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Procedure to follow in respect of applications which are to be dealt with in 
accordance with the principles of Natural Justice – Private Session 
 
1 Introduction 
 
1.1 The Chairman welcomes the Applicant and, where applicable, his/her solicitor or 

other adviser to the meeting. 
 
1.2 If unaccompanied, the Chairman should ask whether the Applicant was aware that 

he/she could be represented. 
 
1.3 Those present at the meeting should be given the opportunity to identify 

themselves. 
 
1.4 Members should be reminded not to leave the room whilst the application is being 

heard. 
 
1.5 The Council’s Senior Licensing Officer or his/her representative refers to the matter 

in hand being conducted in accordance with the rules of Natural Justice and briefly 
outlines the procedure to be adopted for the benefit of the Sub-Committee and the 
Applicant and his/her adviser. 

 
2 The Senior Licensing Officer’s Report 
 
2.1 The Council’s Senior Licensing Officer or his/her representative to open the 

proceedings with an outline of the application under debate and call witnesses if 
appropriate.  (A copy of this procedure, the report and any relevant background 
papers having been supplied in advance of the hearing to the Applicant or his/her 
adviser which details the nature of any representations made.) 

 
2.2 The Applicant and the Sub-Committee will be given an opportunity to question the 

Senior Licensing Officer or his/her representative and witnesses, if any, on the 
details of his report. 

 
3 The Applicant’s Case 
 
3.1 Opening remarks by the Applicant or his/her representative. 
 
3.2 The Applicant or his/her representative will then call any witnesses and/or give 

evidence in support of his case. 
 
3.3 The Senior Licensing Officer or his/her representative and members of the Sub-

Committee will be given the opportunity to question the Applicant or his/her 
representative and any of his/her witnesses. 

 
3.4 The Applicant or his/her representative will be given the opportunity of asking any 

further questions of each witness after they have been questioned by the other 
parties in (3.3) above. 
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4 Statutory Representatives 
 
4.1 Statutory Representatives to be invited to address the Sub-Committee and call 

witnesses if appropriate. 
 
4.2 The Applicant or his/her representative and the Sub-Committee will be given an 

opportunity to question the Statutory Representatives and any of their witnesses. 
 
5 Concluding Remarks 
 
5.1 The Senior Licensing Officer or his/her representative will sum up the Council’s 

case. 
 
5.2 The Applicant or his/her representative will be given the opportunity to sum up. 
 
6 The Decision 
 
6.1 The Sub-Committee will deliberate in private.  (All parties to the proceedings will be 

requested to withdraw and only the Committee Administrator and Legal Advisor will 
remain to give procedural advice and to record the decision.) 

 
6.2 Once the Sub-Committee has reached a decision, the Applicant and the Senior 

Licensing Officer together with all other parties will be invited to re-enter the 
meeting and the Chairman will announce the decision to the Applicant.  (Any 
conditions, provisos, restrictions etc or the reasons for refusal should be given.) 

 
6.3 The Applicant to be informed that the decision will be notified in writing as soon as 

possible, together with any statutory rights of appeal which may be available. 
 
6.4 The Chairman concludes the proceedings by thanking all parties for their 

attendance. 
 

 
 

 


