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1.   Introduction
Finedon Community Centre (“FCC”) holds a Premises Licence under the Licensing Act 2003 authorising regulated entertainment and the sale of alcohol at events run and organised by our own Management Committee.
This policy explains what hirers of the Centre may and may not do in relation to alcohol at their events, what a Temporary Event Notice (“TEN”) is, when one is required, and how to apply for FCC’s consent before you submit one to North Northamptonshire Council.
2.   Serving Alcohol vs Selling Alcohol
	The key rule in brief:
✔  You MAY provide (serve) alcohol free of charge to your guests without a TEN.
✖  You may NOT sell or charge for alcohol in any form without a TEN.



A “sale” of alcohol is wider than it might appear.  Under the Licensing Act 2003, alcohol is treated as being ‘sold’ if it is included within a ticket or entry fee charged with a view to making a profit — even if it is not individually priced.  If you are in any doubt whether your arrangements constitute a sale, you must contact us before your event.
3.   When Is a Temporary Event Notice Required?
You will need a TEN if you intend to carry out any of the following activities at your event:
1. Selling alcohol (including where the price is incorporated into a ticket or entry fee)
1. Serving alcohol to non-members of a private club
1. Providing regulated entertainment (such as live or recorded music, dancing or indoor sporting events) that is not already covered by FCC’s Premises Licence
1. Serving hot food or drink between 11pm and 5am (known as ‘late night refreshment’)

You may also need a TEN if a licensable activity you wish to carry out is not covered by the terms of FCC’s existing Premises Licence.  If you are unsure, please ask us.
4.   TEN Eligibility — Legal Requirements
The following limits are set by law and cannot be varied:
1. You must be 18 years of age or older to give a TEN.
1. An individual (non-licence holder) may give a maximum of 5 TENs per year across all premises.
1. A personal licence holder may give a maximum of 50 TENs per year.
1. There must be a gap of at least 24 hours between events at the same premises where different TENs are in use.
1. Your event must involve no more than 499 people at any one time (including all staff).
1. Your event must last no more than 168 hours (7 days).
1. FCC as a premises can only be authorised under TENs for a maximum of 15 temporary events over a maximum total period of 21 days in any calendar year.  This limit affects all hirers collectively, so early notification to us is essential.
5.   FCC Licensed Hours and Conditions
All events involving regulated entertainment or the sale of alcohol must comply with the following conditions, which are drawn from FCC’s Premises Licence:
5.1  Hours
1. Monday to Thursday: 9am to 11pm
1. Friday to Saturday: 9am to 11:30pm
1. Sunday: 9am to 10:30pm
Special permission outside these hours must be obtained in advance from both the Licensing Authority and FCC’s Management Committee.
All alcohol sales must cease at 11pm.  The building must be completely vacated before 11.30pm quietly so as not to disturb nearby residents.
Note: Clearing up and cleaning after a Saturday event can be arranged on Sunday morning at no extra charge, subject to prior agreement with the Management Committee.
5.2  Capacity
1. Gibbard Suite (First Floor — large hall): maximum 199 persons for dancing; maximum 200 persons seated (including artists, band, staff and organisers).
1. Henderson Suite (Ground Floor): maximum 80 persons.
1. Meeting Room / Coffee Shop: maximum 20 persons.
1. Reception Hall: maximum 30 persons.
5.3  Supervision
In addition to the Hirer, a minimum number of competent adult attendants (aged 18 or over) must be on duty at all times when the public are present:
1. Up to 100 persons: minimum 2 adult attendants
1. 100–249 persons: minimum 3 adult attendants
1. 250–499 persons: minimum 4 adult attendants
Additional attendants are required where the majority of the audience is under 16, or where a significant number of disabled persons are present.  All attendants must have been briefed on fire evacuation procedures, the location of fire-fighting equipment and their responsibilities in an emergency.
5.4  Other conditions
1. Performances involving danger to the public or of a sexually explicit nature are not permitted.
1. Children must be restricted from viewing age-restricted films classified by the British Board of Film Classification.
1. No person under 18 may be sold or supplied alcohol.
1. Alcohol must not be sold to or served to a person who is drunk or disorderly.





6.   The TEN Process — Step by Step
If you need a TEN, you must follow these steps in order:
1. Notify FCC.  Complete Form A (below) and submit it to the Centre Secretary.  Do not submit anything to the Council until FCC has given written consent.  We must agree to the TEN before you can proceed.
1. Apply to North Northamptonshire Council.  Once FCC has countersigned Form A, apply online to the North Northamptonshire Council Licensing team.  Applications must be submitted no later than 10 clear working days before the event.
1. Notify the Police.  You must also serve a copy of the TEN on the Chief Officer of Police for the area within the same timescale.
1. Keep a copy.  Retain your copy of the TEN and FCC’s countersigned consent for the duration of the event.
Where to apply:  Applications can be made online at www.northnorthants.gov.uk — search for ‘Temporary Event Notice’.
Current fee: £21 (subject to change — check the Council’s website for the current fee before applying).
Late notices: A ‘late’ TEN can be submitted between 5 and 9 working days before the event but is subject to police objection. We strongly recommend applying in good time.
7.   FCC’s Right to Withhold Consent
FCC reserves the right to refuse consent for a TEN, or to attach conditions to its consent, in any of the following circumstances:
1. The annual TEN limit for the premises (15 events / 21 days) has been, or would be, reached.
1. The proposed event raises concerns about public safety, nuisance to neighbours, or compliance with the Premises Licence conditions.
1. You have previously failed to comply with the terms of a hiring or a TEN at FCC.
If we refuse consent, we will tell you as soon as possible so that you have time to make alternative arrangements.
If you fail to obtain FCC’s consent before giving a TEN to the Licensing Authority, we will cancel your hiring without compensation.  This is because unauthorised TENs can jeopardise FCC’s Premises Licence and affect future fundraising by us and other local voluntary organisations.
8.   Hirer’s Undertakings
By completing Form A, you undertake to:
1. Comply with the Licensing Act 2003 and all regulations made under it as they apply to a Premises User holding a TEN.
1. Notify the Police Authority within the required time.
1. Not sell or supply alcohol to any person under 18.
1. Not sell or supply alcohol to any person who is drunk or disorderly.
1. Comply with all conditions of FCC’s Premises Licence and Operating Schedule.
1. Indemnify FCC’s Management Committee against any obligations, fines or costs arising from your use of a TEN.
1. Ensure that the event and all activities carried out comply exactly with the details stated in the TEN.

FORM A — APPLICATION FOR FCC CONSENT TO GIVE A TEMPORARY EVENT NOTICE

Complete this form and return it to the Centre Secretary.  You must receive FCC’s written consent before submitting a Temporary Event Notice to North Northamptonshire Council.

SECTION 1 — HIRER DETAILS

Full name of Hirer: ____________________________________________________________
Name of organisation (if applicable): ____________________________________________________________
Address: ____________________________________________________________
                                                                                              Postcode: ______________
Contact telephone: ____________________________________________________________
Email address: ____________________________________________________________

SECTION 2 — EVENT DETAILS

Date(s) of event: ____________________________________________________________
Start time: ____________________________________________________________
End time (premises vacated by): ____________________________________________________________
Room(s) to be used: ____________________________________________________________
Expected number of attendees: ____________________________________________________________

Description of event:
____________________________________________________________________________________________________

SECTION 3 — LICENSABLE ACTIVITIES

Please tick all activities for which you are seeking a TEN:

□   Sale of alcohol
□   Regulated entertainment (live or recorded music, dancing, etc.) not covered by FCC’s existing Premises Licence
□   Late night refreshment (hot food or drink between 11pm and 5am)
□   Other (please specify): _________________________________________________

Location within the Centre where alcohol will be sold/activities will take place: ____________________________________________________________

SECTION 4 — HIRER’S UNDERTAKING

I/We hereby apply to Finedon Community Centre’s Management Committee for consent to give a Temporary Event Notice to North Northamptonshire Council’s Licensing Authority for the event described above.

I/We undertake to:
1. comply with the provisions of the Licensing Act 2003 (and any regulations made thereunder) as they apply to a Premises User holding a Temporary Event Notice;
1. notify the Chief Officer of Police for the area within the required time;
1. not sell or supply alcohol to any person under the age of 18;
1. not sell or supply alcohol to any person who is drunk or disorderly;
1. comply with all conditions of FCC’s Premises Licence and Operating Schedule; and
1. indemnify FCC’s Management Committee against any obligations, losses, fines or costs arising from my/our use of a Temporary Event Notice at this event.

Signed (Hirer — or duly authorised representative of the hiring organisation):
Name (BLOCK CAPITALS):  ___________________________________________
Signature:  ___________________________________________   Date:  _______________

SECTION 5 — FCC MANAGEMENT COMMITTEE CONSENT

I hereby authorise the person named above to give a Temporary Event Notice to North Northamptonshire Council’s Licensing Authority for the event described in this form.

Signed (Authorised signatory on behalf of FCC Management Committee):
Name (BLOCK CAPITALS):  ___________________________________________
Signature:  ___________________________________________   Date:  _______________

This form must be fully completed and signed by both parties before the Hirer submits a Temporary Event Notice to the Licensing Authority.

FORM B — APPLICATION FOR FCC TO PROVIDE A LICENSED BAR

Use this form only if you wish FCC’s Management Committee to operate a licensed bar at your event.  This is an alternative to you obtaining a TEN to sell alcohol yourself.  FCC reserves the right to decline to provide a bar.

SECTION 1 — HIRER DETAILS

Full name of Hirer: ____________________________________________________________
Name of organisation (if applicable): ____________________________________________________________
Contact telephone: ____________________________________________________________
Email address: ____________________________________________________________

SECTION 2 — EVENT DETAILS

Description of event: ____________________________________________________________
Date(s): ____________________________________________________________
Start time: ____________________________________________________________
End time: ____________________________________________________________
Room(s) to be used: ____________________________________________________________

SECTION 3 — BAR REQUIREMENTS

Please indicate the location where you would like the bar to operate:
□   Gibbard Suite (First Floor)
□   Henderson Suite (Ground Floor)
□   Other (please specify): _________________________________________________

Any specific requirements or preferences for the bar (e.g. soft drinks only, no spirits):
____________________________________________________________________________________________________




SECTION 4 — HIRER’S SIGNATURE

I/We hereby apply to Finedon Community Centre’s Management Committee to provide a licensed bar for the event described above on the date(s), at the time(s) and in the location(s) specified.

Signed (Hirer — or duly authorised representative of the hiring organisation):
Name (BLOCK CAPITALS):  ___________________________________________
Signature:  ___________________________________________   Date:  _______________

SECTION 5 — FCC MANAGEMENT COMMITTEE RESPONSE

□   Approved.  We hereby agree to provide a licensed bar for the event described above on the date(s), at the time(s) and in the location(s) specified.
□   Declined.  Reason: ___________________________________________________________________

Signed (Authorised signatory on behalf of FCC Management Committee):
Name (BLOCK CAPITALS):  ___________________________________________
Signature:  ___________________________________________   Date:  _______________
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