
Use this form to apply for a On/Off/Club Licence under Section 100 of the Sale and Supply of Alcohol Act 2012 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On/Off/Club 
Renewal Licence 
valid for 3 years 

Customer service receives 
the application and 

forwards it to the Secretary 
for review.  

If complete, 
the Secretary 

checks the 
application to 

ensure all 
required 

documents are 
included, 

submits to the 

If 
incomplete 
returned to 
applicant  

Secretary to 
send the 

application 
to the tri-
agency     

Tri-agency inspection  

Meeting to be held by 
the tri-agency and the 

applicant   

If the application 
is opposed (by 

one or more than 
one), the 

tri-agency will 
meet with the 
applicant to 
discuss the 

concerns. If no 
agreement is 
reached, the 

opposing reports 
will be submitted 
to the Secretary. 

If the application 
is opposed by the 
public, a copy will 
be sent to the tri-
agency, as well 
as the applicant 
once the public 

notice period has 
ended. The 
secretary to 

encourage the 
applicant to settle 
with the objector  

If there is no 
opposition, 
the reports 

will be 
submitted to 

the 
secretary.   

 

If the opposition 
remains, the secretary 

shall contact the 
applicant to ensure they 
understand the hearing 
process and to schedule 

deadlines for the 
submission of evidence 
and the hearing date. 

If there is no 
opposition, the 

secretary will prepare 
paperwork for the 

Chair to review and 
decide on.  

Secretary to 
save a copy 
and contact 
the applicant 

with the 
outcome of 
their licence

Secretary to 
save a copy 
and contact 
the applicant 
and issue the 
decision on 
the website

Chair to review and 
decide on the 

outcome of the 
licence.  

 

Once a hearing has taken 
place, the DLC to review 

and decide on the 
outcome of the licence, 
secretary to sign off and 

contact the applicant with 
the outcome.    

 

Secretary to 
prepare the 
public notice 
published for 
25 working 
days on the 

website.


