CHELTENHAM

BOROUGH COUNCIL

HMO new licence application / “New Residential Licence”

Guidance for completing the online application form



Introduction

Please use this guide to assist you with completing the new licence application
form.

All responses to questions displayed in this guide are for illustrative purposes only
and are not guidance for which responses you should provide.

If you have any issues following the guidance in this document, please contact the
Housing Standards Team; contact information can be found in the HMO licensing
web pages on www.cheltenham.gov.uk.

General guidance for completing form

e There is no option to save your application form progress and the form’s
session will time out after 15 minutes of inactivity; therefore you will need to
be prepared to complete and submit the form in one session and without long

pauses.

e If on any page in the form if you wish to return to an earlier page, use the
“Previous” button at the bottom of the page. Do not click the back button in
your browser.
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http://www.cheltenham.gov.uk/

4.

First page / “Address search” page

Enter the licensable property’s postcode in “Find Address” field and click “search

From the results list, select the licensable property

Confirm the details that are populated into the fields below are correct

Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Address search

dress GLS098A

MUNICIPAL GFFICES CHELTENHAM BORGUGH COUNCIL PROMENADE, CHELTENHAM, GLOUCESTERSHIRE. GL50 954
1, THE PARK, CHELTENHAM, GLOUCESTERSHIRE, GL50 25L
11. THE PARK. CHELTENHAS
35, THE PARK, CHELTE®

MUNICIPAL OF FICES, CHELTENHAM BORDUGH COUNCIL

PROMENADE
CHELTENHAM
County GLOUCESTERSHIRE
Pesteode GL0 954
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Type of Application page

1. Select the “Mandatory HMO Licence” option

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Type of Application

Indicates a mandatory field

Premises Address

What type of licence are you applying f

® Mandatory HMO Licence
Selective Property Licence

Additional Property Licence

Previous NS
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Applicant Details page

1. Select the appropriate applicant type for the application

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Applicant Details

* Indicates amandatory field

As the applicant please select the sppropriste statement? *
1 am completing the form on behalf of the Proposed Licence Holder(s)
This is a Joint Application, | am one of the applicants

® | am the Proposed Licence Holder - The Sole Applicant, who collects the rent and has sole responsibi lity for managing the property
1 am the Proposes Licence Holder - There are other people involved in the management of the property
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Proposed Licence Holder page

1. Select the appropriate proposed licence holder

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  MNew Residential Licence - Form

Proposed Licence Holder

* Inicates 4

A Managing Agent

it

e m
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Details of Proposed Licence Holder page

1. Enter details of the proposed licence holder

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Details of Proposed Licence Holder o

wlabory Akf
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Other Licensed Properties page

1. Select the appropriate response

2. If“Yes”, enter the property’s / properties’ details in the text box provided

3. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Farm

Other Licensed Properties ¢
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Details of the Person filling out this Form page

1. Select the appropriate statement

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Person filling out this Form

v feld
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Details of the Person filling out this Form page

1. Enter details of the person filling out the form

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Person filling out this Form @

Mr
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Details of the Person Receiving the Rent page

1. Select the appropriate response

2. Click “Next” to proceed

3. If either the “another individual” or “another Non individual” response is selected, you
will be provided with a page to enter their details

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Person Receiving the Rent

Indicates 3 ary feld

® The Proposed Licence Holder
The person filling out the form
Enter details of another Individual

Enter details of another Non Individual (Company, Agent, Trustee etc)
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Details of the Property Manager page

1. Select the appropriate response
2. Click “Next” to proceed

3. If either the “another individual” or “another Non individual” response is selected, you
will be provided with a page to enter their details

CHELTENHAM BOROUGH COUNCIL Mew Residential Licence - Form

Details of the Property Manager
* Indicates a mandatory field

Who will manage the property?*

The Proposed Licence Holder will manage the property
The persan filling sut the formwill mansge the property

Another Individual has & wed to manage the o

oerty g

0 with control of the property
Another Non Individusl / company has been employed to Manage the property
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Details of the Property Manager page

1. Select the appropriate response
2. Click “Next” to proceed

3. If“Yes” is selected, you will be provided with a page to enter their details

CHELTENHAM BOROUGH COUNCIL MNew Residential Licence - Form

Details of the Property Manager
* Indicates a mandatory feld
Are there any other persons who may be involved In managing the property or the tenantsin any other capacity? *

Yes
& No
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Fit and Proper Persons Declarations (1) page

This page is to declare the “Fit and Proper Persons” relevant to the licence have completed
the required Fit and Proper Persons Questionnaire, which is available on Cheltenham
Borough Council’'s website. Copies of these forms will need to be uploaded later at the
“Supporting Documentation” page.

1. Enter the full name of the Proposed Licence Holder in the “Full Name” field
2. Select “Proposed Licence Holder” from the “Capacity” list

3. Tick the declaration tick box to declare the Fit and Proper Person Declaration has
been completed for the Proposed Licence Holder

4. Tick the “Enter another Fit and Proper Persons Declarations” tickbox to enter the
next declaration

5. Repeat above steps for each Fit and Proper Person, using “Other” for persons with
capacities not listed. You will be provided with a field to enter their capacity.

. CHELTENHAM BOROUGH COUNCIL  Mew Residential Licence - Form

Fit and Proper Persons Declarations (1)

WICALES &

role and ol ther has control of the house of s an agent of empioyes of the persan in control of the house.

Torenabie we is legal reguinemant please download 2 copy of the Fit and Proper Persens foom. Al persons tawhom this section relstes must answer afi guestions on the Fit and Proper questionnalre and sign the comesponding declaration.

Fiease confirm all parthes who have completed the Fiz and F forrm and ensune each one s submitted as supporting documentation with this aoolication

Som g reveke a loang

il ais0 nequine you to make a new apolication with a different proposed fcence holder fior which you may alsa reed to pay a new Bcence fee

& Proposed Ecence ho!

Person recelving the rent
Proposed Manager
Cther

@ Idectare that the Fit and Proper Persons Questionnaine and Fit and Proper Perscn Declaration have besn completed and signed by the person

b and will be submitted with this application. ”

Enter ancther “Fit and Proper Persons Declarations
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Ownership (1) page

1. Enter details of the licensable property’s owner

2. If there is more than one owner, tick the “Enter another Ownership” tickbox to provide
another owner’s details — you will be provided with a screen to do this when you click
I(Next”

3. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Ownership (1)
* Indicates a mandatory field

Name of Owner *

Address

Street address *

Town/City *
“helte

County

Postcode *

[ Enter another "Ownership”
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Details of Freeholders and Leaseholders page

1. Select the appropriate response

2. Click “Next” to proceed

3. If the owner does not own the freehold, you will be provided with a screen to provide
details of the freeholder when “Next” is clicked

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of Freeholders and Leaseholders
*Indicates a mandatory field

Does the owner hold the freshold? *
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Details of Leaseholders page

1. Select the appropriate response

2. Click “Next” to proceed

3. lIf there is a leasehold on the property, you will be provided with a page to supply the
leaseholder’s details

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of Leaseholders
* Indicates a mandatory field
Is there a Leasehold for the property? ™

Yes
® No
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Mortgage page

1. Select the appropriate response

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Mortgage
*Indicates a mandatory field
Arethere any mortgages on the property?
[#ives
) No

—..
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Property Management pages

1. Response all questions, selecting the relevant Yes or No responses

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Property Management @
*Indicates a mandatory field

Are occupants given a tenancy agreement (or other written statement of terms of occupancy)?*

® Yes
No

Does the written statement of terms include any dauses relating to anti-social behaviours?

@ Yes
3 No

Doss the written i i on procedures for  res t the property?
@ Yes

No
Are the occupants given an emergency 24 hour contact number? *

@ Yes

No

Save&Exit  Previous [ENEEY

CHELTENHAM BOROUGH COUNCIL  MNew Residential Licence - Form

Property Management o

@ i e £ e an bakephona ramber of £ manager dapleyedin g elates Loation””

& Yo

B8 i 7 st 89 g L s [Pl T Leiwvnces 18 P 1 el AT, 5wy, DebPe e ] o i el el i B

030 v harew Srrarpamants b e 10 cover e cont of Mk smargency ragal WOk (8.5, 8 camiral hasting Boder] % becams neciisany!
& e

]
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Property Management - common parts arrangements page

1. Type the arrangements in the provided text box

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Property Management @
" Indicates 3 mandatory feid

Ploase provide detalls of:

A s in place to ensure that the (e.g. shared kitchens. stairwells, bathrooms) are kept cean and in good order.

andfar

Asrargements that are in place to cover the cost of major emerngency repair work (e a central heating boiler] if it became necessary. *

Acteaner tor communal seeas will make weekly vissts to the proparty.

Larsdlond's insterance will cover emergency resair work]

Save & Exit Previows Neact
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Property Management — storage of refuse pages

1. Select the appropriate response

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Property Management
Are there arrangements in place for the storage of refuse before it is collected? *

f®1 ves

7 No

3. On the following page, type the waste storage arrangements that are in place in the
provided text box

4. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Property Management

Please provide details *

Council collections will collect waste|

Save & Exit Previous
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Details of the Property pages (1/2)

1. For each question, select the relevant responses

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Property @
= Indicates a mandatory fefd

Age of Building [approximate) *

© Pre1919

® 1919-1945

0 1945- 1964

) 1965 - 1980

O Post 1980

Numbser of occupiers in the property ™

5 x‘

SO .. |

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Property @
* Indicates a mandatory fieid

Is the property provided by conversion? *

O Yes
i@ No
© Don'tKnow

R —

CHELTENHAM BOROUGH COUNCIL Mew Residential Licence - Form

Details of the Property @
* Indicates a mandatory feld

Da you supply, as part of any tenancy, any upholstered furniture to which the Furniture and Furnishings (Fire)(Safety) Regulations 1988 (as amended) apply? *

O Yes
i No

Somatat | prodos

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Property @
= Indicates a mandatory flekd

How is the property heated?*

® Gas fire central heating

) Oilfilled central heating

) Electric storage heaters on an "off-peak” tariff

) Wired in or plug-in electric heaters

O Mixture

() Solid fuel appliance

Save & Exit Previous m
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Details of the Property pages (2/2)

1. For each question, select the relevant responses

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Property @
* Indlicates 3 mandatory field

Does the property have a gas supply? *

@ Yes

Save & Exit Previous

CHELTENHAM BOROUGH COUNCIL Mew Residential Licence - Form

Details of the Property @

Have you had the slectrical he property (that Is, the slectrical power Ircults etc.) Inspected by a competant electriclan within the Last five years? *
(Please submit certificate as supparting dlth this
& Yes

Save & Exit Previcus

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Details of the Property @

* Indlicates a mandstory fiald

Is there a Landlords Gas Safety Certificate issued in the last 12 months for all appliances/installations? =
{If Yes, it as supy i fon with this

@ ves

O No

Save & Exit Previous
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Further Details of the Property page

1. For each question, type the relevant response in numeric format

2. Click “Next “ to proceed

CHELTENHAM BOROUGH COUNCIL Mew Residential Licence - Form

Further Details of the Property @
* Indicates a mandatory field

How many individual lettings are there in the property?*
Number of households occupying the property ™
Number of habitable rooms (excluding kitchens) *
Number of bathrooms and shower rooms *

Number of toilets in the property *

Number of washbasins *

Mumber of kitchens in property ~

Number of sinks in the property =

E x
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Fire Safety pages (1/2)

1. Select the relevant responses

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Fire Safety @
* Indicates a mandatory fiewd

Does the property have a working system of fire detection? *

[®1 ves

O No

Save & Exit  Previous [N

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Fire Safety o
* Indicates a mandatory field

Is the fire system:

() Battery Operated
1) Mains Wired

Save & Exit Previous

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Fire Safety o

* Indicates 3 mandstory field

Haow many smoke alarms and heat detectors are fitted? *
(The positions of these alarms should be shown an the property plan)

f :

Save &Exit  Previous ﬂ

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Fire Safety @

Are there fire blankets in all kitchens? *
® Yes

O No

Are there any fire doors in the property? *

®} Yes
O No

* Indicates 3 mandatory field

Please provide further information. What is their fire rating. and what is the location of the fire doors.

(Please draw on the plan and submit as. ith this

ez poine [



Fire Safety pages (2/2)

1. Select the relevant responses

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Fire Safety @
* Indicates a mandatory field
Is the property fitted with a working emergency lighting system to communal hallways, staircases and landings?”

) Yes

O Ne

it | v

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Fire Safety @
* Indicates a mandatory fekd

Does each tenant have clear written instructions on what to do in the event of a fire? *
8 Yes
7 No
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“Supporting files” page

Use this page to upload your application’s supporting documentation.

1. Click “Browse” to open your device’s folders and files

2. Find the relevant files and upload them — their successful upload will be confirmed
under the “Attached files” heading, with their name in green font

3. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL Renew Residential Property Licence - Upload Files

Supporting files @ Attached files Used: 12/ 7200 KB

Browse.. TEST_DOCUMENT.docx {12 KB Py

Note: all uploaded files cannot exceed 7200 KB in size. If you experience an issue with large
files exceeding this limit, please provide a physical copy of these documents to the Housing
Standards Officer during the property inspection.
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“Supporting Documentation” page

This page can be used as a checklist for the files to be supplied as part of your application,
which can be uploaded on the previous page.

1. Once afile has been uploaded, select the “Uploaded” option for each.

2. If afile is not to be uploaded and is to be posted, select “Posted”

3. If you need to go back to the “Supporting files” page to upload a file, click “Previous”

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Supporting ﬂocumentatlon

~ Indicates a mandatory fleid

You can attach documants anline or send these documants by post.

NOTE: if sending documents by post. please send copies and rod originals, o they will not be returned,

Posted documents should be received by Built Emvironment Enforcement, Municipal Offices, P , G GL5O ¥SA within 5 working days of Failure to do 50 may lesd to delay in dealing with your application.

Please note that the application is not valid without the floor plan,

t ired a5 part of this application, Please confirm that the have sent via post with yvour application:

Asimple floor plan showing the use of each room eg. bedroom, kitchen, bathroom ®

® Uploaded
) Posted

Copy of the mast recent Landlord's Gas Safety Record *

® Uploaded
Posted
MiA

Copy of the current Electrical Installation Condition Repart *

® Uploaced

Pasted

Copy of 8 current Fire Detection snd Alsrm System Inspection snd Servicing Report *

= Uploaded
Pasted

Copy of Emecgancy Lighting Periadic Inspection and Testing Certificata fwhera applicable) *

® Uploaded
) Posted
0 NAA

Sample copy of the written terms for tenants *

¥ Uplaaded
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“Notification requirements” page

1. This page acts as a reminder for notification requirements, which are also available
on our website.

2. The next page will provide declarations for completion that declare natification of the
application has been provided to the required persons.

3. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL New Residential Licence - Form

Notification Requirements @
= dnclicares 3 manaatory Mgl

Yoo must bt Cortain Dersons keow Inwriting that vou have made this application or give tham & cooy of it. A fonm s available for downioad which you may use for this puspose,
The persons wha need to know sbout it are -

* Ary montgagee of the property 1o be Boensed

* Arry camer of the property to which the spplication relates [f that is not you] Le. the fresholder snd any head bessors who are known 1o you
= Any other o Is a tenant or long

* The proposed licence holder (if that its not you)
* The proposed managing agent (if any] (if that is not you)

= Ay person whio has agreed that he will be bound by ary conditions Inaficence If it Is granted.

of the property o any part of 1t (inclsding any flat] who s known to you other than a statutory tenant or other tenant whose lease or tenancy |s for less than three years {inchading a periodic tenancy]

Youmust tell sach of thase persons -

* Your name, address, tebephone number and emall sddress or fnumbsee (if ary)

* The name, sddress, telephors rumber and email sddress or fanumbser (if v of the proposed licence holder {if it will not be you)
= Whether this Is an application for a Froperty Licence under Fart 2 or 3 of the Housing Act 2004

» The addressof the property towhich the application relates

* The name snd address of the local housing suthority to which the apolication will be made

= The date the application will be submitted.

| s
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“Declaration — Notification Requirements (1)” page

Complete the form for each required person to declare they have been notified of the licence
application.

1. Complete the form with the required person’s details

2. Tick the “Enter another Declaration - Notification Requirements” tick box at the
bottom of the form to enter another declaration

3. Click “Next”

4. Repeat steps 1-3 until declarations have been completed for all required persons

5. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  Mew Residential Licence - Form

Declaration - Motification Requirements (1)

* dnciaien o mandatony Sk

Vi thockiarn had s hive served & notice of thin spplication on (b boilowing perion

W Appiicand cebing deciarsiion that notke har been ghen *
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“Declaration that a notice of application has been served on all relevant parties” page

1. Enter your full name to declare that notifications have been served on all relevant
parties (details of whom were supplied on the previous page)

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  Mew Residential Licence - Form

Declaration that a notice of application has been served on all relevant parties

= incticates & aancistcny feld

Vv diociane ihak e harwe sevved @ nofice of ihis appficaiion onall the nelrvan paries reguined oo be indormed that Lwe have made this application

] DMCkaration s £ Dbl of M AOicants *
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“Declarations” page

1. Read the declaration text
2. Tick the 3 declaration tick boxes
3. Enter your full name in the “Full Name” field

4. Click “Next” to proceed

CHELTENHAM BGROUGH COUNCIL New Residential Licence - Ferm

Declarations @
* indicates » mandatory fekd
Tranamission of Diocuments and Licences in slectronic form

This st hority Fs umndkee 3 duly 10 profect the publi; fueds i and o this e i i haree i ackieg Frde el 10 Py e Lherd Chis Ficemnation with o ther Bodies sesponadle for audEting of sdminstering public hunds fof these
purposes. For further information, wisit hetpss/dwass swapaoditoo ol

Section 247 of the Housing Act 2004, snabiles the transmission of dotemants and Licences in slectronss form, 1or ssamels by smail, relevant to Parts 1 0o 4 of the Act. The term documsnt’ includes amytihing in writing and the term relevant Socument’ means anything in writing that the Local Authority
have a duty to serve on any person. it Is a pre-requisite of sending documents I electronic form that the Local Authorlty receéves confirmatlon froe the reciplent{s) that they are willing to recetve licences and refevant documents In this manner. Therefore, should you wish to receive information In this

2 fors bk
a1 her

A anvye i showid you with o cancel or modify this sgreement, you many &0 so-elther by weiting in or emalirg enfortementischeltenhamuac.uk stating your rumse, sddress snd contict telephone numbser,
‘Correspondence will be sent electronicalty.

rtainad in thi s correct and to the best of my krorwtedze, | & | commit an off I | supcty any Ink; fon to alocal authority in connection with any of thels functions under any of Parts 120 4 of the Housing Act 2004 that ks false or
misleading snd which | know is false or misleading or sm/re reckliss a3 1o whether it i false or mislesding.

) 1 eonfirm | havi fid Uhi above SLitements.*

" | understand and accept the terems. of this application and once submiltted | understand | will not be abile to change any detalls on the fonm. ™

2 Declaration mada/received from sl applicants ™

Duate *

Full Hame*

| Testtasd S

S . |
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“Email confirmation” page

1. Check the details that are pre-populated in fields and amend if necessary.

The email address on this page is where the application submission confirmation email will
be sent to.

2. Click “Next” to proceed

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Form

Email confirmation
On submission an email confirmation will be sent using the details below

Forename
Surname /Comparry Name
Email*

Telephone
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“Review the following items before submitting” page

Use this page to review the information you have provided in the form before submitting and
making a payment. A PDF version of the form can be downloaded from the “Preview”
hyperlink.

When you have finished reviewing the information and are satisfied that the information
provided is accurate, click “Submit and pay”.

CHELTENHAM BOROUGH COUNCIL  New Residential Licence - Summary

Review the following items before submitting

Your application is not complete until payment has been made and the submission confirmed,

Vense iniiran Feterens

DSFX15536P4215150

Your sddress

MUNICIPAL OFFICES.
CHELTENHAM BOROUGH COUNCIL
PRO DE

CHELTEMHAM

GLOUCESTERSHIR

GLEO 954,

New Residential Licends PDF

0 Fre

Your supoorting files

e

The next page will display the licence fee to be paid.

Proceeding from this page will take you to Cheltenham Borough Council’s card payment
facility to make your licence application payment.

Important: Your application will only be submitted upon successful payment of the
licence application fee.

Next Steps

Confirmation of the application’s successful submission will be sent to the email address
provided in the “Email confirmation” screen.
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