The Licensing Scotland (Act) 2005

Applications for Occasional Licenses

General Guidance

For the sale of alcohol at events in premises that are not otherwise licensed, it is necessary to apply for, and be granted, an Occasional Licence under the above Act.

There are 3 categories of persons who can apply for an Occasional Licence:

a) the holder of a premises licence 

b) the holder of a personal licence or 

c) a representative of a voluntary organisation (but in this category the application must be for an event relating to the organisation's activities.  This would not normally apply in relation to supplementary events e.g. weddings).  Accordingly an existing licence holder (either a premises or a personal licence holder) must make an application for any ancillary events.

An application for Occasional Licence requires to be made using the prescribed form.  This can be obtained from SIC Offices at 4 Market Street (Legal Services) or Grantfield, (Environmental Health).  Forms can also be downloaded from our website.

It is recommended that you seek guidance on how to complete your form from a Licensing Standards Officer (LSO) at Grantfield.  This may help avoid any delay in considering your application.  A LSO can be contacted by telephone on 01595 744800 or by email.

The completed application form should be submitted to 4 Market Street, Lerwick along with the prescribed application fee (currently £10).

Applications should be lodged at least 28 days in advance of the event. This is to allow for the requirement in the Licensing (Scotland) Act 2005 for the Police and LSO to be notified of the application and to allow for the statutory 21 days for response. 

If the Licensing Board is satisfied that an application requires to be dealt with quickly, the Board can shorten the 21-day notice period to a period of not less than 24 hours.  This is only likely to be considered in exceptional circumstances where the event could not have been reasonably foreseen – e.g. a funeral wake.

The Board's policy is that applications for hours within 11am to 1am are delegated to the Clerk, and can be dealt with under the delegated powers if no adverse comments are received from the Police or LSO. Any applications for hours outwith that period would be contrary to the Board's policy and would be referred to a meeting of the Board for consideration. The Board's current policy under the 2005 Act can be seen here and copies are also available from the above offices. 

It should be noted that this is a general guidance note only and should not be considered legal advice. If in doubt, intending applicants should seek their own legal advice.

Please Turn Over for some help with completing the form.

Section 1 – Licence Details

If you are applying as a holder of a Premises or Personal Licence, please state the number of your licence – not your name.

If you are applying on behalf of a voluntary organisation, please state the name of the organisation – not the premises name.

Section 2 – Personal Details 

This should detail of the Premises or Personal Licence Holder or voluntary organisation named in Section 1.  

Where this is not an individual, please also include the name of the person who can be contacted with any queries relating to the application.  This doesn’t necessarily have to be the chairperson or secretary.

Section 3 – The Premises 

Please be specific.  If the application relates to an event in a specific room in a premises – or a specific area/marquee of an outdoor event then please make this clear.  Applying for the entire premises when the event is held in only part of it could affect other events throughout the premises.

Where the application is on behalf of a voluntary organisation please include how the event relates to the organisation’s activities.

Section 4 – Duration of Licence

If you apply for a licence for several days then the premises is a licensed premises for the duration of those days and alcohol cannot be consumed on the premises outwith the times detailed in Section 5.

Include the time of day, as well as the date where asked for the duration from and to.

Section 5 – Hours & On/Off Sales

The maximum off-sales hours are 10am to 10pm.

Check the Licensing Board’s policy on hours for on-sales as some applications (e.g. up to 1am) can be granted by Legal Services without having to be considered at committee.  

Section 6 – Children & Young People

Children are under 16.  Young people are 16 and 17.  Please remember to note if all children and young people will be allowed entry.   Just noting that an adult must accompany under 16’s does not indicate whether young people are permitted entry..

Section 7 – Checklist

Please remember to make or enclose payment.

Section 8 – Declaration & Signature 

Please remember to sign your form.

