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Dear Licence Holder/Business Owner
In preparation for the re-opening of businesses including licensed premises, we have put together a checklist and some guidance to help support your business and help ensure you are Covid- 19 compliant.
At the current time there has been no definitive guidance received from the government on confirmed dates for re-opening but when any information is released, this can be viewed from our website by visiting www.fenland.gov.uk/licensing 

Premises Licence
· Check the current DPS is still working at the premises and how many personal licence holders you have working on site. 
· Has there been a change to the premises licence holder or their registered address?

· Is the Premises Licence Summary (Part B) on display? 
· Is the full licence (Part A) available for inspection? 
· Is your licence fit for purpose – might you need extended hours 

· Review conditions – ensure compliant and consider whether any need amending – e.g. use of outside space, licensing of external dispense bars, off sales, last entry, door staff, relaxation of delivery and collections to reduce interaction between customers/staff and visitors; opening new access points to regulate entry/flow of visitors and customers; ability to keep windows and doors open (except fire doors) to assist ventilation. Check also for any planning restrictions. 
· Has the Premises Licence annual fee been paid. Check for suspension notices and remove if applicable. 
· If you are a landlord and your tenant has left then carry out the necessary checks to ensure that the premises licence has not been surrendered or has lapsed.

· Have building works been undertaken during the closure? If so, is licensing consent required?

· Is the bar authorisation form in place and all training records up to date?
If you feel any changes or amendments are required to you premises licence, these can be made from our website by visiting - https://fenland.gov.uk/premiselicence 
Gambling
· Has the gaming permit annual fee been paid? If it hasn’t then the permit will have lapsed and need to apply for a new one. 
· Notifications (automatic entitlements to 2 gaming machines) – if the premises licence has been transferred then you need to apply for a new notification. 
· Do you have a copy of the notification and/or permit and is this available for inspection if required ?
If you feel any changes or amendments are required to you Gaming Permit/Notification, these can be made from our website by visiting - https://fenland.gov.uk/gambling 

Food Safety
If you are legally able to open your food premises and are looking to do so then you need to ensure that you have taken food safety and hygiene into account.  In order to help you with this there is an opening checklist devised by the Food Standards Agency which can be viewed at:

https://www.food.gov.uk/business-guidance/reopening-checklist-for-food-businesses-during-covid-19
You need to ensure that you have carried out the checks before opening.
General
· Consider what works you wish to undertake before opening and consider whether they need permission – such as installation of barriers and screens. 
· Check fire risk assessment is up to date and review capacity levels within the assessment and/or premises licence conditions in light of COVID-19 regulations. 
· Consider liaising with neighbours and resident associations before the premises reopen; it is likely that the ambient noise levels will increase and residents may become sensitive to noise issues. 
· Review current policies and introduce new ones in light of COVID 19 – for example:
· admission and dispersal

· drugs

· toilet checks and cleaning protocols

· security

· avoiding overcrowding of areas used regularly like corridors and toilets and other confined spaces, 
· controlling queues and ensuring 2 metre markers are in place. 
· encourage customers to email, use website or apps when ordering or calling ahead to reserve seating. 
· Consider use of external spaces which may be owned by your landlord or Local Authority and speak to them. 
· Pre-opening licence health check and risk assessment to comply with COVID-19 regulations (when released) and signage requirements – including social distancing guidelines; hygiene information; entry and exit routes; pick up and drop off point instructions; customer instructions upon service and payment process. 
· All businesses need to have a trade waste agreement in place for the removal of commercial rubbish. Waste should also be stored properly in a suitable container and not allowed to blow out into the local environment. Please ensure that you use a registered company who hold the correct permits to take your rubbish away and ensure that you retain all your receipts for a minimum of 2 years. The Council can offer a trade waste collection, details can be found on our website via https://www.fenland.gov.uk/tradewaste
Health & Safety Guidance
· Steps you must take to ensure your workplace is safe: 
· Carry out a Risk Assessment to prevent the spread of Coronavirus in your workplace. (Example attached to this email). The findings of the risk assessment only have to be written down if you have 5 or more employees. 
· Discuss the risk assessment with your staff and work together to ensure the control measures are implemented
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· Develop cleaning, handwashing and hygiene procedures  
· You should increase the frequency of handwashing and surface cleaning at your premises by:

· Encouraging people to follow the guidance on hand washing and hygiene 

· Providing hand sanitiser around the workplace, in addition to washrooms

· Frequently cleaning and disinfecting objects and surfaces that are touched regularly

· Enhancing cleaning for busy areas

· Setting clear use and cleaning guidance for toilets

· Providing hand drying facilities – either paper towels or electrical dryers
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· Maintain 2m social distancing where possible by:

· Putting up signs to remind workers and visitors of social distancing guidance. https://www.england.nhs.uk/coronavirus/primary-care/other-resources/posters/ 

· Avoiding sharing workstations
· Using floor tape or paint to mark areas to help people keep to a 2m distance.

Guidance 
There is specific guidance produced for various types of workplace and you will need to use the guidance to form the basis of your risk assessments.
Please see below the links to official government guidance

· Steps to Working -  Safely

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/5-steps-to-working-safely
· Offices and contact centres

Guidance for people who work in or run offices, contact centres and similar indoor environments. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
· Restaurants offering takeaway or delivery

Guidance for people who work in or run restaurants offering takeaway or delivery service. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-or-delivery
· Shops and branches

Guidance for people who work in or run shops, branches, stores or similar environments. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches
· Working in other people's homes

Guidance for people working in, visiting or delivering to other people's homes. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/homes
· Factories, plants and warehouses

Guidance for people who work in or run factories, plants and warehouses. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/factories-plants-and-warehouses
· Vehicles

Guidance for people who work in or from vehicles, including couriers, mobile workers, lorry drivers, on-site transit and work vehicles, field forces and similar. https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles
If you have any further queries or concerns, please email:

Licensing@fenland.gov.uk for all Licensing enquiries 
or call 01354 654321

Kind Regards
Michelle Bishop

Licensing Manager

