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Please read this guidance document before renewing your Personal Licence 
 

 

Why do I need to renew my Personal Licence?  

Your Personal Licence lasts for ten years - the expiry date is shown on the front page of your Personal Licence 
document.  If you want to continue using your Personal Licence after the expiry date you must apply to renew it.  If 
you don’t renew it then it will no longer be valid after the expiry date.   
 

When can I apply to renew my Personal Licence? 

You can apply to renew your Personal Licence in the 9 month period starting 12 months before the expiry of your 
Personal Licence.  The diagram and example below may help you.   
      

 
 
 
 

  

  
 

 
 

 

9 months during which application can be submitted  

 

Date Licence expires  29 April 2021 
 

 

Date from which you can apply to renew 29 April 2020 (12 months prior to date of expiry) 

Last date to submit renewal application  29 January 2021 (3 months prior to date of expiry) 

Date from which it is too late to renew  30 January 2021  

 

 

What do I need to do or check before renewing my Personal Licence? 

Before applying you must obtain a further Scottish Certificate for Personal Licence Holders (Refresher) at SCQF Level 6 
training qualification.  This must be in your name and be issued by an accredited training provider.  The refresher 
training certificate you obtained five years after the grant of your Personal Licence cannot be used for your renewal 
application.   
 
You can only lodge a renewal application with the Licensing Board that issued your Personal Licence.  Check that your 
Personal Licence was issued by Shetland Islands Area Licensing Board.   If it was issued by another Licensing Board 
then you must lodge your application with that Board.   
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How do I renew my Personal Licence? 
 
You will need to download and complete the application form available here and submit it to the Licensing Board 

with:- 

 

 A copy of your Scottish Certificate for Personal Licence Holders (Refresher) at SCQF Level 6; If you provide the 
original document we will retain a copy and return the original to you; 

 two passport photos - one of which needs to be endorsed on the back with the words “I certify that this is a true 

likeness of (name of applicant)”, followed by the full name of the person endorsing the photograph; (The person 

endorsing the photograph must be “a person of standing in the community”.  Examples of such persons are lawyer, 

accountant, medical doctor, bank manager, teacher, member of clergy, police officer or elected public 

representative.); and 

 the application fee. 

 
Applications can be submitted to the following address either by post or in person:- 

Shetland Islands Area Licensing Board 
Governance & Law  
8 North Ness Business Park  
Lerwick 
Shetland 
ZE1 0LZ 

 
Alternatively, once completed and signed, applications, training certificate and photos can be scanned and sent via 
email to licensing@shetland.gov.uk.   If you submit your application electronically then you must post or deliver the 
original passport photos to the address above.  We will not be able to finalise your Personal Licence without them.  
 
The current fee can be found on our website or by contacting licensing@shetland.gov.uk.  Applications cannot be 
accepted unless they are accompanied by the correct fee. 
 
The fee can be paid by credit/debit card by calling our office 9am-5pm Monday to Friday on 01595 744550.  
Alternatively, you can pay online here.  Please note that cheques are to be made payable to ‘Shetland Islands Council’.  
 
 
What happens to my renewal application once it is submitted? 
 
Your application will be copied to Police Scotland who will advise the Board if you have been convicted of any relevant 
or foreign offences.  Police Scotland may also recommend refusal of your application for the purposes of any of the 
Licensing Objectives.   
 
Your application will also be copied to the Licensing Standards Officer for their consideration.  Both have 21 days to 
report on your application.    
 
Once responses have been received your application will be reviewed.   
 
 
How will I know if my  renewal application has been granted? 
 
If no issues have been raised by Police Scotland or the Licensing Standards Officer then your application will be 
granted, usually within 2-3 weeks of review.  Your Personal Licence will be posted to you together with your original 
training certificate (if submitted) and an information sheet.   
 

https://www.shetland.gov.uk/licences-permits
mailto:licensing@shetland.gov.uk
mailto:licensing@shetland.gov.uk
https://ip.e-paycapita.com/AIP/itemSelectionPage.do?link=showItemSelectionPage&siteId=096&languageCode=EN&source=AIP


If Police Scotland or the Licensing Standards Officer have highlighted an issue with your application it will be referred 
to the Board for consideration.   If this happens you will be notified in writing advising you of the date and time of the 
meeting and explaining the reason why your application is being heard by the Board.   
 
You do not have to attend this meeting but you are strongly advised to attend to answer any questions the Licensing 
Board Members may have.   A decision is usually made at this meeting.  The outcome of the meeting will also be 
advised by letter.   
 
 
What happens if my renewal application is refused? 

We will advise you if your application is refused by the Licensing Board.  If you are unhappy with the refusal you can 
appeal the decision to the Sheriff at Lerwick Sheriff Court.   If you wish to appeal you will need to obtain a Statement 
of Reasons from the Licensing Board within 28 days of the decision being made.   
 
The Licensing Board are unable to give you advice or guidance if you decide to appeal.     If you decide to take this 
course of action you will need to obtain your own independent legal advice or contact the Sheriff Clerk at Lerwick 
Sheriff Court.    
 
 
What happens if I don’t renew my Personal Licence in time? 

If an application to renew is received after the last date for submission it will be returned to you and your existing 
Personal Licence will expire on the date shown on your licence document.    

After expiry, you can apply for another Personal Licence following the procedure for a new Personal Licence 
application.   You will also be required to obtain a fresh ‘Scottish Certificate for Personal Licence Holders at SCQF Level 
6’ Qualification’ rather than a refresher certificate.   
 


