






































APPENDIX 2 - OPERATING SCHEDULE 
 
Prevention of Crime and Disorder 

1. A Closed-Circuit Television (CCTV) system will be operational at the premises at all times when licensable activities are being 

carried out and at any other times when members of the public are present on the premises. 

2: The CCTV system will cover all areas of the premises occupied by the public under the terms of the licence (licensed areas), 

including corridors and stairways (excluding WCs and changing rooms). 

3: The CCTV system will cover the main entrance/s and exit/s and designated emergency egress routes from the premises. 

4: The CCTV system will cover all external areas of the premises occupied by the public, i.e. queuing areas, beer gardens, smoking 

areas and car parks. 

5: The CCTV system will contain the correct time and date stamp information. 

6: The CCTV system will have sufficient storage retention capacity for a minimum of 31 days’ continuous footage. 

7: A designated member/members of staff at the premises will be authorised to access the CCTV footage and be conversant with 

operating the CCTV system.  At the request of an authorised officer of the Licensing Authority or a Responsible Authority (under the 

Licensing Act 2003) any CCTV footage, as requested, will be downloaded immediately or secured to prevent any overwriting. The 

CCTV footage material will be supplied, on request, to an authorised officer of the Licensing Authority or a Responsible Authority 

with the absolute minimum of delay. 

8: A Supervisor’s Register will be maintained at the licensed premises, showing the names, addresses and up-to-date contact 

details for the DPS and all personal licence holders. 

9: The Supervisors Register will state the name of the person who is in overall charge of the premises at each time that licensed 

activities are carried out, and this information will be retained for a period of twelve months and produced for inspection on request 

to an authorised officer. 

10: The PLH/DPS staff will ask for proof of age from any person appearing to be under the age of 25 who attempts to purchase 

alcohol at the premises. 

11: The PLH/DPS staff will ask for photographic identification in the form of either a passport, EU photographic driving licence or 

PASS accredited identification, from any person appearing to be under the age of 25 who attempts to purchase alcohol at the 

premises. 

12: A log shall be kept detailing all refused sales of alcohol. The log should include the date and time of the refused sale, a 

description of the person refused, why they were refused (e.g. no ID, fake ID) and the name of the member of staff who refused the 

sale. The log shall be available for inspection at the premises by the police or an authorised officer of a Responsible Authority 

(Licensing Act 2003). 

13: Glass and Bottles Drinks, open bottles and glasses will not be taken from the premises at any time. Empty bottles and glasses 

will be collected regularly and promptly. Glass and other sharp objects will be stored and disposed of using tamper proof 

receptacles. Receptacles will be secured and not accessible to the customers. 

14: The PLH/DPS will prominently display notices which inform customers that open bottles or glasses may not be taken off the 

premises. 

Public Safety 

1:  Written records of all accidents and safety incidents involving members of the public and/or staff will be kept. These will be made 

available at the request of an authorised officer. 

2: A suitably trained and competent person must ensure weekly safety checks of the premises, decorative and functional fixtures, 

floor surfaces and equipment (including electrical appliances) to which the public may come into contact are undertaken.  Records 

of these safety checks must be kept and made available for inspection by an authorised officer. 

3: Electrical installations will be inspected on a periodic basis (at least every 3 years or at a frequency specified in writing) by a 

suitably qualified and competent person. Inspection records/certificates will be kept and made available at the request of an 



authorised officer. If used, any temporary electrical wiring and distributions will also be inspected. Inspection records/certificates will 

be kept. These will be made available at the request of an authorised officer. 

4: Weekly safety checks of guardings to stairs, balconies, landings and ramps will be undertaken, and a supervision policy will be 

maintained to prevent people from inappropriate behaviour, including climbing which may lead to a fall from height. 

5: A written spillage policy will be kept to ensure spillages are dealt with in a timely and safe manner.  All staff will be made aware of 

the policy. 

6: First Aid equipment and materials adequate for the number of persons on the premises will be available on the premises at all 

times.  All staff will be made aware of first aid location. 

7: A procedure for dealing with unwell members of the public will be in place including those who appear to be affected by alcohol or 

drugs. Staff will be appropriately trained in such procedures. 

Prevention of Public Nuisance 

1:  There will be no external loudspeakers. 

2: A direct telephone number for the manager at the premises shall be publicly available at all times the premises is open. This 

telephone number is to be made available to residents and businesses in the vicinity. 

 

 


