Entertainment licensing – documents 


This section contains detailed information about the various documents needed to apply for an entertainment licence. 

For more information about entertainment licensing, visit www.belfastcity.gov.uk/buildingcontrol or call us on +44 28 9027 0650. 



All documents 

If you are applying for a grant, renewal, transfer or variation of an entertainment licence, you must submit the following documents with your application. 

If you are employing someone to provide the information on your behalf, please refer them to these notes to make sure the correct documents are supplied. 

Please note we can only accept original certificates - faxes or photocopies are not sufficient. 

Certificates will be copied and the originals returned to you, if requested.


	Documents required for entertainment licensing 

	Type of document
	Duration 

	Public liability insurance declaration
	One year 

	Entertainment licence advertisements 
	One year 

	Fire extinguisher certificate 
	One year 

	Emergency lighting certificate 
	One year 

	Fire alarm certificate
	One year 

	Electrical certificate 
	Maximum of three years 

	Heating certificate 
	Two years

	Ventilation certificate 
	Two years 

	Ceiling certificate
	Four years

	Structural floor certificate 
	Indefinite*




* Applicants must submit a structural floor certificate with their application. The certificate will then only be needed if your premises are altered or extended. 


Public liability insurance declaration

This is proof of the insurance policy for your premises, which covers the death of, or bodily injury, to any person while on or about the site. 

Please complete the declaration of public liability insurance cover form and outline the type of entertainment you plan to carry out on your premises. 

You must then give the form to your insurance company or broker. 

They will complete and endorse the second part of the form, and you should then return it to us within 28 days of applying for an entertainment licence.   


Entertainment licence advertisements

Within seven days of submitting your application, you must place legal notice of it in two local newspapers. At least one notice must be placed in: 
· Belfast Telegraph 

· News Letter (Ulster edition) 

· Daily Mirror (Northern Ireland edition) 

· Irish News. 

The second notice may be placed in a local paper distributed or sold in the area where your premises are located. 

However, if the site is located in Belfast city centre, you must place the notice in two of the newspapers listed above, or, if you choose to take out a block public notice for a number of premises, it must also be placed in two of the papers listed above. 

The notice only needs to appear on one occasion in each newspaper. 

For advice on which papers are appropriate for your premises, call us on +44 28 9027 0650. 

Copies of the public notices, showing the newspapers and the date they were published, must be sent to us as soon as possible. 

Failure to submit these may result in your application being declared invalid. 

Please note that legal notices are not required for applications for a 14-day occasional licence made by schools, church halls, voluntary organisations or charities.


Fire extinguisher certificate

You should get a certificate of inspection or maintenance to BS 5306-3:2003 (or an equivalent European standard) from your equipment supplier or other approved competent person, and submit it to us annually. 


Emergency lighting certificate 

All emergency lighting systems must be inspected and tested annually in accordance with the current edition of BS 5266: Part 1, 2005, Annual Test (or an equivalent European standard). 

The type of test certificate is as recommended in BS 5266: Part 1, 2005, Appendix C (or an equivalent European standard).  

Any variation to this type of certificate must be approved by the council. Call us on +44 28 9027 0650 for further information and advice. 




Fire alarm certificate 

All fire alarms must be inspected and tested annually in accordance with the current edition of BS 5839: Part 1, 2002, incorporating amendments 1, 2 and 3 and with particular reference to Section 7, User Responsibilities Annual Inspection and Test (or an equivalent European standard). 

The type of test certificate is as recommended in BS 5839: Part 1, 2002, Appendix C (or an equivalent European standard). 

Any defects which would make your premises unsafe must be addressed before an entertainment licence can be issued. Alteration to any of the systems listed above will also require further certification. 

Certificates will only be accepted from the following bodies:

· Institute of Electrical Engineers (IEE) 

· National Inspection Council for Electrical Installation Contracting (NICEIC) 

· Electrical Contractors’ Association (ECA) or the Electrical Contractors Association of Scotland

· National Association of Professional Inspectors and Testers (NAPIT) 

· an insurance company or agent which specializes in electrical inspections and testing 

· any suitably-qualified engineer, contractor or company deemed to be competent to carry out such inspecting and testing.


Electrical certificate 

All periodic inspection and testing must be carried out in accordance with the current edition of the Institute of Electrical Engineers (IEE) Regulations for Electrical Installations Inspection and Testing and as recommended in BS 7671 (or an equivalent European standard).

The maximum period between inspections is three years, unless declared otherwise by the inspecting contractor. 

The type of acceptable periodic inspection report is as set out in BS 7671 Appendix 6 (Periodic Inspection Report for an Electrical Installation) or an equivalent European standard. 

The report should be a minimum of four pages and should include schedules of both the inspection and test results. Any changes to the report must be approved by the council. 

You must also carry out a routine check annually. A thorough visual inspection should be made of all electrical equipment which is not concealed and should include the accessible internal condition of the equipment. 

The external condition should be noted and any damage identified repaired, if necessary. If the degree of protection has been impaired, this should be recorded. 

The check should take account of all electrical equipment and material and include the following: 

· breakages 

· loose fixings 

· signs of overheating 

· adequate labelling 

· wear and tear 

· missing parts (such as covers and screws) 

· switchgear accessible 

· are the doors of enclosures secure? 

These routine checks do not have to be carried out by an electrically-skilled person but they should be done by someone who is able to safely use the installation and recognise defects. 

A record of annual routine checks should be made available for the council’s building control surveyor upon request.





Heating certificate 

You must supply us with a certificate to state that the heating system for your premises has been examined and is in efficient working order every two years. 

The certificate may be issued by a plumber, specialist installer, mechanical engineer or other approved competent person. 



Ventilation certificate 

If your premises have a ventilation system, then you must submit a certificate stating that the system has been examined and is in efficient working order every two years. 

The certificate may be issued by a specialist installer, mechanical engineer or other approved competent person. 



Ceiling certificate 

You must supply us with a certificate to state that all the ceilings and ornamental plaster within your premises have been examined every four years. 

This certificate must give an opinion of the condition and structural integrity of the ceilings and ornamental plaster. It can be issued by an architect, structural engineer or building surveyor. 



Structural floor certificate 

You must submit a certificate, together with relevant structural calculations, to confirm that the premises’   floors satisfy the requirements of BS 6399: Part 1 1984; Design loading for Buildings; Part 1 Code of Practice for Dead and Imposed loads (or an equivalent European standard). 

If you are providing pop/concert-style entertainment, you may need loading strengths which exceed those laid out in British standards. 

The certificate must be issued by a structural engineer. 



Floor plans 

If you are applying for a grant of an entertainment licence, you must submit three copies of the plans for all floors belonging to your premises. 
You must also do this if you are applying for a variation of your existing licence and have altered the layout of your premises, added another area to be licensed or intend to do so. 
We can accept hard copies of floor plans, but they can also be sent by email to buildingcontrol@belfastcity.gov.uk  in Dwg or Dwf file formats only.

Plans and sections must be to a scale of no less than 1:100 (or, if outdoors, 1:500). They should include a location plan to a scale of no less than 1:1250 and indicate the following: 
· the place concerned, the site boundary, the relationship to adjoining buildings and the uses of the adjoining buildings and any roads adjacent to the premises
· the use of every room or area in the premises
· any escape routes leading to an external place of safety from within the premises. Include all entrances and exits from the premises.  
· general and safety lighting systems
· relevant construction and structural particulars, in relation to structural stability and structural fire precautions
· the levels of the premises and the adjoining ground level, if the building is not at or about ground level.


Notes  

A competent person will, as appropriate to their function in undertaking such inspections and tests, have a sound acknowledge and experience relevant to the nature of the work undertaken and to the technical standards set down in BS 7671 (or an equivalent European standard).

They should also be fully versed in the inspection and testing procedures contained in BS 7671 or an equivalent European standard, and employ adequate testing equipment. 
All approved bodies must have in place a Policy of Public and Employees Liability Insurance Cover insuring them to carry out electrical inspections and testing. 
If the contractor is not a member of any of the groups listed above, they should be approved by the council, prior to any work being started, and hold acceptable insurance indemnity. 
