of the Licensing Act and regulations made under 
the Act and to a lesser degree by the guidance issued by the Secretary of State for the 
Department of Culture Media and Sports (DCMS).  

 
1.4 This policy document should not be regarded or interpreted as an indication that any 

requirement of licensing or other law may be overridden. 
 
1.5 This policy is produced in line with the requirement of the Act and is in line with revised 

guidance issued under section 182 of the Act on the 27th March 2010. It applies to activities 
that the Council is responsible for under the Licensing Act 2003 (The Act). These 
responsibilities are laid out within the Act as:- 

 
• The retail sale of alcohol (including via the internet, mail order, and including the 

sale of wholesale quantities to the public) 
• Supply of alcohol to club members (Clubs are defined in Annex D) 
• Supply of hot food or drink from premises between the hours of 23:00 and 05:00 

(this includes takeaways). 
• The provision of regulated entertainment to the public or to club members or with a 

view to profit. 
 

Regulated entertainment is defined within the Act as:- 
 

• Performances of a play 
• Film exhibitions [1] 
• Indoor sporting events 
• A boxing or wrestling event 
• Live music performances 
• Playing of recorded music 
• Dance performances 
• Entertainment of a similar description to that falling within the performance of live 

music, playing or recorded music and performance of dance 
• Provision of facilities for making music 
• Provision of dance facilities- 
• Provision of facilities for entertainment similar to making music or for dancing  

 
This Policy relates to all licensed premises within the South Cambridgeshire area. 

 
[1] An exhibition of a film means any exhibition of moving pictures subject to the following 
exemptions:- 
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• Demonstrate any product 
• Advertise any goods or services 
• Provide information, education or instruction. Or. 
• Consists or forms part of an exhibit put on show for any purpose of a museum or art 

gallery 
• Consists of the simultaneous reception and playing of a programme included in a 

programme service within the meaning of the Broadcasting Act 1990 (c.42) 
 
Exemptions  

 
1.6 The 2003 Act provides exemptions relating to specific circumstances where authorisation 

may not be required. Guidance on such exemptions relating to private entertainments, pub 
games and the playing of incidental music should be sought from the Licensing Authority.  

 
1.7 This Licensing Policy Statement has 3 main objectives, which are:- 
 

(a) To inform applicants of the basis and process under which the Council will make 
Licence decisions, and therefore how a licensed premises is likely to be able to 
operate within the area. However, each case must be examined on its individual 
merits, e.g. R v Torquay Licensing Justices ecp. Brockman [1951] 2KB 784 

(b) To inform residents and businesses of the basis and process under which the 
Council will make decisions on Licence applications and therefore how their needs 
will be addressed. 

(c) To inform elected members on the Licensing Committee of powers of the Council 
and the limits of those powers, and to provide elected members with the parameters 
under which to make their decisions. 

 
2. Objectives 
 
2.1 The Council has a duty under the Act to carry out its functions in relation to licensing with a 

view to promoting the four Licensing objectives which are:- 
 

(a) The Prevention of Crime and Disorder 
(b) Public Safety 

 (c) The Prevention of Public Nuisance 
 (d) The Protection of Children from Harm. 
 

Each objective is of equal importance. 
 
2.2 To achieve these objectives the Council will use its full range of powers and will engage all 

relevant responsibilities including planning controls, transport controls, crime reduction 
controls and relevant policies or strategies that will promote the Licensing objectives. The 
Council will work closely with the Police, Fire Service, Businesses, community 
representatives and local people in meeting these objectives. 

 
2.3 Nothing in this Licensing Policy Statement will:- 
 

• Undermine the right of any individual to apply under the terms of the Act for a variety of 
permissions and to have any such applications considered on their individual merits. 

• Override the right of any person to make representations on an application or to seek a 
review of a licence or certificate where provision has been made for them to do so in 
the Act. 

 
2.4 Every application will be dealt with impartially and on its individual merits. Where the 

Council has received a representation from a responsible authority (such as the Police or 
an Environmental Health officer), or an interested party (such as a local resident or local 
business which is a relevant representation), it may refuse to grant or vary an application or 
it may impose conditions provided such conditions promote one or more of the licensing 
objectives. The Council is aware of the powers under the Anti Social Behaviour Act (s 40,41 
- noise causing a public nuisance) and is also aware that the use of conditions and the 
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application of Licensing law should not be used as a tool in the control of anti-social 
behaviour either by groups or individuals once those groups or individuals are beyond the 
direct control of a person or organisation responsible for licensed premises.  

 
2.5 There is no provision for a Licensing Authority itself to make representations in respect of 

an application. The authority is obliged to issue the licence on the terms sought unless 
relevant representations are made either by a responsible authority or an interested party. 

 
2.6 The Council stresses that there are many additional powers available to other bodies to 

control such behaviour. 
 
2.7 The Licensing Authority expects every licence holder or event organiser to 

minimise the impact of their activities on the surrounding area and any anti 
social behaviour created by their customers in and within the vicinity of 
their premises by taking appropriate measures and actions consistent with 
that responsibility. Whether or not incidents can be regarded as being in 
‘the vicinity’ of the licensed premises will depend on the specific circumstances of the 
case. In cases of dispute the question will ultimately be decided by the courts. In 
addressing this matter, the Licensing Authority will primarily focus on the 
direct impact of the activities taking place at the licensed premises on 
members of the public living, working or engaged in normal activity in the 
area concerned. 

 
3. Consultation 
 
3.1 South Cambridgeshire District Council will consider the views of those it consults. The 

Policy will take effect from the 7th February 2011 and will be reviewed in line with 
Government guidance. However, the Council will keep the policy under review and may 
amend the Policy at any time. Should such action be required it will only be done following 
appropriate consultation. 

 
3.2 S.5 of the Act stipulates a number of persons who have an interest in licensing and must be 

consulted on any Licensing Policy, these are:- 
 

• The Chief of Police 
• The Fire Authority 
• Persons or bodies representative of local holders of premises licences including club 

premises 
• Persons or bodies representative of local holders of Personal Licences  
• Persons or bodies representitative of businesses and residents in the area 

 
3.3 This Authority will consult with all of the above and any other relevant persons or bodies 

that wish to put forward relevant views. The views of these bodies/persons will be given 
appropriate weight when the policy is determined.  

 
3.4 In addition we will consult with Parish Councils, Local members and other additional bodies 

as appropriate in relation to policy.  
 
4.  Cumulative Impact 
 
4.1 When determining each Licence application the Council will take into account the 

cumulative impact of the application on the four Licensing Objectives.  
 
4.2 This should not however be mistaken with “need” which relates more specifically to the 

commercial demand for a particular type of premises i.e. a Pub or Hotel. The issue of need 
is a matter to be dealt with by development control or by the consumer market and 
therefore need does not form part of the licensing policy statement. South Cambridgeshire 
District Council has no evidence to suggest that there is a need to adopt a ‘special policy’ in 
the South Cambridgeshire District at this time.  
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4.3 The Council may receive representations on the cumulative impact of an application from 

either a responsible authority or an interested party (as defined within the act) to the effect 
that an area is becoming saturated by premises of a certain type and is therefore acting 
against one of the four licensing objectives. In such cases the cumulative impact can be 
taken into account when determining any individual case. In determining any saturation 
policy for any particular area the Council will have regard to:-  

 
(a) Evidence or identification of serious and chronic concern from a responsible 

authority or local residents about nuisance and disorder. 
(b) The identification of the area from which problems arise and the boundaries of that 

area 
 (c) An assessment of the evidence 

(d) Adopting a strategy to deal with future applications relating to new and existing 
premises in the defined area 

(e) Consultations with those specified in S5(3) of the 2003 Act, and subject to the 
outcome of the consultation.  

(f) Inclusion and publication of details of special policy in the Licensing policy 
statement  

 
4.4 The Council will not adopt a quota which in effect determines any application before it is 

submitted. Nor will it seek to impose general limitations on opening hours of licensed 
premises in particular areas (commonly known as zoning). 

 
4.5 Regard will be given to the particular characteristics of the premises within the given area. It 

is recognised that Pubs, Restaurants, Clubs etc all have different needs and offer different 
facilities to the public. Proper regard to these differences will be given and the differing 
impact they may have on the local community will be considered.  

 
5. Licensing Hours 

 
5.1 The Council recognises that flexible licensing hours can avoid a concentration of customers 

leaving simultaneously, which can alleviate public nuisance in circumstances where there 
are a large number of premises closing at the same time.  

 
5.2 It is also recognised that licensing hours should not inhibit the development of a thriving 

and safe evening and night time local economy. Providing consumer choice and flexibility 
will be balanced against the four licensing objectives and the rights of local residents to 
peace and quiet. The Licensing Authority makes no general presumption in favour of 
lengthening licensing hours and the four licensing objectives are of paramount 
consideration at all times.  

 
5.3 Shops, stores and supermarkets which hold appropriate licences should generally be 

permitted to sell alcohol for consumption off the premises at all times at which they are 
open for the sale of other items. However in the case of individual premises known to be a 
focal point of disorder or in an area with a proven history of drink related public nuisance or 
crime and disorder then subject to Police representations a limitation of licensing hours will 
be considered. 

 
5.4 In general the Council will deal with the issue of licensing hours on the individual merits of 

each application taking into account the objectives of the Licensing Act. This may include 
the extension of opening hours and may also include stricter conditions in other areas such 
as noise and public nuisance measures. 

 
5.5 It is important to note that “opening hours” - the times when premises are open to the public 

- are not necessarily identical to the hours during which licensable activities may take place. 
For example, a Public House may open in the early mornings for deliveries, maintenance 
etc but not to conduct a licensable activity such as the sale or supply of alcohol. 

Page 7



8  

6. Children and premises 
 

6.1 The protection of children from harm is one of the four licensing objectives. The Council has 
taken account of the view of the Government that access to licensed premises by children 
should be encouraged subject to the limitations of the Act. The Council also recognises 
there is a wide range of premises that may be required to hold a licence under the 
Licensing Act 2003 and such premises include pubs, nightclubs, cafes, theatres, cinemas, 
community halls and schools amongst others. Access to all types of premises will not be 
limited unless it is subject to limitations under the Act or is considered necessary to do so to 
protect children from physical, moral or psychological harm. 

 
6.2 When deciding whether to limit access to children or not the Council will treat every 

application on its individual merits. The following are examples of premises that may give 
rise to concerns over the suitability of access by children:- 

 
a) Where entertainment or services of an adult or sexual nature are commonly 

provided (for example, topless bar staff, striptease, lap/table or pole dancing, 
performances involving feigned violence or horrific incident, feigned or actual sexual 
acts or fetishism, or entertainment involving strong or offensive language.) 

 
b) Where there is a strong element of gambling on the premises (but not for example, 

the simple presence of a small number of cash prize gaming machines, which are 
addressed under the Gambling Act 2005  

 
c) With a known association with drug taking or dealing as notified to the Council by 

the Police 
 

d) Where there have been convictions of members of the current staff at the premises 
for serving alcohol to minors or premises with a reputation for underage drinking 
 

e) Where the supply of alcohol for consumption on the premises is the exclusive or 
primary purpose of the services provided at the premises (for example, pubs). 
 

It is expected that complete bans will be rare. Options for limiting access by children for 
their protection from harm may include:- 

 
f) A limit on the hours when children may be present at the premises 

 
g) A limitation or exclusion of children under certain ages when particular specified 

events are taking place. 
 
h) Limitations on the parts of premises to which children might be given access 

 
i) Age limitations (below 18) 

 
j) The requirement to be accompanied by a responsible adult (over 18yrs of age) 
 
K)  Full exclusion of those people under 18 from the premises when any licensable 

activities are taking place.  
 

6.3 The Council cannot impose conditions requiring children to be admitted to any premises. 
This is up to the discretion of the individual premises. However, conditions may be imposed 
on premises to clearly inform the public before they enter the premises whether children are 
permitted access or not. 

 
6.4 Venue operators seeking premises and club premises certificates may wish to volunteer 

prohibitions and restrictions in their operating schedules because their own risk 
assessments have determined that the presence of children is undesirable or inappropriate. 
Where no relevant representations are made to the council, these volunteered prohibitions 
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and restrictions will become conditions attaching to the licence and will be enforceable as 
such. 

 
 
7. Children and Cinemas 

 
7.1 In the case of premises licensed for the exhibition of films conditions will be imposed in line 

with any limitations imposed by the British Board of Film Classification (BBFC). In such 
cases where an exhibition of a film does not hold a BBFC certificate, the venue operator will 
be expected to self regulate the film in line with the BBFC classification system.  In the 
absence of any recognised certification, the Licensing Authority will retain the right to view 
the film prior to its being shown to the general public and impose an age restriction as it 
considers appropriate to promote the Licensing objectives.  

 
 
8.  Enforcement 
 
8.1 Licensing Law is not the primary mechanism for the general control of nuisance and anti-

social behaviour beyond a licensed premises. However, licensed premises must be 
maintained and operated so as to ensure the continued promotion of the Licensing 
objectives and compliance with specific requirements of the Act. The Council will establish 
and maintain enforcement protocols with the Police and other enforcement agencies to 
ensure that the most effective use is made of enforcement resources. These protocols will 
provide targeting for known problem premises and high-risk premises as well as potentially 
problematic individual licensed events. In line with the Council’s enforcement policy a 
‘lighter touch’ approach will be adopted for low risk premises and those which are well run.  

 
8.2 The Council’s Environmental Health Enforcement Policy (Annex B) demonstrates the 

principles of good enforcement. In general, enforcement action will be conducted within 
these policy guidelines or the guidelines of relevant legislation to ensure consistency and 
transparency wherever possible. 

 
9. Conditions of Licensing 
 
9.1 This Policy does not provide for any “standard conditions” to be imposed, this is to avoid 

the imposition of disproportionate and burdensome requirements. Conditions attached to 
licences will be tailored to reflect the individual style, characteristics and requirements of 
the activities concerned. It should be noted that “pools of conditions” from which 
appropriate and proportionate conditions may be drawn in particular circumstances are 
provided in this policy statement (Annex A). It should also be made clear that any 
conditions attached to a premises licence can only be attached if they are compatible with 
the operating schedule or are the result of a relevant representation having been made. 

 
9.2 Conditions will not be imposed which are beyond the responsibility or the control of the 

licence holder. Where conditions are imposed on premises licences and club certificates 
they will so far as possible reflect the Local Crime prevention strategy but they must also be 
reflective of one or more of the four licensing objectives. Conditions cannot be imposed on 
licences and certificates for other purposes. 

 
9.3 Conditions relating to late night refreshment outlets must relate to the night time operation 

of the premises and will not be used to control daytime activities. 
 
9.4 Conditions attached to premises licences and club premises certificates will, so far as, 

possible reflect local crime prevention strategies.  
 
9.5 When attaching appropriate conditions individually to relevant applications or where it is 

necessary to depart from the guidance - either in this policy or at any other time - the 
Council will give clear and cogent reasons for doing so. 
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10. Amusements with prizes 
 
10.1 The responsibility for grant of these permits has passed over to the Licensing Authority 

along with the new Licensing Act. The granting of such permits is not a licensing function 
under the 2003 Act and the authority for the grant or refusal of such permits will be derived 
from The Gambling Act 2005.  

 
11. Integration with Council strategies 
 
11.1 When considering and reviewing this policy the District Council will consider local and 

regional strategies and policies including the Local Community Strategy, Crime Prevention, 
Transport, Tourism and cultural strategies. However it recognises the need to avoid, so far 
as possible, duplication of existing legislation and other regulatory regimes that place 
obligations on employers and operators such as The Health and Safety at Work Act 1974, 
The Environmental Protection Act 1990, Children Act 2004, Disability Discrimination 
legislation and the Regulatory Reform (Fire Safety) Order 2005.  

 
11.2 Arrangements will be made for the licensing committee to receive reports when appropriate 

on the following matters to ensure these are reflected in their decisions:- 
 

a) The needs of the local tourist economy and cultural strategy, including the arts for 
the District 

b) The employment situation in the District and the need for investment and 
employment where appropriate. 

 
11.3 The Council is aware of its obligations under the Race Relations Act 1976 as amended with 

the Council’s Race Equality Scheme and will have due regard to the need to eliminate 
unlawful discrimination; and to promote equality of opportunity and good relations between 
persons of different racial groups. 

 
11.4 The Council recognises the need to encourage and promote a broad range of 

entertainment particularly live music, dancing and theatre (including the performance of a 
wide range of traditional and historic plays), for the wider cultural benefit of communities.  
The Licensing Authority subscribes to the view expressed in the Guidance to the Act that 
the absence of cultural provision in any area can in itself lead to a loss of community 
awareness and can expose young people to anti-social activities that damage local 
communities. 

 
11.5 A natural concern to prevent disturbance in neighbourhoods will always be carefully 

balanced with the wider cultural benefits, particularly the cultural benefits to children. In 
determining what conditions should be attached to licenses or certificates as a matter of 
necessity for the promotion of the Licensing objectives, the Council will bear in mind the 
need to avoid measures which might deter live music, dancing and theatre by the 
imposition indirect costs of a disproportionate nature on the premises or applicant. 

 
11.6 Where possible officers will follow the government guidance on monitoring the impact of 

licensing on the provision of regulated entertainment, and particularly live music and 
dancing.  

 
11.7 Although in certain circumstances planning and licensing applications may be made in 

tandem it should be recognised that there is no pre-requisite for planning permission to be 
in place as part of the Licensing application. However in most cases, applications for 
permanent commercial premises licences should normally be presented with a copy of the 
planning consent for the property concerned. Licence applications are not an opportunity to 
revisit the planning or building control application process and will not cut across planning 
decisions. Similarly, the granting by the Licensing Committee of any variation of a licence 
which involves a material alteration to a building will not relieve the applicant of the need to 
apply for planning permission or building control where appropriate. 
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12. The Licensing process 
 
12.1 One of the major principles underlying the Act is that the licensing functions contained 

within the Act should be delegated to an appropriate level so as to ensure speedy, efficient 
and cost effective service delivery. 

 
12.2 The powers of the Council under the Act may be carried out by the Licensing Committee, by a 

Sub-Committee or by one or more officers acting under delegated authority.  
 
12.3 Many of the functions will be largely administrative in nature with no areas of contention. In 

the interests of efficiency and cost effectiveness officers will for the most part, carry these 
out. 

   
12.4 A Committee of the Council will consider all applications where there are relevant 

representations. A Committee of the Council will also consider any application for review of 
a licence unless considered repetitious, vexatious or frivolous by the Corporate Manager 
Health & Environmental Services or his appointed representative. A table of delegation of 
licensing functions is attached as Annex “C”. 

 
12.5 In ‘the vicinity’ will be a question of fact and will depend on the particular circumstances of a 

case, although in determining this wording the council will primarily focus on the direct 
impact of the activities taking place at the licensed premises on members of the public 
living working or engaged in normal activity in the area concerned.  

 
12.6 The Council will expect individual applicants to address the licensing objectives in their 

Operational Plan having regard to the type of premises, the licensable activities to be 
provided, the operational procedures, the nature of the location and the needs of the local 
community. 

 
12.7 Where possible the Licensing Authority shall aim to assist the applicant in completing any 

applications and correcting any minor factual errors in their application. The Licensing 
Authority shall not consider potential breaches of regulations or errors which could result in 
changes to consultation dates as a “minor” error. The interpretation of what is an obvious 
and minor factual error shall rest with the Licensing Authority. 

 
12.8 Pre-application dialogue between stakeholders is encouraged in order to address potential 

problems and avoid unnecessary hearings and appeals. 
 
12.9 Applicants will be encouraged to make themselves aware of any relevant planning and 

transportation policies, tourism and cultural strategies or local crime prevention strategies 
and to have taken these into account, where appropriate, when formulating their Operating 
Plan.  

 
12.10 With regard to minor variations the Licensing Authority shall take into account the 

supplementary Guidance issued under Section 182 on the simplified process for minor 
variations to Premises Licences and Club Premises Certificates. Minor variations would 
generally fall in to four categories: 

 
•     Minor changes to the structural layout of a premises 
•     Small adjustments to licensing hours, but not including extensions to hours for sale 
      of alcohol 
•     Removal of all out of date, irrelevant or unenforceable conditions or the addition of 
      volunteered conditions 
•     The addition of certain licensable activities  
 
In all cases related to minor variations the overall test is whether the proposed variation 
would impact adversely on any of the four licensing objectives. Applicants should be 
aware that a minor variation cannot be used to extend the hours for sale or supply of 
alcohol as defined in the legislation; furthermore it is the view of the Licensing Authority that 
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the minor variation process should not generally be used  to seek an increase in hours of 
live or recorded music. 

 
12.11 When determining applications the Council will operate in accordance with its procedures 

for hearings as laid out in Annex ”E”. At the hearing the Committee will have regard to any 
guidance issued by the Department of Culture Media and Sports (DCMS) and the wording 
of the Licensing Act 2003 itself. 

  
13. Personal Licences 
 
13.1 Any individual may apply for a personal licence whether or not they are currently employed 

within the alcohol industry. The application process is subject to clear guidelines within the 
Act and it is recognised that in general the Local Authority has no powers to refuse an 
application (unless the police raise an objection) provided that the correct application 
procedure has been followed and the applicant meets the criteria laid down in the Act. In 
cases where the Police have served an objection notice to any individual application a 
Committee or Sub-Committee of the Council will consider all applications where there are 
relevant representations. 

 
13.2 If the licence is refused on grounds that there is still a risk to the community in granting the 

licence, the applicant maintains a right of appeal.  
 
13.3. When determining applications the Council will operate in accordance with its procedures 

for hearings as laid out in Annex” E”. At the hearing the Committee or Sub-Committee will 
have regard to any Guidance issued by the Department of Culture Media and Sports 
(DCMS). 

 
14. Provisional Statements 
 
14.1 Where an application is made in respect of premises being constructed for the purpose of 

being used for licensable activities, or extended or otherwise altered; it will be possible for 
an application to be submitted and a provisional statement to be issued by the Licensing 
Authority. However, it should be made clear that the process to be followed in respect of 
attaining a provisional statement follows closely that of the normal application procedure. 
Once a provisional statement has been issued the scope for further representations upon 
completion of works will be limited provided the original schedule of works was followed. 
Any decision of the Local Authority on an application for a provisional statement does not 
relieve the applicant of the need to comply with building control or planning legislation. 
Provisional statements may not be sought or given for a vessel, a vehicle or a moveable 
structure.  

 
15. Open Spaces 
 
15.1 South Cambridgeshire District Council will consider where appropriate the licensing of 

public open spaces for events that are not covered by Temporary Event Notices. 
 
15.2  In the case of festivals and carnivals, where a Premises Licence is required or a 

Temporary Event Notice is to be served, it will be the responsibility of the event organiser 
and the landowner to ensure that the appropriate licence is in place. Where appropriate, the 
Licensing Authority recommends that the organiser contacts the Safety Advisory Group as 
soon as is practicable in order to seek advice on holding their events in order to promote 
the four Licensing Objectives. 
 

15.3 In the case of circuses, organisers are advised to contact the Licensing Authority in the 
first instance in order to ascertain whether or not a Premises Licence or Temporary Event 
Notice is required. The Licensing Authority recognises that music and dancing may be 
considered as ancillary to the circus performance. The Licensing Authority shall, however, treat 
each application on its own merit. 
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16. Temporary Event Notices (TEN) 
 
16.1 Whilst it is a legislative requirement for 10 working days notice (exclusive of the day on 

which the event is to start) to be given of a temporary events notice, the Council would wish 
applicants to make contact with the Licensing section at an early stage before a formal 
application is made. This is important particularly for larger events of up to 499 persons. 
The Council can provide appropriate and essential advice on issues surrounding the event 
especially as they relate to the licensing objectives. Persons giving notice of a TEN are 
advised that notices given too far in advance of an event may be difficult for the police to 
make a sensible assessment and could lead to avoidable objections being made. For this 
reason it is suggested that TENs are not made more than nine months in advance of the 
date for which an event is due to take place. Early consideration will allow many issues to 
be addressed and may avoid objections by the Police. 

 
16.2 Applicants are reminded that the serving on the Council of a Temporary Event Notice does 

not remove their obligations under any other legislation including that of statutory noise 
nuisance. Where necessary permissions should be sought from the appropriate body. The 
Council strongly recommends that applicants familiarise themselves with these 
responsibilities which amongst others may include: 

 
• Planning permission 
• Health and Safety 
• Noise pollution 
• The erection of temporary structures 
• Road closures 
• The use of pyrotechnics 
• Anti-social behaviour 

 
16.3 Applicants intending to sell alcohol are also reminded that it is an offence to supply alcohol 

to minors or persons who are drunk and that the police have powers to close down 
premises without prior notice on the grounds of disorder under part 8 of the Act or the 
likelihood of disorder or because of public nuisance caused by noise. These powers are in 
addition to any powers the Authority may have under the Anti-Social Behaviour Act 2003. 

 
16.4 Applicants are also reminded that a limit of fewer than 500 persons at any one time applies 

to a temporary event and failure to comply with this limit may lead to prosecution. 
Accordingly organisers are strongly recommended to employ means of recording the 
number of persons entering and leaving the premises. 

 
17.  Licence reviews 
 
17.1   The process set out in the Licensing Act 2003 for reviewing premises licences represents a 

key protection for the community where problems associated with the licensing objectives 
are occurring after the grant or variation of a premises licence. 

 
17.2 The Licensing Authority cannot itself initiate the review process.  Only Responsible 

Authorities and interested parties (i.e. local residents, local organisations and councillors) 
can apply for the review of a licence. 

 
17.3 The Licensing Authority will work in partnership with responsible authorities to achieve the 

promotion of the licensing objectives and will encourage responsible authorities to give 
licensees early warning of any concerns identified at a premises. 

 
17.4 When a review has been requested the role of the Licensing Authority will be to administer 

the process and determine its outcome at a hearing. 
 
17.5 The Licensing Authority may decide that no action is necessary if it finds that the review 

does not require it to take any steps necessary to promote the licensing objectives.  In 
appropriate cases the Authority may issue an informal warning to the licence holder and/or 
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recommend improvement within a particular period of time.  Any warnings or 
recommendations will be issued in writing. 

 
17.6 Where the Licensing Authority considers that action under its statutory powers is necessary 

it may take any of the following steps: 
• to modify the conditions of the premises licence (which includes adding new 

conditions or any alteration or omission of an existing condition); 
• to exclude a licensable activity from the scope of the licence; 
• to remove the designated premises supervisor; 
• to suspend the licence for a period not exceeding three months; 
• to revoke the licence. 

 
17.7 In cases where the crime prevention objective is being undermined the Licensing Authority 

will give serious consideration to revoking the licence even in the first instance. 
 
18. Contacts and applications 
 
18.1 Further information on the application and guidance notes to accompany the application 

can be obtained from: 
 

• Licensing Section 
South Cambridgeshire District Council 
South Cambridgeshire Hall  
Cambourne Business Park  
Cambourne  
Cambridgeshire 
CB23 6EA 
 

• By E-mail: licensing@scambs.gov.uk 
• Telephone: 01954 713132/ 713024 
• Downloading the information from the Council`s website at: 

www.scambs.gov.uk 
 

• Safety Advisory Group 
Ms J Stallabrass 
South Cambridgeshire District Council 
South Cambridgeshire Hall 
Cambourne Business Park 
Cambourne 
Cambridgeshire 
CB23 6EA 
 

• By E-mail: - juli.stallabrass@scambs.gov.uk 
• Telephone: - 01954 713024 
 
All applications should be sent to: 

 
• The Licensing Officer 

South Cambridgeshire District Council 
South Cambridgeshire Hall  
Cambourne Business Park  
Cambourne 
Cambridgeshire 
CB23 6EA 

 
18.2 As required by the Act, one copy of each application must be sent to each of the following 

responsible authorities: 
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The Chief of Police (licensing) 
Cambridgeshire Constabulary 
Parkside Police station 
Parkside 
Cambridge 
CB1 1JG 

 
Cambridge Fire and Rescue service (Licensing) 
Cambridge fire and rescue 
Parkside fire station 
Cambridge 
CB1 1JF 

 
 
Cambridgeshire Social Services 

 
 
Licensing Applications 
Safeguarding & Standards Unit 
BOX NO: CC1010 
Room C007, Castle Court 
Shire Hall 
Cambridge 
CB3 0AP 

 
Tel: 01223 706380 
Fax: 01223 475965 
Email: Jill.Sheldon@cambridgeshire.gov.uk 
 

 
Corporate Manager Health & Environmental Services 
South Cambridgeshire District Council 
Cambourne Business Park 
Cambourne 
Cambridgeshire 
CB3 6EA 
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ANNEX A 
 
1. Pool of conditions 
 
1.1 Guidance issued under section 182 of the Act outlines a number of conditions that may be 

used to promote the four objectives. Whilst this list is not exhaustive it is an indication to 
applicants of the conditions that may be considered appropriate in individual cases. 

 
1.2 It should be noted that in addition to any relevant conditions placed on a premise that it is 

unlawful under the 2003 Act: 
 

(i) to knowingly sell or supply or attempt to sell or supply alcohol to a person who is 
drunk 

(ii)   to knowingly allow disorderly conduct on licensed premises 
(iii) for the holder of a premises licence or a designated premises supervisor knowingly 

to keep or to allow to be kept on licensed premises any goods that have been 
imported without payment of duty or which have otherwise been unlawfully imported 

(iv) To allow the presence of children under 16 who are not accompanied by an adult 
between midnight and 5am at any premises licensed for the sale of alcohol for 
consumption on the premises, and at any time in premises used exclusively or 
primarily for the sale and consumption of alcohol. 

 
Conditions enforcing these arrangements will therefore be unnecessary 

 
2. Conditions relating to Crime and Disorder 
 

(a) Text/radio Pagers  
 

2.1 In cases where it is recommended that a condition requiring the text/radio pager links to the 
police should include the following requirements:  

 
(i) The text/pager equipment is kept in working order at all times; 
(ii) The pager link is activated, made available to and monitored by the designated 

premises supervisor or a responsible member of staff at all times that the premises 
are open to the public; 

(iii) Any police instructions/directions are complied with whenever given; and  
(iv) All instances of crime or disorder are reported via the text/radio pager link by the 

designated premises supervisor or a responsible member of staff to an agreed 
police contact point.  

 
(b) Door Supervisors (registered with the Security Industries Authority) 

 
2.2 The Local Authority recognises that in applications where door supervisors are referred to 

in the operating schedule conditions relating to door supervisors are mandatory. Where 
conditions are attached relating to the provision of door supervisors and security they may 
be valuable in: 

 
(i) Preventing the admission and ensuring the departure from the premises of the 

drunk and disorderly, without causing further disorder; 
(ii) Keeping out excluded individuals (subject to court bans or bans imposed by licence 

holder); 
(iii) Searching and excluding those suspected of carrying illegal drugs or carrying 

offensive weapons and; 
(iv) Maintaining orderly queuing outside venues 

 
2.3 Where door supervisors are to be a condition of a licence they are required to be licensed 

through the Security Industries Authority in line with the Securities Industry Act 2000. 
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(c) Bottle bans 
 
2.4 It is recognised that glass vessels (i.e. bottles and glasses) may be used as weapons 

inflicting serious harm during incidents of disorder. Conditions may include: 
 

(i) No bottles containing beverages of any kind, whether open or sealed, shall be given 
to customers on the premises whether at the bar or by staff service away from the 
bar 

(ii) No customer carrying open or sealed bottles shall be admitted to the premises at 
any time that the premises are open to the public. 

 
2.5 In appropriate circumstances conditions may exempt bottles containing wine or similar sold 

for consumption with a table meal by customers who are seated in a separate area from the 
bar. 

  
(d)  Open containers not to be taken from the premises  

 
2.6 Drinks purchased in licensed premises or clubs may be taken from those premises for 

consumption elsewhere. This is lawful where premises are licensed for the sale of alcohol 
for consumption off the premises.  

 
2.7 Consideration should be given to conditions preventing customers from taking alcoholic and 

other drinks from the premises in open containers such as cans, bottles or glasses to 
prevent the use of these containers as offensive weapons in surrounding streets after 
individuals have left the premises.   

 
2.8 Restrictions on taking open containers from the premises may also be relevant necessary 

measures to prevent public nuisance.  
 

(e) CCTV 
 
2.9 The presence of CCTV cameras can be an important means of deterring and detecting 

crime at and immediately outside licensed premises. Conditions may include: 
 

(i) The need to have CCTV cameras on the premises 
(ii) The precise positioning of each camera 
(iii) The requirement to maintain cameras in good working order 
(iv) The requirement to retain recordings for an appropriate period. 

 
Other conditions that may be considered relevant to promote the reduction of crime 
and disorder may include: 

 
(i) Restriction on drinking areas 
(ii) Capacity limits 
(iii) Proof of age cards 
(iv) Crime prevention notices 
(v) Signage at or immediately outside the premises 
(vi) Use of plastic containers and toughened glass 

 
3. Conditions relating to the protection of children from harm 
 

(a) Age Restrictions – specific 
 
3.1 The hours of day during which age restrictions may or may not apply. For example, the fact 

that adult entertainment may be present at premises in the evening does not mean that it 
would be necessary to impose age restrictions for earlier parts of the day. 

 
3.2 Types of event or activity where consideration for age restrictions may be appropriate 

include “Happy Hours” or drinks promotion nights or activities of an adult nature. 
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(b) Age Restrictions – Cinemas  
 
3.3 Should the Authority decide to make recommendations on the admission of children to 

films, the cinema or venue operator must submit any film to the Authority that it intends to 
exhibit 28 days before it is proposed to show it. This would enable the Authority time to 
classify it so that the premises licence holder is able to adhere to any age restrictions then 
imposed. 

 
3.4 That when films are classified, by either the Film Classification Body as specified in the 

licence or the Licensing Authority they will be classified in the following way: 
 

§ U – Universal, suitable for audiences four years and over 
§ PG – Parental Guidance. Some scenes may be unsuitable for young children. 
§ 12A – Passed only for viewing by persons aged over 12 years or older or persons 

younger than 12 years when accompanied by an adult. 
§ 15 – Passed only for viewing by persons aged 15 years and over 
§ 18 – Passed only for viewing by persons aged 18 years of age and over 

 
3.5 Conditions may require that immediately before any exhibition at the premises of a film 

passed by the British Board of Film Classification there shall be exhibited for at least 5 
seconds in such a manner as to be easily read by all persons in the auditorium a 
reproduction of the certificate of the board or, as regards a trailer advertising a film, of the 
statement approved by the board indicating the classification of the film. 

 
3.6 Conditions that where the Local Authority has made a recommendation on the restriction of 

admission of children to a film, notices are required to be displayed both inside and outside 
the premises to make people aware of the classification attached to any film or trailer. 

 
3.7 Possible Expression of Condition:  

 
(a) Where a programme includes a film recommended by the licensing authority as 

falling into an age restricted category no person appearing to be under the age 
specified shall be admitted to any part of the programme; where a programme 
includes a film recommended by the licensing authority as falling into a category 
requiring any persons under a specified age to be accompanied by an adult no 
person appearing to be under the age specified shall be admitted to any part of the 
programme unaccompanied by an adult, and the licence holder shall display in a 
conspicuous position a notice clearly stating the relevant age restriction and 
requirements. For example:  

 
PERSONS UNDER THE AGE OF [INSERT AGE] CANNOT BE ADMITTED TO ANY PART 
OF THE PROGRAMME.  

 
(c) Conditions relating to Children’s access to Theatres and performances 

especially for children 
 

(i) Types of event or activity where consideration for the application of age 
restrictions may include activities of an adult nature. 

(ii) Conditions may require a sufficient number of adult staff on the premises to 
ensure the well being of children on the premises during any emergency 

(iii) Where performances are presented especially for unaccompanied children 
in theatres and cinemas, conditions requiring an attendant be stationed in 
any area occupied by the children, in the vicinity of each exit or subject to a 
minimum of one attendant per 50 children on each level occupied by 
children may be required. 

 
(d) Children in performances 

 
(i) Venue – The backstage facilities should be large enough to accommodate 

safely the number of children taking part in any performance 
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(ii) Fire safety – All chaperones and production crew on the show should 
receive instruction on the fire procedures applicable to the venue prior to the 
arrival of the children. 

(iii)  Special effects – It may be inappropriate to use certain special effects, 
including smoke, dry ice, rapid pulsating or flashing lights which may trigger 
adverse reactions especially with regard to children. 

(iv) Care of Children- Children performing at such premises should be kept 
under adult supervision at all times including transfer from stage to dressing 
room and anywhere else on the premises. 

 
(e) Proof of Age cards/ Portman code of practice 

 
3.8 Conditions may be attached to premises where alcohol is sold requiring the production of 

proof of age cards before any sale of alcohol takes place. 
 
3.9 The Portman Group operates a code of practice on the naming, packaging and promotion 

of Alcoholic Drinks. The code seeks to ensure that drinks are packaged and promoted in a 
socially responsible manner and only to those who are 18 years or older. Via its website 
and in the trade press it issues bulletins notifying retailers of products that breach this code 
and asks them not to re-stock or display any such product or point of display material until 
such time as the code is complied with. 

 
3.10 In certain circumstances it may be necessary to attach conditions requiring premises to 

comply with the Portman Group Code of Practice. 
 
4. Conditions relating to the prevention of public nuisance 
 
4.1 Consideration may be given to conditions that ensure that noise or vibration  
 does not emanate from the premises so as to cause a nuisance to nearby  
 properties. 
 
4.2 The following conditions may be considered: 
 

(a) A simple requirement to keep doors and windows at the premises closed; 
(b) Limiting live music to a particular area of the building; 
(c) Moving the location and direction of speakers away from external walls or  

  walls that abut private premises;  
(d)  Installation of acoustic curtains; 
(e) Fitting of rubber seals to doorways;  
(f) Installation of rubber speaker mounts; 
(g) Requiring the licensee to take measure to ensure that music will not be   

  audible above background level at the nearest noise sensitive location;  
(h) Require the licensee to undertake routine monitoring to ensure external levels of  

  music are not excessive and take appropriate action where necessary;  
(i) Require noise limiters on amplification equipment used at the premises (if other  

   measures have been unsuccessful)  
(j)   Prominent, clear and legible notices are displayed at all exits requesting the public 

to respect the needs of local residents and to leave the premises and the area 
quietly. 

(k) The use of explosives, pyrotechnics and fireworks of a similar nature, which could 
cause disturbance in the surrounding areas, are restricted. 

(l) The placing of refuse - such as bottles- into receptacles outside the premises takes 
place at times that will minimise the disturbance to nearby properties. 

(m) Noxious smells from the licensed premises are not permitted (subject to existing 
legislation not providing adequate measures) so as not to cause a nuisance to 
nearby properties and the premises are properly vented. 

(n) Flashing or particularly bright lights on or outside licensed premises (any such 
condition must be balanced against the benefits of providing lighting to promote the 
prevention of crime and disorder). 
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 Hours 
 
4.3 The hours during which the premises are permitted to be open to the public or to members 

and their guests can be restricted by the conditions of a premises licence or club premises 
certificate for the prevention of public nuisance: 

 
(a) Conditions may be placed on premises restricting (other than where they are 

protected by the transitional provisions of the Act) the hours during which premises 
are permitted to be open to the public or to members and their guests.  

(b) Restrictions may be necessary on the times when certain licensable activities take 
place even though the premises may be open to the public at such times 

(c) Restrictions may be necessary on parts of a premise used for certain licensable 
activities at certain times. 

 
5. Conditions Relating to Public Safety (including fire safety) 
 
5.1 Conditions relating to public safety will be those that are necessary to promote the objective 

of public safety for individual premises or clubs. They should not duplicate other legal 
requirements. Equally the attachment of conditions to a premises licence or club premises 
certificate will not relieve employers of the statutory duty to comply with the requirements of 
Health and Safety legislation and the requirements under the management of Health and 
Safety at Work regulations 1999 and the Regulatory Reform (Fire Safety) Order 2005 to 
undertake risk assessments 

 
Conditions enforcing these arrangements will therefore be unnecessary 

 
5.2 Where existing legislation does not provide adequately for the safety of the public 

consideration may be given to conditions covering: 
 

(a) Disabled people 
 

(i) Adequate arrangements to enable their safe evacuation in the event of an 
emergency. 

(ii) Disabled people on the premises are made aware of those arrangements 
 

(b) Escape routes 
 

(i) All exit doors are easily openable without the use of a key, card, or similar 
means 

(ii) Doors at such exits are regularly checked to ensure that they function 
satisfactorily and a record of the check kept. 

(iii) Any removable security fastenings are removed whenever the premises are 
open to the public or occupied by staff 

(iv) All fire doors are maintained effectively self-closing and shall not be held 
open other than by approved devices (For example, electromagnetic 
releases operated by smoke detectors). 

(v) Fire resisting doors to ducts, service shafts, and cupboards shall be kept
 locked shut. 
(vi) The edges of treads of steps and stairways are maintained so as to be 

conspicuous. 
(vii) Exits are kept unobstructed, with non-slippery and even surfaces, free of trip 

hazards and clearly identified.  
(viii) Where chairs and tables are provided in restaurants and other premises, 

internal gangways are kept unobstructed.  
 

(c) Safety Checks 
 
 Safety checks are carried out before the admission of the public and details of such checks 

are kept in a logbook. 
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(d) Curtains, Hangings, Decorations and upholstery 
 

(i) Hanging, curtains and temporary decorations are maintained in a flame- 
retardant condition 

(ii) Any upholstered seating meets on a continuous basis the pass criteria for 
smouldering ignition source 0, flaming ignition source 1, and crib ignition 
source 5 when tested in accordance with section 5 of BS 5852:1990. 

(iii) Curtains, hangings and temporary decorations are arranged so as not to 
obstruct exits, fire safety signs, or fire fighting equipment. 

(iv) Temporary decorations are not used without prior notification to the 
Licensing Authority/Fire Authority. 

 
(e) Accommodation limits 

 
(i) Arrangements are made to ensure that any capacity limit imposed under the 

premises licence or club premises certificate are not exceeded 
(ii) The licence holder, a club official, manager or designated premises 

supervisor should be aware of the number of people on the premises and 
required to inform any authorised person on request. 

 
(f) Fire action notices 

 
(i) Notices detailing the actions to be taken in the event of a fire or other 

emergencies, including how the fire brigade should be summoned, are 
prominently displayed and protected from damage and deterioration 

(ii) In the case of an outbreak of fire the fire brigade must be called at once to 
any outbreak, however slight and the details recorded in a Fire Log Book 
which should be kept available for inspection by the Council or an authorised 
officer 

(iii) The local Fire Control Centre is notified as soon as possible if the water 
supply to any fire extinguishing equipment is cut off or restricted. 

 
(g) Access for emergency vehicles and first aid. 

 
(i) Access for emergency vehicles is kept clear and free from obstruction. 
(ii) Adequate and appropriate supply of first aid equipment and materials is 

available on the premises 
(iii) At least one suitably trained first-aider shall be on duty when the public are 

present and if more than one suitably trained first–aider is present that their 
respective duties are clearly defined. 

 
(h) Lighting 

  
(i) In the absence of adequate daylight, the lighting in any area accessible to 

the public, members or guests shall be fully in operation when they are 
present 

(ii) Fire safety signs are adequately illuminated 
(iii) Emergency lighting is not altered 
(iv) Emergency lighting batteries are fully charged before the admission of the 

public, guests and members 
(v) In the event of failure of normal lighting where the emergency lighting has a 

capacity of one hour, arrangements are in place to ensure that the public, 
members or guests leave the premises within 20 minutes unless within that 
time normal lighting has been restored and the battery is being re-charged. If 
the emergency lighting battery has a capacity of three hours the appropriate 
period by the end of which the public should have left is one hour. 

 
(i)  Temporary electrical installations 
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(i) Temporary electrical wiring and distribution systems shall comply with the 
recommendations of applicable British Standards 

(ii) Where they have not been installed by a competent person, temporary 
electrical wiring and distribution systems are inspected and certified by a 
competent person before they are put to use.  

(iii) Temporary electrical wiring and distribution systems are not provided without 
notification to the licensing authority at least ten days before commencement 
of the work and/or prior inspection by a suitably qualified electrician.  

 
 (j) Indoor sports entertainments 
 

(i) If necessary, an appropriately qualified medical practitioner is present 
throughout a sports entertainment involving boxing, wrestling, judo, karate or 
other sports entertainment of a similar nature. 

(ii) Where a ring is being used, it is constructed by a competent person and 
inspected by a competent authority and any material used to form the skirt 
around the ring is flame-retardant. 

(iii) At any wrestling or other entertainment of a similar nature members of the 
public do not occupy any seat within 2.5 metres of the ring 

(iv) At water sports entertainments, staff adequately trained in rescue and life 
safety procedures are stationed and remain within the vicinity of the water at 
all material times. 

 
(l) Alterations to premises 

 
(i) Alterations that make it impossible to comply with an existing condition to 

premises should be notified to the Local Authority  
(ii) The holder of the premises licence should apply for a variation to the existing 

licence should any alterations make it impossible to comply with any existing 
condition. 

 
(m) Special effects 

 
(i) Any special effects including dry ice machines, cryogenic fog, smoke 

machines, fog generators, fireworks, firearms, motor vehicles, strobe lighting 
machines, lasers or explosives should be stored so as to minimise any risk 
to the safety of the audience, the performers and staff. 

(ii) Use of certain special effects may be used subject to prior notification of the 
Licensing Authority or inspection by the Fire Authority 
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Annex B 

ENVIRONMENTAL HEALTH ENFORCEMENT POLICY 
 
1. Introduction 

1.1 In March 1998 the Cabinet Office and Local Government Association jointly published an 
Enforcement Concordat. This sets out a blueprint for fair, practical and consistent 
enforcement across the Country and South Cambridgeshire District Council has formally 
adopted the Concordat for all its enforcement based services and in so doing gave a 
commitment to ensure best practice in enforcement policy and activities. This policy lays 
out the principles to be adopted by Officers exercising any enforcement function within 
Environmental Health. 

1.2 The primary function of Local Government enforcement work is to protect the citizens, the 
environment and groups such as consumers and workers. At the same time carrying out 
enforcement activity in an equitable, practical and consistent manner helps promote a 
thriving national and local economy. South Cambridgeshire District Council is committed to 
these aims and to maintaining a fair and safe trading environment. This is reflected in the 
Environmental Health Statement of Purpose. 

1.3 The effectiveness of legislation in protecting society depends crucially on the compliance of 
those regulated. The Council believes in providing a balanced approach to enforcement, 
providing help to those who need it, while taking firm action, including prosecution where 
appropriate. We will, therefore, provide a service which is courteous and helpful and which 
works with individuals and businesses, wherever possible, to help them comply with the 
law. Officers will have regard to the needs of people covered by the Council’s Vulnerable 
Adult and Child Protection Policies. 

1.4 In drafting this policy, the Council has considered the implications of the Human Rights Act 
1998 and believes that it is compatible with Convention Rights. The first part of the policy 
sets out the general principles adopted and is annexed with specialist service specific 
policies. 

            Environmental Health Statement of Purpose  

(a) Objectives – The objectives of Environmental Health services within South 
Cambridgeshire District Council are to work with local organisations, businesses and 
the wider community to: 

v Minimise environmental damage, now and in the future. 

v Enhance a sense of well being within our villages, communities and businesses. 

v Safeguard and improve public health.  

v Improve the quality of life of citizen’s generally and for those disadvantaged 
specifically. 

v Install a sense of pride in being associated with Environmental Health at SCDC. 
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(b) Values 

v High quality service to the public 

v Target resources to areas of greatest risk/effect/change 

v Consult and provide sensible, clear, open, honest and fair decisions 

v Use new technology to improve service to the public 

v Be consistent, responsible and equitable 

v Use common sense 

v Be responsive and flexible to people’s needs 

v Set standards by which to be judged 

            What do we mean by Enforcement? 

1.5 The Environmental Heath function enforces a wide range of laws, primarily designed to 
ensure public health and safety and improve the quality of life of citizens. Primary 
responsibility to abide by these laws rests with us all, as individuals, and we recognise that 
most people and businesses wish to comply. Effective enforcement is not just about 
inspection, instruction, licensing or prosecution; it is much more than this. We will, 
therefore, provide free information and advice to help people understand legal requirements 
and will proactively seek to raise awareness of the requirements and good practice.  

2. PRINCIPLES OF ENFORCEMENT 

2.1 Enforcement activities will be guided by the framework principles of good enforcement 
contained in the Enforcement Concordat. This policy is built on the principles of 
proportionality, consistency, openness and targeting of enforcement action.  

(a) Proportionately – The enforcement action taken will be proportionate to the risks 
posed and to the seriousness of the breach of the law. In coming to a decision we 
will consider not only the seriousness of the risk to public health and safety, 
environmental damage or loss of public or residential amenity but also the attitude 
of the alleged offender. We will also minimise the costs of compliance by ensuring 
the required action or works are proportionate to the risks. 

(b) Consistency – Individuals and businesses with similar legal obligations expect 
consistency from the Council. This includes any advice given, its response to 
complaints and other incidents, the use of powers and in decisions on whether to 
prosecute.  

2.2 However, consistency of approach does not mean uniformity. It means taking a similar 
approach in similar circumstances to achieve similar ends. Officers are faced with many 
variables; the level of hazard, the attitude and competence of management and the 
compliance history may vary. Decisions on enforcement action are a matter of professional 
judgement and the Officer must exercise discretion, the Council has arrangements in place 
and will continue to develop them to promote consistency including effective arrangements 
for liaison with other enforcement authorities. 

(c) Openness – The public must have confidence in the Council’s ability to protect 
them via effective regulation. This confidence can only be attained if the Council is 
open in what it does. This means helping them to understand what is expected of 
them and what they should expect from the Council. It means making clear not only 
what they have to do but also where it is relevant and what they do not. This entails 
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distinguishing between legal requirements and advice or guidance about what is 
desirable but not compulsory. 

 We will: 

(i) provide advice and information in plain language; 

(ii) discuss what is required to comply with the law before formal enforcement 
action is taken, unless urgent action is required, for example to protect the 
environment, to prevent the destruction of evidence or to protect health and 
safety; where such urgent action is required a written explanation will be 
provided as soon as practicable after the event; 

(iii) provide a clear explanation (in writing if necessary and/or requested) as to 
why any action is necessary, when it must be carried out and distinguish 
between legal requirements and best practice recommendations; 

(iv) provide a written explanation on any rights of appeal against formal 
enforcement action; 

(v) provide contact details, including e-mail and telephone details, to encourage 
customers to seek advice, information and clarification; 

(vi) Officers will identify themselves by name except for surveillance purposes; in 
any event, if requested Officers will show their identification and provide a 
means of checking that identity if necessary;  

(vii) publicise our complaints service; 

(viii) translate letters into other languages and arrange for interpreters, if 
necessary. 

(d) Targeting – Regulatory effort will be directed towards those who are responsible for 
risk to health and safety or whose activity gives rise to serious risks, where the risks 
are least well controlled or against deliberate or organised crime. Action will be 
focused on lawbreakers or those directly responsible for the risk and who are best 
placed to control it. 

2.3 The Council has systems in place for prioritising regulatory effort. They include the 
response to complaints from the public about regulated activities, the assessment of the 
risks posed by operations and the gathering and acting on intelligence about illegal activity. 
Business management actions and competence are important. Repeated related incidents 
or breaches may be an indication of an unwillingness to change behaviour, or inability to 
achieve sufficient control and may require greater regulatory control from the Council. A 
relatively low hazard activity or site, poorly managed, has the potential for greater risk to the 
environment and/or health and safety than a higher hazard activity or site when proper 
control measures are in place. 

3. SPECIFIC ENFORCEMENT ACTIVITIES 

(a) Routine/Programme Inspections 

3.1 The Officer will state the purpose of the inspection at the start of the visit. At the conclusion 
of all programmed inspections, the Officer will offer to discuss their findings with the 
responsible person. Written inspection reports will be issued following all programmed 
inspections, even in those circumstances where conditions at the time of the inspection 
were satisfactory.  

3.2 Revisits will be made to ensure that significant breaches have been remedied and to check 
on compliance with formal notices once they have expired. 
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(b) Investigations 

3.3 The Environmental Health unit will respond to and, where appropriate, investigate all 
complaints. The response may vary according to the nature of the allegation and its 
seriousness. In most circumstances, the identity of the complainant will not initially be 
disclosed. 

(c) Powers of Entry  

3.4 Inspection and visits to premises and work activities will normally be made without prior 
warning. In instances where it is appropriate to do so, appointments may be arranged, e.g. 
where the presence of a particular manager, owner or employee is required to discuss a 
particular issue.  

3.5 In appropriate circumstances, Notice of Entry will be served or an application made to the 
Magistrates Court for a warrant to enter, e.g. if access is refused or the premises are 
vacant or the seriousness of the investigation requires timely access. Such Notices will be 
served in accordance with the relevant legislation’s powers of entry.  

(d) Working Hours 

3.6 The Council recognises that enforcement activity is not solely a Monday to Friday, 09.00 to 
17.00 hours function and that the District has a 24 hour society. Accordingly, the Council 
provides a 24 x 7 reactive environmental health emergency response service available to 
all. In addition, planned inspections, visits and investigations are carried out outside normal 
working hours to cater for times when businesses are operating or when the activity under 
investigation is occurring.  

(e) Shared Enforcement Roles  

3.7 Situations often occur where the enforcement responsibility is shared with another agency 
or body or a multi-agency approach is required. In such circumstances the Council will 
liaise with the appropriate agency, e.g. HSE, Food Standards Agency, Environment 
Agency, Fire Authority, Police and Trading Standards. The service specific enforcement 
policies annexed to this General Policy contains the detailed references.  

4.           ENFORCEMENT OPTIONS  

4.1 Much of our enforcement activity is governed by guidance in the form of Codes of Practice, 
Government Circulars, orders etc. When making enforcement decisions, Officers must 
have regard to any relevant national or other guidance, as well as the provisions of the 
Human Rights Act 1998, RIPA and this Enforcement Policy. 

4.2 The decision as to which types of enforcement action is appropriate must always be 
governed by the particular circumstances of the case. In coming to a decision the criteria to 
be considered will include: 

v the seriousness of the offence; 
v the history of the activity/offender  
v contamination of the environment or risk to health; 
v public expectation; 
v any special or local circumstances which make the problem more or less acute; 
v confidence in achieving compliance; 
v consequences of non-compliance; 
v likely effectiveness of various enforcement options. 

4.3 The criteria are not exhaustive and those that apply will depend on the particular 
circumstances in each case. This does not mean that all factors must be in favour of 
enforcement action, rather than, on balance, the preponderance is in favour.  
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(a) Options – Having considered the enforcement criteria the following options are 
available. 

(i) to take no action; 
(ii) to take informal action; 
(iii) to serve statutory notices; 
(iv) to issue formal cautions; 
(v) to suspend, revoke or refuse to renew a licence; 
(vi) to impose an administrative penalty; 
(vii) to do the work in default and recover all costs in so doing; 
(viii) to prosecute; 
(ix) apply for a Court Order or Injunction. 

4.4 Where appropriate, a staged approach to enforcement should be adopted. In the first 
instance every opportunity should be given to discuss and remedy problems before any 
formal action is taken, unless immediate action is required.  

(b) Informal Action – Informal action may consist of any or all of the following: 

v Giving advice, offering general assistance and guidance;  
v issuing verbal warnings; 
v written communications requiring attention. 

4.5       Informal action will be taken when: 

(i) the act or omission is not serious enough to warrant formal action; or 

(ii) from the individual’s or business’ past history it can be reasonably expected that 
informal action will achieve compliance; or 

(iii) the confidence in an individual or business proprietor is high; or 

(iv) the consequences of non-compliance will not pose a significant risk to public health, 
safety or the environment; 

(v) the informal action will not produce a lower standard of compliance than would be 
achieved by the use of formal legal procedures. 

4.6 When an informal approach is used to secure compliance with legislation confirmation of 
what action is required must be in writing and in accordance with Section 2.3 of this Policy.  

(c) Statutory Notices – Statutory Notices will be used after first considering the informal 
action route as detailed in Section 4.3. If the criteria under informal action cannot be 
met and/or 

(i) where there is a statutory duty to serve a Notice; 

(ii) where, in addition to prosecution, measures need to be taken to remedy conditions 
that are serious, deteriorating, or where the service of a Notice is needed to support 
a prosecution: 

then the service of a Notice will follow. Failure to comply with a statutory Notice will 
normally, where relevant, result in prosecution and/or works in default as appropriate. 

(d) Prohibition Notices – The service of a Prohibition Notice or Injunction will be 
considered in one or more of the following circumstances: 

(i) an imminent risk of injury to health or safety can be demonstrated; 

   (ii)  an imminent risk of serious pollution to the environment can be demonstrated; 
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(iii) the consequence of not taking immediate and decisive action to protect the public 
would be unacceptable; 

(iv) there is no confidence in the integrity of an unprompted offer made by a proprietor 
to voluntarily close premises or cease the use of any equipment, process or 
treatment associated with the imminent risk; or 

(v) a proprietor is unwilling to confirm in writing his/her unprompted offer of a voluntary 
prohibition; 

(vi) where it would be the most effective remedy available. 

(e) Prosecution  

General – The Council recognises that the decision to prosecute is significant and 
would have far reaching consequences on the offender. The decision to undertake a 
prosecution will normally be taken by the Chief Environmental Health Officer in 
consultation with the Council’s Head of Legal Services. No prosecution will be 
undertaken without consideration to the tests outlined in “The Code for Crown 
Prosecutors”. The criteria for the issue of proceedings are: 

(i)    The alleged offence involves a flagrant breach of the law, such that public health,     
safety or well-being is or has been put at risk or irreversible damage has resulted. 

(ii) There has been a disregard for the environment. 

(iii) The integrity of the licensing framework is threatened. 

(iv) The alleged offence involves a failure by the suspected offender to correct an 
identified serious potential risk having been given a reasonable opportunity to 
comply with the lawful requirements of an authorised Officer. 

(v) The alleged offence involves a failure to comply in full or in part with the 
requirements of a statutory Notice. 

(vi)     There is a history of similar offences.  

(vii) The alleged offence causes public alarm and it is desirable to reassure the public 
and deter other offenders. 

(viii) The alleged offence involves obstruction, failure to disclose information or making 
a false statement or an assault on an enforcement officer. 

(ix) A prosecution is in the public interest; there is a realistic prospect of conviction 
and sufficient evidence to support proceedings.  

4.7 The Council will always seek to recover the costs of the investigation and court 
proceedings. 

(f) Prosecution without Warning 

4.8 The general guiding principle of this policy is to give a person or a company a reasonable 
opportunity to comply with the law. However, there are circumstances where prosecution 
may be undertaken without prior warning, e.g.: 

v the contravention is a particularly serious one; 
v there has been a particularly blatant disregard of the law; 
v a statutory Notice has been previously issued for a similar offence; or 
v the integrity of the licensing framework is threatened. 
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(g) Formal Caution  

4.9 A formal caution may be issued by the Chief Environmental Health Officer as an alternative 
to a prosecution. Formal cautions will be issued to: 

v deal quickly and simply with less serious offences; 

v divert less serious offences away from the courts; or  

v reduce the chances of repeat offences.  

4.10 To safeguard the suspected offender’s interests the following conditions will be fulfilled 
before a caution is administered: 

v there must be evidence of the suspected offender’s guilt, sufficient to give a realistic 
prospect of conviction; and  

v the suspected offender must admit the offence; and 

v the suspected offender must understand the significance of a formal caution and 
give an informed consent to being cautioned. 

4.11 No pressure will be applied to a person to accept a formal caution. Should a person decline 
the offer of a formal caution a prosecution will be pursued.  

5. NON-COMPLIANCE WITH POLICY AND COMPLAINTS 

5.1 If any person is unhappy with the action taken, or information or advice, given, then they 
will be given the opportunity of discussing the matter with the relevant manager. Should 
they still be aggrieved then their views should be made known directly to the Chief 
Environmental Health Officer or the Council’s corporate complaint procedure should be 
followed (copy available on request). 

5.2 This is without prejudice to any formal appeals mechanism. 

6. TRAINING AND APPOINTMENT OF OFFICERS  

6.1 All Officers undertaking enforcement duties will be suitably trained and qualified so as to 
ensure that they are fully competent to undertake enforcement activities. The Department 
supports the principle of continuing professional development and will ensure that all 
Officers are provided with additional in post training to maintain up-to-date knowledge and 
skills commensurate with their position. 

6.2 All Officers will be formally authorised by the Council, as delegated, to exercise specific 
powers under relevant statutes. The Chief Environmental Health Officer will determine the 
level of authorisation for each Officer, by their qualifications, experience and competence 
having regard to any relevant national guidelines.  

6.3 Authorisation will be in writing and in a form that can be shown on request.  

7. MONITORING OF ENFORCEMENT  

7.1 The Corporate Manager, Health and Environmental Services, on a regular basis will review 
staff competency and the consistency of enforcement. The Department maintains systems 
to monitor the quality and nature of enforcement activities undertaken so as to ensure, as 
far as is reasonably practicable, a uniform and consistent approach. Where local or national 
co-ordinating bodies exist, such as FSA, HSE, LACORS, Cambridgeshire Food Liaison 
Group and Cambridgeshire Health & Safety Liaison Group, the Department will ensure that 
wherever possible its enforcement practices are consistent with best practice.  
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7.2 The review of the enforcement services may involve any of the following activities and any 
variations from the policy will be addressed within the appropriate service’s Continuous 
Improvement Plan: 

v supervisory officer for enforcement action; 
v monitoring visits by line managers; 
v shadowing visits by colleagues; 
v monitoring of correspondence and statutory notices; 
v complaint procedures  
v peer review exercise 
v internal training sessions and workshops on enforcement issues; 
v employee development scheme; 
v customer satisfaction surveys. 
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Annex C 

 
 

TABLE OF DELEGATIONS IN RESPECT OF THE LICENSING FUNCTIONS 
 
Matter to be dealt 
with  

Full Committee Sub Committee  Officers  

Application for 
personal licence  

 If a police 
representation is 
made  

If no representation 
is made  

Application for 
personal licence with 
unspent convictions 
relevant to the act 

 All Cases   

Application for 
premises licence/club 
premises certificate  

 If a relevant 
representation is 
made  

If no relevant 
representation is 
made  

Application for 
provisional statement  

 If a relevant 
representation is 
made  

If no representation 
is made 

Application to Vary 
premises licence/club 
premises certificate  

 If a relevant 
representation is 
made  

If no relevant 
representation is 
made 

Application to vary 
designated premises 
supervisor  

 If a police objection  All other cases  

Request to be 
removed as 
designated premises 
supervisor  

  All cases  

Application for 
transfer of premises 
licence  

 If a police objection  All other cases  

Application for 
interim authority  

 If a police objection  All other cases  

Application to review 
premises licence/club 
premises certificate  

 
 

 All Cases   

Decision on whether 
a complaint and/or 
request for review is 
irrelevant, frivolous or 
vexatious  

  All Cases  

Decision to object 
when local authority 
is a consultee and 
not the relevant 
authority to consider 
the application  

  All Cases 

Determination of a 
police objection to a 
temporary event 
notice  

 All Cases   
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Annex D 
 

DEFINITION OF CLUBS 
 
Guidance issued under section 182 of the Licensing Act 2003 
  
Qualifying Clubs 
 
The Act defines a ‘qualifying club’ as 

• having an interval of at least two days between a member’s nomination/application for 
membership and their admission 

• having at least 25 members 
• and being established and conducted ‘in good faith’. 

 
Qualifying clubs are entitled to certain benefits, which include: 
 

• The authority to supply alcohol to members and sell it to guests without the need for any 
member or employee to hold a personal licence 

• The absence of a requirement to specify a designated premises supervisor 
• More limited rights of entry for the police and authorised persons because the premises are 

considered private and not generally open to the public. 
 
The certificate authorises qualifying clubs to use club premises for qualifying club activities, which 
are: 
 

• The supply of alcohol by or on behalf of a club to a member for consumption on the 
premises 

• The sale by retail of alcohol by or on behalf of a club to a guest of a member for 
consumption on the premises 

• The provision of regulated entertainment by or on behalf of a club for its members and 
guests 

 
The certificate is of unlimited duration but there will be an annual fee.   
 
Definition of a club conducted in ‘good faith’ 
 
In deciding whether a club is conducted ‘in good faith’ the following matters are taken into account: 

• any arrangements restricting the club’s freedom of purchase of alcohol 
• any arrangements where any financial gain arising from the carrying on of the club does not 

benefit the club as a whole or is not for charitable, benevolent or political purposes 
• the arrangements for giving members information about the finances of the club and the 

accuracy of financial information kept 
• the nature of the premises occupied by the club. 

 
Which activities does a club premises certificate authorise? 
 
A club premises certificate may authorise the conduct of any of the qualifying club activities, 
namely: 
• The supply of alcohol by or on behalf of the club to, or to the order of, members of the club 
• The sale by retail of alcohol by or on behalf of the club to a guest of a member of the club for 
consumption on the premises where the sale takes place 
• The provision of regulated entertainment (where that provision is by or on behalf of a club for 
members of the club or members of the club and their guests) 
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Members and Guests 
 
Qualifying clubs are able to admit their own members and guests as well as associate members 
and their guests when qualifying activities are being carried on without compromising the use of 
their club premises certificate.  This reflects traditional arrangements where such clubs make their 
facilities open to members of other clubs, which operate reciprocal arrangements. 
 
The Licensing Act does not define a “guest”. An “associate member” is merely one form of guest 
included in the 2003 Act for the sake of clarity.  A “guest” can be served in the club as long as they 
are a “guest” defined in the club’s own rules.  This gives the club discretion as to the creation of its 
own rules defining who will be considered as a “guest”, the only restriction is that the club must be 
run ‘in good faith’ as a genuine members’ club – that it must not become a bar open to the general 
public.  The Licensing Act 2003 provides for the licensing authority to decide whether the club is 
operating ‘in good faith’. 
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Annex E 
 

PROCEDURES TO BE FOLLOWED WHEN DEALING WITH AN APPEAL 
 

Chairman’s Introduction 
 
1. The Chairman will welcome those present and make the necessary introductions. Members 

of the Committee will be asked to make any Declaration of Interests and will be reminded 
that, in the interests of fairness and impartiality, they should not sit or vote on any item 
within their ward. 

 
2. The Applicant and any objectors will take their places at the tables provided. 
 

Environmental Health, Fire, Police and Local Member representations 
 
3. An Officer from the Environmental Health Service will outline details of the application and 

objections, which have been received. 
 
4. Representatives from the Fire Service, Police, local Members, or Environmental Health who 

have observations to make (e.g. as to certain minor works that might need to be carried out 
before a Licence can be granted) may address the Committee. 

 
5. The Licensing Officer will then make his comments. 

 
 Applicant’s Representations 
 
6. The Applicant or their representative addresses the Committee and calls any supporting 

evidence. 
 
7. Objectors have the opportunity to put questions to the Applicant. 
 
8. Members of the Committee can put questions to the Applicant. 
 

Objector’s Representations 
 
9. Objectors are given the opportunity to address the Committee. 
 
10. The Applicant can put questions to the objectors. 
 
11. Councillors can question the objectors. 
 
12. The objectors are given a chance to sum up their case. 
 
 Applicant’s summary  
 
13. The Applicant will be invited to summarise his/her case and respond to points raised by any 

objectors. The Applicant will not be permitted to introduce any additional information at this 
stage. 
 
Decision 

 
14. The Committee will then retire from the room to consider the application and make its 

decision. The Legal Officer will accompany the Committee to advise on any legal issues 
and the Clerk will also be present to take notes. 

 
15. On reaching a decision the Committee will return to the hearing room when the Chairman 

will announce the decision of the Committee and give reasons for that decision. All 
decisions will be put in writing and issued to all parties concerned in compliance with the 
Act.  
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Foreword

The Council’s aims state, “we are a listening council, providing 
first class services accessible to all” and I am therefore pleased 
to introduce this toolkit, which we have produced to assist us in 
achieving this aim.  In order to truly understand the needs, wants 
and concerns of all people living in, working in and visiting South 
Cambridgeshire we need to engage with them and work with 
them to make the district a safe and healthy place where residents 
are proud to live and where there will be opportunities for 
employment, enterprise and world-leading innovation.

The toolkit, which builds upon much of what we already do as a 
Council, provides some simple guidance for officers and elected 
members to consider when developing policies and strategies and 
working to improve the services that we already provide.  It should 
also help us engage appropriately and therefore efficiently.  

Councillor Ray Manning
Leader of the Council

1
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Why engage?

Local experience and national evidence demonstrate the benefits 
to communities and organisations when they communicate 
effectively.  These include:

strengthening the democratic legitimacy of government and • 
the civic life of the community

more efficient and effective services that better reflect the • 
needs of service users and have higher levels of customer 
satisfaction

reducing inequalities• 

providing an opportunity for people to be involved in Council • 
matters such as housing and planning

making communities safer and stronger, with a more attractive • 
built environment that meets people’s needs

giving greater local ownership of Council services• 

developing a better understanding of how and why local • 
services need to change and develop

improving local reputation• 

offering greater job satisfaction for Council staff who see that • 
the services they provide are meeting proven local needs

Engagement should occur in a systematic way that is integral to 
everyday working practices.  Engagement should not be a one off 
activity, but provide the fundamental basis of everything we do. 

Please take a look at our Community Engagement 
Strategy and Action Plan on InSite for more information.

2
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Purpose of the toolkit
This toolkit has been designed to help you decide when and how 
to engage with people who live, work and/or visit the district.  It 
provides tips for successful and meaningful engagement to help 
you fulfil the principles of engagement that are included in our 
Community Engagement Strategy.

We have agreed six key aims to ensure that we engage with our 
communities in a consistent and joined-up way:

i. to put public involvement at the centre of everything we do

ii. to strive for a broad representation of our residents

iii. to be honest, open and transparent with the public to ensure  
 there is easy access to relevant and clear information

iv. to make sure that the views, needs, expectations and   
 outcomes of engagement activities are used to inform   
 decision-making processes, policy development and service  
 planning

v. to provide clear guidance and promote consistent standards  
 of engagement across the Council

vi. to listen to communities and give feedback to participants   
 about outcomes of engagement activities. 

This toolkit should be used in conjunction with appropriate training 
and alongside the following corporate documents and activities:

Statement of Community Involvement (planning)• 
Communications Strategy• 
Comprehensive Equalities Policy• 
Consultation Strategy• 
Plain Language Guide• 
Style Guide • 
Design Manual• 
Youth Participation Strategy• 
Community Engagement Calendar (SCDC website) • 3
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Do I need to engage?
Thinking about the service you provide or the project that you are 
involved with, please consider each of the questions below.

Do I have information that all or some of the local 
community might like to access?  
YES? Go to Informing section

Do I need to know the views of the local community?
YES? Go to Consulting section

Is there likely to be a benefit to working with the 
community in the planning and/or implementation of 
the project/service?
YES? Go to Involving section

Do I need the community to buy-in to the project/
service?
YES? Go to Involving section

Do I want the community to take action or change their 
behaviour?     
YES? Go to Empowering section

If you have answered YES to more than one question you might 
need to consider more than one type of engagement.  However, 
please remember that using one engagement method successfully 
will be more valuable than using two ineffectively.
If you have answered NO to all of the questions above it is likely that 
you do not need to carry out any (additional) engagement activity 
at this time.  Should you have a few moments to do so, please look 
through the rest of the toolkit to decide for sure and remember to 
ask yourself these questions at each stage of your project.

4
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Informing

Giving people information so that they can make informed 
decisions and take appropriate action.

5

Celebrating Age, Fulbourn

Page 41



Leaflets and newsletters

Leaflets and newsletters can be useful if you want to keep people 
informed about a project or service, attract interest or recruit 
people for projects. 

Think about:
what message you are trying to get across• 
who your audience is• 
how and where it will be distributed• 
how much will it cost to design, print and distribute• 
whether you need to consult on the design (if so, go to the • 
‘consulting’ section of this toolkit)
alternative formats or languages• 
how you will evaluate its impact • 

Do:
n speak to the Communications Team about the best way to   
 communicate your message
n consider if a leaflet or newsletter is the best option for you
n find out if there are other newsletters that you could link to
 e.g. Weekly Bulletin sent out by Democratic Services and
  South Cambs Magazine edited by the Communications Team 
n speak to the Graphics Officer about your ideas and to   
 incorporate photos 
n keep the wording simple and bring it to life with real life   
 stories where possible
n use plenty of photographs and illustrations that complement  
 your message
n take advice from Graphics and Procurement on the most   
 cost effective way to produce it  
n include the Council logo and those of other partners if   
 relevant
n allow plenty of time to develop, design and check your   
 leaflet/newsletter
n include contact details for people to get more information6
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Posters

Posters can be a good way of getting a large number of people 
interested in what you are doing.

Think about:

what message you are trying to get across• 
who your audience is• 
where it will be displayed• 
how much it will cost to design, print and distribute• 
whether you need to consult on the design (if so, go to the • 
‘consulting’ section of this toolkit)
whether you need to consider alternative formats or • 
languages
how you will measure the success of your poster campaign• 

Do:

n speak to the Communications Team about your ideas

n speak to the Graphics Officer about design

n keep the text to a minimum – lots of narrative will not be   
 read

n include the Council logo and those of other partners if   
 relevant

n include contact details for people to get more information

n add events to the Engagement Calendar (‘Get Involved’   
 section) on the website

n allow plenty of time to develop, design and check your poster

Don’t cut corners…

a cheap looking document could have the opposite effect to the 
one you are trying to achieve or just end up in the recycling bin.

7
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Information stalls

An information stall at a local event or an exhibition can provide 
information in a way that allows people to give their views and ask 
questions.

Think about:

what information you would like to give out• 
who your audience is• 
whether you need people with specialist knowledge to be • 
there
how you will advertise the event (if you need to)• 
what staging and/or props you need• 
how you will measure results• 

Do:

n plan ahead to make sure that you have all the equipment you  
 need to make the stall look professional - speak to the   
 Community Liaison Support Assistant in the Partnerships   
 Team

n speak to the Graphics Officer about design

n allow plenty of time to set up

n have a back up plan if the event is outdoors and the weather  
 is bad e.g. how will you stop leaflets blowing away in high   
 winds?

n have a post-box or comment board to allow people to make  
 contributions – you will need to commit to follow up on   
 these after the event

n ensure you get back to people if you undertake to do   
 research/provide information to someone

n talk to other teams to see if they are planning anything   
 similar and work together where possible

n add events to the Engagement Calendar (‘Get Involved’   
 section) on the website8
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 News releases

Issuing news releases to the media can be a great way to let the 
public know about a project you are launching or where there 
is likely to be a large amount of public interest or potential 
controversy.

Think about:

what message you are trying to get across• 
who your audience is and what publications you need to • 
target
whether there could be any negative comeback from your • 
press release

Do:

n speak to the Communications Team who will write and issue  
 the release for you and consider whether it is appropriate
n consider what photographs you have, or could commission,  
 to support your press release
n think about what makes your information interesting –   
 what’s first, best or different?
n make sure you are aware of relevant media deadlines 

9
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Web-based information

The internet can be a useful tool for getting information into the 
public domain.

Think about:

what information you would like to give out• 
who your audience is and if they will proactively seek out • 
your site/pages
whether your information is accessible (consider those with • 
visual impairments or those for whom English is not their 
first language) 
how you will make people aware that this source of • 
information exists

Do:

n plan ahead to make sure that you have a professional-looking  
 site/pages
n bear in mind the possible cost and time implications of   
 hosting and maintaining web pages and commit to keeping   
 them up to date
n keep information clear and concise with obvious links to   
 documents and other sites
n use summary documents for lengthy policies 
n make sure downloadable documents are in a universally   
 accessible format
n make sure response documents/online questionnaires are   
 short and to the point, rather than complicated and time-  
 consuming
n let people know what will happen to their information and   
 any potential outcomes of responding
n add events to the Engagement Calendar (‘Get Involved’   
 section) on the website and create links between the two
n speak to the Web Officer for advice and guidance
n remember that some people do not have access to the   
 internet10
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Consulting

Asking people, including young people, what they think so 
that decision-makers can make informed choices.

11

Northstowe stakeholders event
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Questionnaires and surveys

Surveys can be an effective way of gathering information about 
people’s experiences and views.  They can be carried out by an 
interviewer or left to the respondent to complete on their own, 
but are unlikely to provide in-depth information.

Think about:

what you want to find out and what you will do with the • 
results
who you want to survey and how you will gather responses • 
(face-to-face, telephone, postal, via existing groups, online)
if you need a statistically significant response rate (good • 
practice suggests 10% is the minimum useful response rate)
what budget you will need• 

Do:

n speak to the Policy and Performance Manager to help   
 with co-ordination (internally and with partners) and avoid  
 consultation fatigue

n allow plenty of time for people to respond - if you are   
 surveying voluntary sector groups, for example, you are   
 expected to allow 12 weeks (see Cambridgeshire Compact  
 at www.scambs.gov.uk/compact)

n consider employing MRUK, the Council’s preferred supplier  
 for research and consultation services, to help with the   
 design of questions and/or carry out the survey (see Focus  
 Groups)

n remember that the look and layout of your survey will either  
 encourage or discourage responses

n speak to the Web Officer to find out about SurveyMonkey, a  
 simple online survey tool

Remember:

Some population groups are more likely to respond to postal or 
web-based surveys than others.  This could affect your results.

12
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Focus Groups

Focus groups are small discussion groups of approximately eight to 
15 people and are usually led by a trained facilitator.  They can help 
you to get in-depth responses to an issue and evaluate concepts 
and explore new ideas.

Think about:

how you will recruit participants• 
what you want to achieve from the group• 
how you will select participants e.g. do you want a random • 
sample or particular service users?
what the focus group will involve• 
where the group will be held• 
how to make the focus group accessible to everyone invited• 
what budget you will need• 

Do:

n allow plenty of time to work with the facilitator to develop  
 an agenda, script and materials

n give people plenty of time to decide if they want to be   
 involved

n make sure that the results are fed back to the participants

n ask participants to complete a simple evaluation sheet at the  
 end of the discussions to find out how the process was   
 viewed

It is possible that you feel you have the necessary skills and 
confidence to facilitate a focus group/design a survey.  However, 
MRUK, the Council’s preferred supplier for research and 
consultation services, can assist with this.  You do not need to use 
a separate procurement exercise if you use MRUK.  For more 
information contact the Policy and Performance Manager.

13
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Events

Events can be valuable for gaining and sharing information and 
good practice, networking and building interest in your engagement 
work. 

Think about:

what you want to get from the event• 
involving a few of the intended participants in the planning if • 
it’s a community event
how to make the event accessible to everyone invited• 
doing a risk assessment• 
what budget you will need• 

Do:

n plan well in advance, allowing at least four months for a large  
 event with hundreds of people 

n book the venue, refreshments, facilitators and/or speakers   
 early

n speak to the Communications Team about marketing your   
 event and your intended guest list

n add events to the Engagement Calendar (‘Get Involved’   
 section) on the website

n send out a programme 

n make sure that you have emergency plans in place in case   
 there needs to be an evacuation

n ask attendees to complete a simple evaluation sheet at the   
 end of the event to find out how they viewed it and   
 what they gained

n follow up by taking stock of the outcomes of the event and  
 assessing how these can influence service design and delivery

14
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Written plans, policies and strategies

Getting feedback on draft documents can transform a service or 
initiative.

Think about:

what information you want• 

who you want to consult• 

what consultation method/s you want to use e.g. focus • 
groups, workshops, survey, web-based

what parts of the document people can change• 

ways to limit the amount of reading that participants will • 
have to do
how to let people know about the consultation e.g. by letter • 
for targeted groups
what budget you will need• 

Do:

n be clear about which parts of the document can be   
 influenced and why

n allow plenty of time for people to respond - if you are   
 surveying voluntary sector groups, for example, you are   
 expected to allow 12 weeks (see Cambridgeshire Compact  
 at www.scambs.gov.uk/compact)

n set up clear lines of communication

n make sure that the results are fed back to respondents

n if appropriate, allow time to re-write the document after the  
 consultation closes

n recognise that simply posting a document online is not   
 enough to be able to say ‘we consulted’

15
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Case Studies

Posters have been used by the 
Partnerships Team to advertise 
Neighbourhood Panels, which provide 
an opportunity for the community 
to come together with the police, 
district, and county council to discuss 
community safety issues.

The Community Liaison Support 
Assistant regularly sets up 
information stalls of district council 
information at local community events.  Members of the public 
are able to access leaflets and ask questions of staff in their own 
locality.  The villages visited vary month by month depending on 
what events are taking place.

The South Cambridgeshire Magazine 
is distributed to every household in 
the district four times a year.  The 
Communications Team works with 
an editorial group of staff and elected 
members to agree what articles should 
feature and identify learning from 
previous issues.

Please come and have 
your say…
if you are concerned about... 
community safety issues such as crime, anti-social 
behaviour, road safety and traffic management, as well as 
other matters that can impact upon your community 

at Neighbourhood Panel meetings in 2010 in the 
Comberton Panel area

Barton, Bourn, Caldecote, Cambourne, Caxton, 
Comberton, Coton, Croxton, Eltisley, Granchester, 

Hardwick, Kingston, Madingley and Toft

All meetings start at 7.30pm 

with an informal meet and greet with the agencies  
from 7pm

Wednesday 19 May at Comberton Village College• 

Wednesday 18 August at South Cambs District Council, • 
Cambourne

Wednesday 24 November at Comberton Village College• 

For details about Neighbourhood Panels please see www.scambs.gov.uk/panels 
or contact the police on 0345 456 456 4.
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Involving

Acting together with the local community.

17

Neighbourhood Panels
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Devolved decision-making and 
community empowerment
Elected representatives and local democracy are at the heart of 
community engagement and this is not replaced or by-passed by 
devolving decision-making.  Shifting power to communities so that 
it is shared or devolved could, for example, be through:
« parish councils and community-led/parish planning
« conservation projects 
« community clean-ups
« neighbourhood panels (community safety priorities)
« setting up community steering groups for Council-led   
 projects
« ‘participatory budgeting’

Think about:
who you want to be involved• 
who the beneficiaries should be of such devolved powers • 
whether or not to devolve financial decision-making • 
what the possible (legal) consequences are of decisions • 
made/monies spent
whether you need councillor support or authorisation• 

Do:
n involve your Portfolio Holder
n discuss any proposal with Legal and Democratic Services
n provide support and training to communities to carry   
 out their activity (and continue it beyond the period of your  
 involvement, if appropriate) 
n involve external agencies with experience and expertise
n look at good practice models – learn from the experiences  
 of others
n manage people’s expectations by making clear the    
 parameters of their decision-making role
n follow up on community activity – what were the benefits of  
 such an approach, the outcomes, is it sustainable?18
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 Round table workshops

Round table workshops tend to involve relevant local stakeholders 
coming together to brainstorm ideas.  The stakeholders can be 
members of the community, service users, elected councillors, 
parish councils, businesses or service providers, for example.  
Workshops can focus on very specific issues or be more general 
in order to develop strategy or vision.  They can also help to build 
relationships.

They are different to focus groups, which often only involve service 
users.

Think about:

who you want to be involved• 
whether you need a facilitator on each table if you have • 
more than one
how to make the workshop accessible to everyone invited• 
what budget you will need• 

Do:

n present relevant specialist and technical information in a way  
 that is easy to understand

n use a range of exercises that encourage participants from   
 differing backgrounds to analyse what is presented and make  
 decisions

n use flipcharts, rich pictures and spider diagrams to make the  
 discussion engaging

n allow time for each table to report back to the whole group

n make sure that the results are fed back to the participants

n think about how you’ll capture information

n book rooms and refreshments early

19
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Case Studies

Rich pictures were used during the Making Cambridgeshire 
Count process to explore complex issues.  Participants are asked 
to draw a picture to depict a situation or process and they are 
often most effective when carried out as a communal activity, so 
that the different stakeholders can highlight issues from their own 
perspective.  The facilitator then asks participants to explain their 
drawing.  Drawing ability is not necessary!

The Planning Policy Team produces a monthly 
planning policy update email to all parish councils 
to inform them of what consultations are taking place 
within the district.  The update includes planning 
consultations by the Council and our partners, 
and is also then published on the website.

Three Sheltered 
Housing Forums each meet six times 
per year in the district.  Representatives 
from each of the schemes are able to 
share information and best practice 
as well as feedback on policies and 
procedures in relation to the sheltered 
housing service. 

Each year the Sustainable Communities Team here at SCDC 
work in partnership with Swavesey Village College to deliver the 
Northstowe School Design Days.  For three days nearly 240 
year 8s (12–13 year olds) take on the challenge of designing the 
new secondary school for Northstowe with advice from a range 
of professionals, including planners, architects, web designers, menu 
planners/chefs, clothing designers and managers.  The children are 
divided into teams of six and each team presents its design to a 
panel of judges on day three, with the winning team awarded with 
prizes for the team and form (prizes have included a helicopter ride 
and two Nintendo Wiis for the classroom).

ly 
 councils 
ing place 
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Empowering

Supporting the local community to take action on its own.

21

Orchard Park 

Page 57



Projects and capacity building

Community projects can strengthen communities by building 
relationships within a neighbourhood as well as helping to build 
confidence and develop skills so that residents can take action for 
themselves.

Think about:

what you want to achieve – behaviour change, self-help?• 
the type of project you want to do and why• 
who your project will be aimed at and how you will make • 
contact with them
whether you will need facilitators for training or capacity • 
building
what budget you will need• 

Do:

n speak to the Team Leader and Development Officers in New  
 Communities for additional advice and to avoid duplication in  
 certain communities

n make sure that your project is focused and responsive to a  
 particular need

n be clear about the benefits to people of getting involved   
 and manage expectations about what the District Council   
 will do

n be clear at the outset of the project if it will be short-term  
 or long-term and the costs involved

n set up clear lines of communication

n be flexible and listen to the people involved

22
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Further information

Engagement and empowerment advice

Community Development Foundation - www.cdf.org.uk 

Inspire East - www.inspire-east.org.uk 

National Empowerment Partnership 
- www.evcwm.org.uk/national-empowerment-partnership 

Regional Empowerment Partnership
- www.inspire-east.org.uk/aboutrep.aspx 

Improvement and Development Agency 
- www.idea.gov.uk/ 

Third sector organisations supporting local community 
capacity building

Age Concern Cambridgeshire - www.accambs.org 

Cambridgeshire ACRE - www.cambsacre.org.uk 

Cambridgeshire and Peterborough Association of Local 
Councils - www.cpalc.org.uk 

Cambridge Council for Voluntary Services 
- www.cambridgecvs.org.uk 

Young Lives - www.young-lives.org.uk 

Care Network Cambridgeshire 
- www.care-network.org.uk

Cambridge and District Volunteer Centre 
- www.cam-volunteer.org.uk

Royston and District Volunteer Centre 
- www.volunteeringherts.org

Cambridgeshire Voluntary Sector Infrastructure 
Consortium - www.cvsic.org.uk 23
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Venue Access Checklist

Location Comment Yes No

Is the building easy to find? ¨ ¨
Can clear directions be given? ¨ ¨
Are electronic copies of directions to 
the venue available to circulate? ¨ ¨

Is the building accessible by public 
transport? ¨ ¨

Is the venue accessible by taxi to the 
door of the main entrance? ¨ ¨

Are bicycle racks available? ¨ ¨

Approach to building Comment Yes No

Is signage clear and has large 
contrasting lettering? ¨ ¨

Is there wheelchair access at the main 
entrance?If no, where is the alternative 
entrance? (goods/service entrance is 
not appropriate)

¨ ¨

Are there steps going into the 
building?If there are steps, how many 
and is there a handrail?

¨ ¨

Is there a ramp or flat surface at the 
entrance?Ramps should not be steeper 
than 1 in 12, 1 in 15 is preferable

¨ ¨

If one is needed, is there a platform lift 
or ramp suitable for wheelchair users? ¨ ¨

Are the doors to the building 
automatic?If not, are they wide enough 
for wheelchair users?

¨ ¨

Do the manual doors have easy to grip 
handles at an accessible height? ¨ ¨

If there is a revolving door, is there a 
suitable alternative manual/automatic 
door available?

¨ ¨

24
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Parking Comment Yes No

Is there suitable and sufficient parking 
available near to the building entrance 
and are there any restrictions?

¨ ¨

Is accessible parking clear and 
available?If yes, how many spaces?If 
no, can double spaces be reserved in 
advance if necessary? 

¨ ¨

How far is the car park from the 
venue? ¨ ¨

Reception Comment Yes No

Is the reception area easy to find? ¨ ¨
What times of day is the reception 
manned? ¨ ¨

Is reception fully accessible? ¨ ¨
Is the reception desk height suitable for 
wheelchair users? ¨ ¨

If delegates are to wait in reception 
area, are there chairs available? ¨ ¨

Corridors Comment Yes No

Are the routes to the rooms well 
signed and easy to follow? (All routes 
should be wheelchair friendly.) Are all 
internal corridors at least 1.5m wide?

¨ ¨

Are corridors free from any barriers or 
obstructions? ¨ ¨

Is flooring suitable and not slippery? ¨ ¨
Do any staircases have rails on both 
sides? ¨ ¨

Are lifts available? ¨ ¨

25
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Lifts Comment Yes No

How many lifts are available? ¨ ¨
Are lift doors wide enough for 
wheelchairs? ¨ ¨

Is the lift big enough for a large 
wheelchair and at least one other 
person?

¨ ¨

Are the controls at a suitable height for 
a wheelchair user? ¨ ¨

Are there Braille or tactile buttons and 
visual and audio floor indication? ¨ ¨

Assistance Dogs Comment Yes No

Are assistance dogs allowed into the 
building? ¨ ¨

Does the venue provide water for 
assistance dogs? ¨ ¨

Is there an adequate area for an 
assistance dog to be exercised? ¨ ¨

Toilets Comment Yes No

How many male toilets are 
available? ¨ ¨

How many female toilets are 
available? ¨ ¨

Are there any unisex toilets 
available? ¨ ¨

Are the toilet areas clean and to a 
good standard? ¨ ¨

How close are the toilets to the 
main conference room? ¨ ¨
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Accessible Toilets Comment Yes No

Where is the location of the accessible 
toilets and how many are available? ¨ ¨

Is the accessible toilet a convenient 
distance to the main room? ¨ ¨

Is the door wide enough for a 
wheelchair user (at least 925mm 
wide)? 

¨ ¨

Is there enough space to manoeuvre a 
wheelchair? ¨ ¨

Is the height of the accessible toilet and 
fittings suitable for a wheelchair user? ¨ ¨

Is the sink accessible for someone 
sitting on the toilet?(There should be 
no lid on the toilet.) 

¨ ¨

Is there a lever lock? ¨ ¨
Is there an emergency cord?If yes, is it 
accessible from the toilet and floor? ¨ ¨

Are there flashing lights and alarms in 
case of emergency evacuation? ¨ ¨

Main Conference Room Comment Yes No

Is the room of adequate size for your 
numbers? ¨ ¨

Is there enough space for the 
appropriate layout of the room 
(cabaret, theatre etc)?

¨ ¨

If the presentation is on a stage, is 
there a ramp available? ¨ ¨

Is the height of the lectern suitable/
adjustable for all speakers? ¨ ¨

Are there hearing loops available? ¨ ¨

Are the acoustics of the room suitable? ¨ ¨
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Is the screen visible from all positions 
in the room? ¨ ¨

Are the lights in the room adjustable 
and dim slowly? ¨ ¨

Does the venue have a PA system? (For 
groups of over 30 people PA systems 
are essential)

¨ ¨

What equipment is available to use 
(projector, screen, sound system etc)? ¨ ¨

Is there natural light in the room?If yes, 
do the windows have shutters or blinds 
to block out the light?

¨ ¨

Seating Comment Yes No

What is the seating plan for each 
room? ¨ ¨

Does the room have fixed seating?If 
yes, is there an accessible area suitable 
for wheelchair users that does not 
isolate them from the group? 

¨ ¨

Is there enough room to manoeuvre 
a wheelchair – particularly if you are 
using tables?

¨ ¨

Air Quality Comment Yes No

Does the room have air conditioning? If 
yes, is this manually controllable? ¨ ¨

Can windows be opened to cool down 
room?If yes, what is the noise level 
outside? 

¨ ¨

Other Rooms Comment

Are the rooms an adequate size for 
your numbers? ¨ ¨

What is the layout of the breakout 
rooms? ¨ ¨
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Are there hearing loops available? ¨ ¨
Is there enough room to manoeuvre a 
wheelchair? ¨ ¨

Are the breakout rooms easy to find? ¨ ¨
Does the venue have air conditioning?If 
yes, is this manually controllable? ¨ ¨

Can windows be opened to cool down 
room?If yes, what is the noise level 
outside?

¨ ¨

Is there a quiet area or prayer room 
available? ¨ ¨

Emergency Procedures

Is there access to the venue’s 
emergency procedure? ¨ ¨

Is there a procedure for evacuating 
wheelchair users in an emergency? ¨ ¨

Will venue staff be on hand to assist 
with evacuation? ¨ ¨

Are the fire alarms audio and visual in 
all rooms? ¨ ¨

Does the venue require an attendance 
list in case of emergencies? ¨ ¨

Where are the fire exits? ¨ ¨

Where is the fire assembly point? ¨ ¨
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Your Views

We would like to hear your views about this toolkit. Please complete and 
return this form to help us develop future versions.

Your name (optional)

Have you used the toolkit? ¨ Yes ¨ No

Has the toolkit assisted you 
to effectively engage with local 
communities?

¨ Yes ¨ No

What aspects of the toolkit do you like?

What aspects of the toolkit would you like changed and why?

Please return to:
The Partnerships Team, South Cambridgeshire District Council, 
South Cambridgeshire Hall, Cambourne Business Park, Cambourne
Cambridgeshire CB23 6EA
Email: gemma.barron@scambs.gov.uk
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Partnerships Team
South Cambridgeshire District Council
South Cambridgeshire Hall
Cambourne Business Park
Cambourne
Cambridgeshire
CB23 6EA

General enquiries:  03450 450 500 
(Monday to Saturday 8am to 8pm)

Fax:   (01954) 713149

www.scambs.gov.uk
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