
 

LICENSING COMMITTEE 

 

Report subject Site Visit Protocol 

Meeting date 18 December 2019 

Status Public Report  

Executive summary To consider a proposed protocol for Licensing Committee and 
Sub Committee site visits. The protocol sets out the purpose 
of a site visit, the process for requesting and agreeing a site 
visit, and the procedures to be followed in conducting a site 
visit. 

Recommendations It is RECOMMENDED that: 

 (a) The Licensing Committee considers Appendix 1 of the 
report and adopts the Site Visit Protocol as proposed, or 
makes such amendments as the Committee considers 
appropriate. 

(b) A review of the Site Visit Protocol be undertaken in 
not less than 6 months and reported to the Licensing 
Committee to consider any changes deemed necessary. 

Reason for 
recommendations 

To ensure that appropriate arrangements are in place to 
conduct a site visit in a fair and open manner should the need 
arise.  



 

Portfolio Holder(s): Cllr Lewis Allison, Portfolio Holder for Tourism, Leisure and 
Communities 

Corporate Director Kate Ryan, Corporate Director for Environment & Community  

Contributors Jill Holyoake, Senior Democratic and Overview and Scrutiny 
Officer 

Johanne McNamara, Senior Lawyer 

Nananka Randle, Licensing Manager 

Frank Wenzel, Licensing Manager 

Sean Whitney, Public Health and Protection Manager 

Wards All Wards 

Classification For Decision 
Title:  

Background  

 
1. There is specific reference to site visits in the Guidance on the Role of Elected 

Members published by LACORS (The Local Authorities Coordinators of 

Regulatory Services). This states that ‘Site Visits by Licensing (Act 2003) Sub-

Committee members are generally unnecessary and can put the Members and 

the Licensing Authority at risk of accusations of bias. If a Licensing Authority 

believes that there might be occasions where visits are required then it will advise 

on a case by case basis, so there are clear criteria for justifying any visit, which 

can be documented. Licensing Authorities would also be advised to have clear 

guidance as to how the visits are conducted.’ 

 
2. The Licensing Committee at its meeting on 25 September 2019 agreed that there 

may be exceptional circumstances where a site visit was required in the course of 

undertaking its business. The Committee resolved that a site visit protocol be 

drafted to set out how any such visits are agreed, arranged and conducted, to 

ensure a transparent and consistent approach is followed. 

 

3. Reports submitted to the Licensing Committee and its Sub Committees are 

intended to provide sufficient information for members to be able to determine an 

application. Reports include a full copy of the application, current licence if 

applicable, copies of any representations received, and location map. Additional 

information, such as internal layout of premises, photographs, and video footage, 

is sometimes provided by applicants and other parties. 

 



 

4. Site visits should therefore only be required by exception, as a fact-finding 

exercise where a visit would provide substantial benefit in the consideration of an 

application and where certain criteria apply. The proposed protocol attached at 

Appendix 1 of this report recommends that one or more of the following criteria 

should apply when a site visit is requested: 

 

 the impact of an application is difficult to visualise from the information 

provided in the report and any supporting material. 

 The internal layout of a premises is difficult to assess from the information 

provided in the report and any supporting material. 

 Where relevant factors cannot be fully ascertained from any supporting 

information or the plans submitted to the Licensing Officer and available at 

the hearing, to members’ satisfaction. 

 Site Inspections by the sub-committee can be helpful in reaching a 

decision on issues where site circumstances are clearly fundamental to 

the decision 

 
Committee Members should in the first instance request visual material in the 
form of photographs or video presentation as this may overcome the need for a 
site visit. 
 

 
5. The protocol sets out a suggested process for Committee Members and 

Licensing Officers to follow when requesting and agreeing a site visit, including 

any additional issues to be considered. The protocol recommends the actions to 

be taken in arranging a site visit and the procedures to be followed when 

conducting a site visit.  

 

6. Where appropriate this protocol reflects the general principles and good practice 

of the Site Visit Protocol adopted by the BCP Planning Committee in May 2019. 

Summary of financial implications  

7. Any costs associated with arrangements for site visits will need to be met from 

existing budgets.  

Summary of legal implications  

8. There are no legal requirements to undertake site visits as part of the decision-

making process and there is no statutory guidance which deals with site visits. 

Licensing Authorities may agree their own procedures in this respect. While site 

visits are generally considered unnecessary there may be exceptional 

circumstances where a site visit is required. Failure to have clear protocols in 

place setting out these arrangements risks allegations of bias; portrays a lack of 



 

transparency, and could result in subsequent challenge to the decision-making 

process.  

Summary of human resources implications  

9. Any human resources required to support site visits will need to be met from 

existing budgets 

Summary of environmental impact  

10. There are no environmental impacts associated with this report. 

Summary of public health implications  

11.  There are no public health implications associated with this report. 

Summary of equality implications  

12.  There are no equality implications associated with this report. 

Summary of risk assessment  

13.  There are no risks associated with this report. 

Background papers  

None. 

Appendices  

Appendix 1 – Proposed BCP Licensing Committee and Sub Committee Site Visit 
Protocol 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

APPENDIX 1 
 

BCP Licensing Committee and Sub Committee 
Site Visit Protocol 

 
 
 

 
When this Protocol applies 
 
1. The protocol applies to the Licensing Committee and its Sub Committees in 
undertaking the functions set out in Part 3 of the Council’s Constitution: 
 
https://democracy.bcpcouncil.gov.uk/ieListMeetings.aspx?CommitteeID=151&Info=1
&bcr=1 
 
(Note: The term ‘Sub Committee’ is used throughout the protocol for ease of reading, 
the protocol applies to any Committee or Sub Committee arranged to consider a 
matter) 
 
Purpose of the site visit  
 
2. Site visits are generally unnecessary and should only be required in exceptional 
circumstances, as a fact-finding exercise where a visit would provide substantial 
benefit in the consideration of an application, and where one or more of the following 
criteria are met: 
 

 the impact of an application is difficult to visualise from the information 

provided in the report and any supporting material. 

 The internal layout of a premises is difficult to assess from the information 

provided in the report and any supporting material. 

 Where relevant factors cannot be fully ascertained from any supporting 

information or the plans submitted to the Licensing Officer and available at 

the hearing, to members’ satisfaction. 

 Site Inspections by the sub-committee can be helpful in reaching a 

decision on issues where site circumstances are clearly fundamental to 

the decision 

 
Visual material in the form of photographs or video presentation should be requested 
in the first instance as this may overcome the need for a site visit. 

 
 
Requesting and agreeing a site visit  
 
3. Where prior to the meeting, and following publication of the agenda and reports, a 
member of a Sub Committee considers that exceptionally a site visit is necessary 

https://democracy.bcpcouncil.gov.uk/ieListMeetings.aspx?CommitteeID=151&Info=1&bcr=1
https://democracy.bcpcouncil.gov.uk/ieListMeetings.aspx?CommitteeID=151&Info=1&bcr=1


 

they should first contact the Licensing Officer to discuss their concerns to see if 
additional information can be requested from parties to address the issues raised. 
Following this, if the member still considers a site visit is necessary they should 
submit the request in writing to the Licensing Officer and explain the exceptional 
circumstances. The Licensing Officer shall consult with the other members of the 
Sub Committee to seek their agreement (unanimous or majority decision required). 
 
4. The Licensing Officer may also recommend that a Sub Committee undertake a 
site visit by exception prior to the hearing. The Licensing Officer shall consult the 
members of the Sub Committee to explain the exceptional circumstances and seek 
their agreement (unanimous or majority decision required). 
 
5. Should a Sub Committee agree that a site visit is justified the reasons for this 
should be recorded and conveyed in writing by the Licensing Officer to all parties. 
 
6. Members of a Sub Committee may adjourn or defer consideration of an 
application at a hearing in exceptional circumstances to undertake a site visit. 
Members should be mindful of the delay caused and should give reasons why the 
site visit is now considered necessary when it was not identified as needed prior to 
the meeting. Consideration should also be given to whether an adjournment or 
deferral can allow officers to source additional information that would overcome the 
need for a site visit.  
  
Arranging the Visit  
 
7. The date and time of a site visit shall be agreed in consultation with Members of a 
Sub Committee and the landowner/operator/applicant as appropriate. 
 
8. All parties will be notified of the date and time of the site visit by the Licensing 
Officer.  
 
9. The Licensing Officer will liaise with the landowner/operator/applicant to make 
arrangements for the Sub Committee to view the premises as required, where this 
cannot be done from a public point of access.  
 
10. Members of the Sub Committee and other parties have no right of entry to 
private land except by permission of the owner and they should not enter a private 
site until all are present and a Licensing Officer has made contact on site with the 
landowner/operator/ applicant. In the unlikely event that the permission is not given 
to enter a private site, the site will have to be viewed from the public highway or from 
other adjacent land with the owner’s permission. 
 
Conduct of the Visit  
 
11.The Sub Committee shall conduct the visit as a group and should avoid being 
separated at any time. The Sub Committee shall be accompanied by a Licensing 
Officer at all times.  
 
12.The Licensing Officer shall provide an introductory briefing, outlining the purpose 
of the site visit, which is to establish matters of fact relating only to the reasons given 



 

for the visit being necessary. It should be made clear that formal consideration and 
determination of the application shall take place at the appropriate hearing. 
 
13.Questions from members of the Sub Committee should be addressed to the 
Licensing Officer and be of a factual nature. If during the site visit it is necessary to 
seek information from the applicant or other party present, this should be done 
through the Licensing Officer who will undertake this and provide a response.  
 
14.At no time during the site visit should the Sub Committee debate or comment on 
the merits or otherwise of an application, or be drawn into discussions with the 
applicant or any other party. 
 
15. No representations from the applicant or any other party shall be received on the 
site visit. All parties will be advised that lobbying of members of the Sub Committee 
is not permitted. 
 
16. Members of the Sub Committee shall not accept any refreshments on the 
premises or any other form of hospitality or gift. 
  
17. All members of the Sub Committee hearing the application are required to  
attend the visit to be able to participate at the formal hearing. 
 
Record of the Visit  
 
18.A record of the visit will be made, to include details of attendees, what was 
viewed, questions asked, and responses provided. This information shall be 
repeated at the subsequent hearing if required for the benefit of any party not 
present at the site visit. 
 
General 
 
19. The Licensing Officer will identify relevant health and safety issues for all site 
visits. All health and safety instructions, as issued by the site owner/operator must be 
strictly followed.  
 
20. Where appropriate, protective clothing e.g. high visibility jackets, hard hats will be 
provided on arrival at the site. Members of the Sub Committee should wear 
appropriate clothing and footwear.  
 
21. Members of the Sub Committee are responsible for making their own travelling 
arrangements to and from site visits and are encouraged to do so by car share or 
other sustainable means.  
 
22. If anyone attending the site visit has special access requirements the Licensing 
Officer should be notified at the earliest opportunity to allow arrangements to be 
made. 
 
 
 
Adopted by the Licensing Committee on <insert date> 


