	FEE: £686
Renewal
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	Date Application Received:

	
	
	
	

	
	
	
	Fee & Receipt No:

	
	
	
	Application Number:

	
	
	
	

	
	
	
	


HOUSING (SCOTLAND) ACT 2006 
APPLICATION FOR RENEWAL OF HOUSES IN MULTIPLE OCCUPATION LICENCE

	Details of Premises to be Licensed
	(NOTE 1)
	

	
	

	
	

	Address:
	

	
	

	
	

	Type of Premises

e.g. Bed-sit,Flat,B&B etc.
	

	
	

	Tel. No.
	
	
	


	Type of HMO
	
	

	
	

	Please tick appropriate box:

	
	
	

	Landlord with lodgers
	(
	

	Bed-sits
	(
	

	Flats or houses let as a whole
	(
	

	Nurses homes
	(
	

	Student Halls of residence
	(
	

	B & B’s, Hotels and guest houses
	(
	

	Hostels (LA and Charity)
	(
	

	Sheltered Accommodation
	(
	

	NHS Hospitals – where employees resident
	(
	

	Other employee residences
	(
	

	Women’s Refuge
	(
	


	Details of Applicant (Individual)
	(NOTE 2)
	

	
	

	
	

	Name: 
	

	Address:
	

	
	

	
	

	
	

	Tel. No.
	
	D.O.B.
	


	Details of Applicant (Company/Partnership)
	(NOTE 3)

	
	
	
	

	Name of Company/Partnership
	

	
	

	Registered Office/Principal office

	

	
	

	
	

	
	

	Company Registration No.
	
	

	Date of Registration
	

	
	

	On an accompanying statement the following information is required before the application can be processed:-

	

	Full Name, Address and Date of Birth of all Partners or  Company Directors, Company Secretary and other persons concerned in the management of the partnership/company
	

	
	

	
	

	
	

	
	

	


	Agent Details
	(NOTE 4)
	

	
	

	
	

	Name: 

	

	Address:
	

	
	

	
	

	
	

	Tel. No
	D.O.B.
	

	Where agent is a company or partnership the  
Full Name, Address and Date of Birth of all Partners or  Company Directors, Company Secretary and other persons concerned in the management of the partnership/company

	

	
	


	Convictions
	(NOTE 5)
	

	
	

	
	

	Previous Convictions.   If none please write “NONE”.

Subject to the provisions of the Rehabilitation of Offenders Act 1974, if any person named in Sections 3,4 and 5 has been convicted of any crime or offence in any Court in the United Kingdom, please give details below. (All crimes and offences must be declared)

	

	DATE OF IMPOSED FINE
	DATE OF CONVICTION
	NAME & PLACE OF COURT
	NATURE OF OFFENCE
	SENTENCE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Persons Occupying Premises
	(NOTE 6)

	
	

	Total number of qualifying persons permitted to Occupy the Premises
	

	
	

	Number of families
	

	
	


	Category of Persons Occupying Premises
	

	
	

	Is it your intention to provide accommodation at any time within the approved premises to any person falling within any of the following categories:

	
	
	YES
	NO

	Disabled (physical or otherwise)
	
	(
	(

	Young Single Homeless Persons
	
	(
	(

	Victims of Domestic or Violent Abuse
	
	(
	(


	Declaration of Renewal
	(NOTE 7)

	
	

	Complete attached Declaration of Renewal if applicable.

	

	


I/We declare that payment arrangement has been made to the below email:

Hmo_licensing@south-ayrshire.gov.uk for the fee of £686
I/We also undertake to provide information in respect of the premises as may be required and that within a reasonable time.   I/We understand that failure to produce any information within timescales indicated will delay the processing of the application and will result in the licensing authority being required to consider refusal of the application,   I/We understand that in the event that I/We do not proceed with the application and the application is withdrawn or refused, the fee is non returnable.
I/We declare that I/We shall, for a period of 21 days commencing with the date of this application, display at or near the premises so that it can conveniently be read by the public, a notice complying with the requirements of Paragraph 2 of Schedule 4 to the Act and I/We shall thereafter produce a Certificate of Compliance under Paragraph 2(5).

I/We declare that the particulars given by me/us are correct to the best of my/our knowledge and belief.

	
	

	

	

	
	
	
	

	Signature of Applicant:
	
	Date:
	

	
	
	
	

	
	
	
	

	
	
	
	

	Address :
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CHECKLIST FOR GUIDANCE PRIOR TO SUBMITTING APPLICATION
1.
Form fully completed, signed and dated.

2.
Any additional statements in respect of company details or previous convictions clearly identified, dated and
signed.

3.
Contact having been made to hmo_licensing@south-ayrshire.gov.uk to arrange payment of £686 

4.
Notice displayed on premises.

5.
Declaration of Renewal

6.
Annual Gas Certificate / Current Electrical Certificate / Current Risk Assessment

7.
Energy Performance Certificate – (EPC)
8.
Search from Property Register

Completed application forms and enquiries to:

South Ayrshire Council, HMO Licensing, Housing Policy & Strategy, Riverside House, 21 River Terrace, Ayr, KA8 0AU
Telephone Number: 01292 612925



SOUTH AYRSHIRE COUNCIL

COMMUNITY CARE AND HOUSING - HMO LICENSING 
HOUSING (SCOTLAND) ACT 2006 
HOUSE IN MULTIPLE OCCUPATION LICENCE

SCHEDULE OF DETAILS OF CONVICTIONS

If the applicant is a limited company or a partnership, details of convictions of all the persons specified in the application form are required.  If the Company has any convictions these should be shown and the declaration signed by the Director or Company Secretary.  Each declaration by an individual must be signed by that individual.

Failure to disclose convictions may lead to a refusal to grant a licence.

	Date of Imposed Offence
	Date of Conviction
	Name & Place of Court
	Nature of Offence
	Sentence

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Date
	
	
	Signature
	

	
	
	
	
	

	
	
	Please also type or print name
	


	EXAMPLE


DECLARATION OF RENEWAL

HOUSING (SCOTLAND) ACT 2006
HOUSE IN MULTIPLE OCCUPATION

I, (Name of applicant or authorised representative of applicant if not an individual) being the owner of the property/ the authorised representative of  (name of organisation) who own the property (delete as appropriate) known as and forming (details of property), (hereinafter referred to as “the said property”) which is a licensable house of multiple occupation in terms of the Housing (Scotland) Act 2006 hereby certify that (I/name of organisation) (insert as appropriate) have held  a licence for a house of multiple occupation in respect of the said  property for the period from x to y and now wish to apply for a renewal of the licence for a house of multiple occupation in respect of the said property and confirm the following to be true:-

(i) No material changes have been carried out to the said property during the period from x to y without the prior consent of the licensing authority, South Ayrshire Council

(ii) The conditions and standards set out in the said licence for the said property dated xxxxxxxxxx have been maintained during the period from x to y.

(iii) The conditions and standards currently utilised by the licensing authority, South Ayrshire Council in respect of houses of multiple occupation will apply and will be maintained in respect of the said property during any renewal of the licence for a house of multiple occupation.
(iv) I understand that authorised officers of the licensing authority, South Ayrshire Council, have the authority to inspect the said property to satisfy themselves that the statements contained herein are accurate.

(v) I understand that this statement forms part of my (name of organisation) application for renewal of the licence for a house of multiple occupation in respect of the said property. 

PLEASE NOTE: HMO Licensing standards for South Ayrshire were revised in February 2012.  By signing this declaration, you are intimating that your property accords with the revised standards.  

HMO licensing standards can be viewed at:                                                                                  http://www.south-ayrshire.gov.uk/documents/hmostandards.pdf
(Signature of Applicant/ Applicant’s Representative) ………………………..................................…..…………

(Full Name of Applicant /Applicant’s Representative) ……………………….................................…….……….

(Date)…………………………………......................…

	PLEASE COMPLETE THE FOLLOWING USING ATTACHED EXAMPLE


DECLARATION OF RENEWAL

HOUSING (SCOTLAND)ACT 2006
HOUSE IN MULTIPLE OCCUPATION

I, ………………………………………… being the owner of the property / the authorised representative of …………………………………….. who own the property  (delete as appropriate) known as and forming ………………………………………………………………………………….………………, (hereinafter referred to as “the said property”) which is a licensable house of multiple occupation in terms of Part 5 of the Housing (Scotland) Act 2006 hereby certify that ………………………………. (insert as appropriate) have held  a licence for a house of multiple occupation in respect of the said  property for the period from …………… to …………… and now wish to apply for a renewal of the licence for a house of multiple occupation in respect of the said property and confirm the following to be true:-

(i)
No material changes have been carried out to the said property during the period from …………… to …………… without the prior consent of the licensing authority, South Ayrshire Council.

(ii)
The conditions and standards set out in the said licence for the said property dated ……………… have been maintained during the period from ………..................…… to …………................…...........

(iii)
The conditions and standards currently utilised by the licensing authority, South Ayrshire Council in respect of houses of multiple occupation will apply and will be maintained in respect of the said property during the course of any renewal of the licence for a house of multiple occupation.
(iv)
I understand that authorised officers of the licensing authority, South Ayrshire Council, have the authority to inspect the said property to satisfy themselves that the statements contained herein are accurate.

(v)
I understand that this statement forms part of my …………………………… application for renewal of the licence for a house of multiple occupation in respect of the said property.
PLEASE NOTE: HMO Licensing standards for South Ayrshire were revised in February 2012.  By signing this declaration, you are intimating that your property accords with the revised standards.  

HMO licensing standards can be viewed at:                                                                                  http://www.south-ayrshire.gov.uk/documents/hmostandards.pdf
(Signature of Applicant/ Applicant’s Representative) …………………………....................................…………
(Full Name of Applicant /Applicant’s Representative)….………………..................................………….………
(Date)………………………………….......................…
NOTICE TO BE DISPLAYED SO THAT IT CAN CONVENIENTLY BE READ BY THE PUBLIC

SOUTH AYRSHIRE COUNCIL

COMMUNITY CARE AND HOUSING - HMO LICENSING 
HOUSING (SCOTLAND) ACT 2006
HOUSE IN MULTIPLE OCCUPATION LICENCE

NOTICE FOR DISPLAY ON PREMISES

	NOTICE IS HEREBY GIVEN that application has been made on
	

	
	(date of application)

	To South Ayrshire Council for a licence for a House in Multiple Occupation in respect of the premises at


	
	

	
	

	
	


This application has been made by

	NAME/COMPANY NAME/PARTNERSHIP*
	

	
	

	ADDRESS/REGISTERED OFFICE*
	

	
	

	
	

	
	

	DAY TO DAY MANAGER (if appropriate)
	

	
	

	ADDRESS
	


*delete as applicable

Any objections and representations in relation to the application may be made to HMO Licensing, Housing Policy & Strategy, Riverside House, 21 River Terrace, Ayr, KA8 0AU generally within 28 days of the date noted above.  Objections and representations must contain information which is required by the Act namely:-

1.
Any objection or representation relating to an application for the grant or renewal of a Licence shall be considered by the licensing authority if, but only if, the objection or representation is:-

(a) in writing

(b) specifies the grounds of the objection or, as the case may be, the nature of the representation

(c) specifies the name and address of the person making the objection or representation

(d) is signed by him or on his behalf and

(e) was made to the licensing authority within 28 days of whichever is the later date, or as the case may be, latest of the following dates:-

(i) where public notice of the application was given in a newspaper, the date when first given

(ii) where South Ayrshire Council has ordered the applicant to display the Notice again from a specified date, that date

(iii) in any other case, the date when the application was made to the licensing authority.
2. Notwithstanding the dates set out in paragraph 1 (e) above, it shall be competent for a licensing authority to consider an objection or representation received by them before they take a final decision on the application to which it relates if they are satisfied that there is sufficient reason why it was not made in the time required.

3. An objection or representation shall be made for the purposes of paragraph 1 above if it is delivered by hand within the time specified to the licensing authority or posted (by registered or recorded delivery post) so that in the normal course of post it might be expected to be delivered to them within that time.
SOUTH AYRSHIRE COUNCIL

COMMUNITY CARE AND HOUSING - HMO LICENSING 
HOUSING (SCOTLAND) ACT 2006
HOUSE IN MULTIPLE OCCUPATION LICENCE

CERTIFICATE OF COMPLIANCE

	I/We
	

	
	

	
	

	
	

	
	



(Name and Address as specified in application)

applicant(s) for a House in Multiple Occupation Licence, hereby certify that a Notice has been posted at or near the premises at

	

	

	

	



(premises as specified in application)

	FROM
	

	
	

	TO
	


containing such information as is required by Paragraph 2 of Schedule 4 to the above Act.

· Where the said Notice was removed, obscured or defaced during the above mentioned period I/we took reasonable steps for its protection and replacement as follows (give details and circumstances including the dates on which replacement notices were displayed).

	Date
	
	
	Signature
	


SOUTH AYRSHIRE COUNCIL

COMMUNITY CARE AND HOUSING - HMO LICENSING 
HOUSING (SCOTLAND) ACT 2006
HOUSE IN MULTIPLE OCCUPATION LICENCE

GUIDANCE NOTES

Please refer to the notes before completing the corresponding section of the form

These notes are designed to help you complete the application being made to South Ayrshire Council.  They are only for guidance and do not set out the detailed legal provisions nor do they attempt to interpret these.  The Council can accept no responsibility for anything within or omitted from these notes.

	Applications received where there has been NO material change

	

	Applicant must complete a renewal application form if they wish to renew their licence.

	If there has been NO material change of circumstances affecting the licence holder / manager or the activity to which the licence relates, applicant would complete and sign the “Declaration of Renewal” and submit a current Risk Assessment which should include details of Fire Safety Management Policy, Annual Gas Certificate, Current Electrical Certificate.

	

	Officers of South Ayrshire Council, Scottish Fire & Rescue and Police Scotland may inspect licensed premises as required.

	

	Applications received where there HAS been a material change

	

	Applicant must complete a renewal application form if they wish to renew their licence.

	If there HAS been a material change of circumstances affecting the activity to which the licence relates, the applicant must provide four sets of plans, a current Risk Assessment which should include details of Fire Safety Management Policy, Annual Gas Certificate, Current Electrical Certificate

	

	When all of the above documentation is received, a joint inspection by Building Standards, Environmental Health Services and Scottish Fire & Rescue will be arranged by Licensing Services and the applicant would be advised accordingly.


Note 1

The Act defines a “house” as including any part of a building, being a part which is occupied as a separate dwelling and, in particular, includes a flat.  Houses comprised within a building which, although otherwise separate, share use of (a) a sanitary convenience; or (b) personal washing facilities; or (c) cooking facilities, shall be taken to form part of a single house.  A house which is occupied only be qualifying persons, each of whom has a heritable right of ownership in the house; or by a person who is a member of the same family as such a qualifying person shall not be regarded as a house for the purpose of the Act.

Note 2

The person who is applying for the licence must be the owner of the property or at least one of the owners.  The “owner” means a person having a heritable interest in the property which is capable of being recorded in the General Register of Sasines or in the Land Register.  Applicants are advised that the legislation allows the licensing authority to look at everyone who may derive financial benefit from the operation of the premises and are therefore not restricted to looking solely at the applicant if there is, for example, more than one owner.  A licence is required where permission has been given for a house to be occupied by a specified number of people.  (More detailed information on this point is contained in Note 6.)  This permission must have been given knowingly by the owner.

Note 3

Where the house is owned by a partnership or a company then this section must be completed.  Details are required of all the directors and Secretary of the Company.  In addition, where it is a small company with less than six shareholders the licensing authority requires details of these persons.  If, during the processing of the application or after the licence has been granted, there is any change to the directors, Secretary or shareholders then the applicant must notify the authority.

Note 4

The Licensing authority also requires information about the person who will be responsible for the day to day management of the property.  Where the application is by an individual and that person is also responsible for the management of the property then this should be indicated on the form.  In cases where the application is on behalf of a company or partnership, the licensing authority requires a response to this question.  It is expected that this individual will deal with all tenancy management matters and if this is not to be the case, then information will be required as to how this will be dealt with.

Note 5

A response to this question is required in respect of all persons named in the application.  The applicant is advised that, in terms of the legislation, all applications are referred to Police Scotland and a report by the Chief Constable is submitted in respect of each applicant.  It is an offence to fail to disclose a conviction even if, for example, it was dealt with by way of admonition.

Note 6

When a licence is granted it will refer to a maximum number of persons permitted to occupy the premises.  The information requested at this stage is the maximum which you wish to be considered for the licence for these premises.  It may be that at the present time your property is not fully occupied.  In that case you should indicate the optimum capacity of the building.  It is essential that this information be given at this stage as it will be an offence in terms of any future licence to permit more than the maximum stated number to occupy the property.

The question involves definitions contained in the order.

A “qualifying person” means a person whose only or principal residence is the house in multiple occupation.  This definition also specifically includes a person undertaking a full time course of further or higher education who resides in the house during term time.  The house is regarded as his principal residence during term time.

A person is a member of the same “family” as another person if-

(a) those persons are married to each other or live together as a couple; or

(b) one of them is the parent, grandparent, child, grandchild, brother, sister, uncle, aunt, nephew or niece of the other

and, for the purposes of (b) above-

(i) a relationship by marriage shall be treated as a relationship by blood;

(ii) relationship of the half-blood shall be treated as a relationship of the whole blood;

(iii) the stepchild of a person shall be treated as his or her child.

A “house in multiple occupation” means a house occupied during any period mentioned in the Act by more qualifying persons than the number specified in the Act in relation to that period, being persons who are not all members either of the same family or of one or other of two families.  

Note 7

If there has been NO material change of circumstances affecting the licence holder, or the activity to which the licence relates, the licence holder must complete and sign the Declaration of Renewal and submit with the application form.

Note 8

As explained in Note 2, the applicant will be required to submit a recent Search in the Property Register.  Information is available on www.ros.gov.uk Click on Property Search.

By Law, the Council must process an HMO licence application within twelve months, unless official authority to exceed this timescale has been granted by the Sheriff.  If the Council fails to determine an application within twelve months, plus any period of extension granted by the Court, then the licence will be deemed to be granted unconditionally.

