Applying for a Personal Licence

Applying for a New Personal Licence 

You will need to do the following :-

1. Sit the recognised qualification – BIIAB Level 2 National Certificate for Personal Licence Holders or equivalent. 
2. Obtain a copy of your criminal record by applying for a Basic Disclosure and Barring Service (DBS) check – Please use the new online application route available on www.gov.uk/request-copy-criminal-record, alternatively, you can use a ‘Responsible Organisation’ (RO) – a third party registered with the DBS – to submit checks on your behalf.  A list of Responsible Organisations can be found at https://www.gov.uk/guidance/responsible-organisations. (the certificate must be no more than one calendar month old when making your application). If you need phone support to apply online, call the DBS helpline on 03000 200 190 or email customerservices@dbs.gsi.gov.uk
3. Complete form FCC8 and FCC3
4. Provide proof of Right to Work/Immigration Status (See Note 2 on the application form)
5. Get two passport sized photo’s of yourself (get one signed on the back by a solicitor, post master or a person of standing in the community i.e. a local councillor or other DPS)

6. Write a cheque made payable to ‘Flintshire County Council’ for £37 (or pay using the following link https://www.civicaepay.co.uk/Flintshire/Webpay Public /Webpay/default.aspx
7. Post FCC8, FCC3, your original qualification certificate, your original disclosure certificate, your photo’s, your proof of right to work and the cheque to Flintshire County Council, Licensing Section, Public Protection Department, County Hall, Mold, Flintshire, CH7 6NH. Original documents will be returned to you via recorded delivery.

We aim to issue your personal licence within 3 working days.

If you need any help with this process please phone the Licensing Office on 01352 703030 for assistance.

