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Information that will be necessary to complete an application  
 
The online application form should take about 45 min to complete and you will need 
to have the following information ready:  
1. Full address of the property to be licensed.  
 
2. Name, address, postcode, telephone numbers and email for the following:  

 The applicant.  

 Proposed licence holder (must have a UK address) if this is not the applicant.  

 Proposed managing agent if there is one and if this is not the applicant.  

 Mortgage company(ies) details providing loan(s) in relation to any parts of the 
building that is to be licensed. (email address is not required)  

 Any owner(s) of the property to which the application relates i.e. the 
freeholder and any head lease holder if this is not the applicant.  

 Any other person who has an interest in any part of the property to which the 
application relates e.g. leaseholders of any flats.  

 Person(s) who collect the rents if this is not the proposed licence holder.  
 
In relation to limited companies you are required to have the full company name, 
registered address, registration number, and the name of a person who can be 
contacted in relation to the licence. This information can be found on the internet by 
carrying out a free Companies House search at www.companycheck.co.uk you 
should also include the trading address if this is different. An employee of a company 
cannot be the licence holder – it will be the company itself.  
 
3. As part of the fit and proper section of the application you must provide 
details of any criminal records relating to the proposed licence holder and 
proposed manager (if applicable). Also details of any accreditation schemes or 
professional bodies which the applicant, proposed licence holder and 
proposed manager may belong to.  
 
4. You will be required to pay a fee for the licence application so you will need 
a credit or debit card (after the 1st April 2018 for selective licensing, at all times 
for mandatory HMO licensing) 
 
5. Documentation to be submitted with the application:  

 Gas safety certificate issued by a gas safe approved engineer (annual, if the 
property has gas)  

 Floor plans of the property (with room sizes, location of bathrooms, toilets and 
kitchen facilities plus the position of any smoke alarms, emergency lighting 
and fire doors).  
 

 Electrical Installation certificate or condition report issued by a competent 
electrical (every 5 years, for HMOs) 

 Emergency lighting certificate (for HMOs)  

 Fire alarm test certificate (for HMOs)  
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Note: All above certification will have to be current and submitted with your 
application and fee to make a valid application.  
 
Mandatory Fields  
Some fields are mandatory (marked with an *) and if you have not entered any 
information you will be directed by the alert messages to complete the missing 
sections. You can save and close the form and complete the remaining sections at a 
later time but you will have to scroll through the relevant completed pages of the form 
until you reach the sections that still need to be completed.  
 
Saving the form  
When you start a new application you should save the application to your home 
computer or device make a note of the file name and where you have saved it and 
you will be able to resume it at a later date. Saving the form as go will ensure you do 
not lose any information you have already entered.  
 
Paying for the Licence  
You will need a credit or debit card to make the payment for your application when 
you submit the completed form to the gov.uk website (this is free for selective 
licenses until 1st April 2018). 
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Downloading the form: 
Selective Licencing 
https://www.woking.gov.uk/selectivelicensing for a selective licence 
 
On the Woking Borough Council selective licensing page scroll down and select 
“apply for your licence”  
 

 
This will take you to the gov.uk page to download the application form (or you can 
click on the link below) 
 
https://www.gov.uk/apply-for-a-licence/selective-licence/woking/apply-1  
 
Select “download the application form (PDF)”, select “save as”,  save and make a 
note of the file name and where you have saved it to a folder in your computer. You 
are able to access the form without logging in or going to the gov.uk website once 
downloaded, make all changes and then when you are ready to submit go back to 
the gov.uk website with the completed form and supporting documents. 

 

Please note, if you are experiencing difficulties downloading the application form and 
the website states 'please wait' Gov.uk advise this is a known issue and your PC is 
probably trying to use its default or browser PDF software. 

Try selecting the PDF that you have downloaded and saved and use the 'open with' 
function (ctrl-click or right-click on file name) to select Adobe Reader to open the file. 
You may need to search for the downloaded file in your 'downloads' folder. 

Mandatory HMOs 
https://www.woking.gov.uk/housing/enforce/licence for mandatory HMOs (or you can 
click on the link below which takes you to the gov.uk website). The other steps are 
the same. 
https://www.gov.uk/apply-for-a-licence/house-in-multiple-occupation-
licence/woking/apply-1 

https://www.woking.gov.uk/selectivelicensing
https://www.gov.uk/apply-for-a-licence/selective-licence/woking/apply-1
https://www.woking.gov.uk/housing/enforce/licence
https://www.gov.uk/apply-for-a-licence/house-in-multiple-occupation-licence/woking/apply-1
https://www.gov.uk/apply-for-a-licence/house-in-multiple-occupation-licence/woking/apply-1
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Completing the form 
Section 1 – Applicant details 
 

 

 
 
Section 2 – Application details 

 
 
 
 



If you are the person filling in 
this application form, then you 
are the applicant.  

As the applicant, you are 
required to complete every 
part of the application form 
and sign the declaration at the 
end of the form.  

 
If you select “Applying as a 
business or organisation” then 
additional boxes will appear 
for you to enter its details. 

- Select which type of licence 
you are applying for. 
 
 
- Select whether it is a new 
application, a renewal or a 
variation to an existing licence 
 
- Provide the address details 
of the property to be licensed. 
 
(NB: if it is a renewal or 
variation you will need the 
existing licence reference 
number.) 
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Section 3 – Proposed licence holder 
 

 
 
Section 4 – Proposed licence holder 
 

 
 
 
Section 5 – Ownership and control of the property 
 

 
 
 
Section 6 - Proposed Manager 
 

 
 
 
 
 



- The proposed licence holder 
is the person whose name will 
be on the licence. 
 
- The proposed licence holder 
should be the landlord, the 
person in receipt of the rent or 
in control of the property.  
 
- The Council must be 
satisfied that the proposed 
licence holder is the most 
appropriate person to be so.  
 
- Please note that an offshore 
company will not be permitted 
to hold a licence.  
 

If the proposed licence holder 
is a company - you will need 
to provide the details for the 
company directors & secretary 
or the partners if a partnership 
or the trustees if a charity/trust 

Contact details must be provided for the following:  
 - A freeholder can be a person (or persons) or a company 
who is registered as the proprietor of a freehold estate in 
the land with absolute title  
- A leaseholder can be a person (or persons) or a 
company who owns a lease on the property which gives 
them the right to occupation and use of the property for the 
term of the lease  
 - A Mortgage Provider is used by purchasers of property 
to raise funds to buy the estate; the loan is "secured" on 
the borrower’s property.  
 - A person who collects the rent can be a person (or 
persons) or a company who collects rents from the persons 
who are occupying the property  
 - A person who receives the rent can be a person (or 
persons) or a company who ultimately receives (whether 
directly or through an agent or trustee) rents or other 
payments from the persons occupying the property 
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Section 7 – Details of the property to be licensed 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
- Please select the most 
appropriate option for the 
property you are licensing. 
  
- So for example if the 
property is a 1 bedroom flat in 
a purpose built block of flats 
you may make the following 
selections: 
- Flat in single occupation 
- 1 storey 
- 4th floor 
- 6 floors 
- Residential block 
 
 
 
 
 
 
 
 
 
- No 
 
 
 
- After 1980 
 
 
 
 
 
- Purpose built 
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Section 8 – details of the proposed occupants 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What is a Household?  
A household for the purposes of the Housing Act 2004 and 
licensing could be a single person or members of the same 
family living together who are:  
- Couples married to each other or living together as husband 
and wife (or in an equivalent relationship in the case of 
persons of the same sex)  
- a family living together, including parents, grandparents, 
children (and stepchildren), grandchildren, brothers, sisters, 
uncles, aunts, nephews, nieces or cousins and their partners  
- Half-relatives who are treated as full relatives  
- A foster child living with his foster parent is treated as living 
in the same household as his foster parent  
 
However, friends occupying a house on a shared tenancy are 
viewed as multiple households and each tenant would need 
to be considered as an individual household for the purposes 
of counting them to see if it is a property that requires 
licensing.  
 
The number of occupants is the total number of people 
(including adults and children) who are occupying the 
property no matter how many households are in the property.  
 
If you are a resident landlord sharing the property with three 
or more lodgers then you would count your household as one 
(whether this is just yourself or your family) and then each of 
the remaining lodgers as a separate household.  
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Section 9 – Accommodation details 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- A self-contained flat is defined as a flat behind a 
front door with all basic amenities, none of which 
are shared with persons from other units of living 
accommodation; this could be on more than one 
floor (i.e. a maisonette). 
 
- Non self-contained accommodation may be 
defined as a room used for sleeping and 
lacking a basic amenity such as a bathroom or 
kitchen. 

 
- This should be completed 
just for your property (not 
including other flats if it is in a 
block). 
 
- If the property is single 
occupancy only complete the 
first column, if it is a HMO 
then you will need to complete 
all columns. 



10 
 

Section 10 – Heating and Energy Efficiency 
 

 
 
Section 11 – Gas and Electricity 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Gas - if yes, you will be asked to 
upload your current gas safety 
certificate with your application 
form. 

Portable appliances- If you 
provide portable appliances you 
must ensure that they are safe to 
use, there is no legal requirement 
to PAT test them. 

Electrical Installation Condition 
report – for HMOs you will be 
asked to upload your certificate 
with your application form. 
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Section 12 – Fire precautions 
 

 
 
 
 
 
Section 13 - Drawing plans of your property 
 
In order to license the house, the council has to obtain certain information from you 
about the property in order that it can assess the type of property it is, and what 
amenities and installations there are. A plan can very quickly sum up the nature of a 
property on just one page - sometimes it takes more but one page is often sufficient.  
 
You do not have to draw the plan. You should be able to get any architect or plan 
drawer to do the job for you. This will however cost you money. You may already 
have some plans of the property drawn for some other purpose. It is perfectly 
acceptable to use these so long as they show all the information the council requires.  
 
If you choose some other person to draw the plans you should show them these 
sheets so they know the sort of plans the council needs. The plans can be re-used in 
future applications for the same property so long as the information on them remains 
current.  
 
The aim of the plans is to indicate:  
a) The layout of the house including size & proportions of rooms etc.  
b) If and where fire doors are fitted (if any) 
c) Where fire detection & alarm equipment is sited (if any) 

The Regulatory Reform (Fire Safety) Order 2005 places a 
duty on the landlord to ensure a risk assessment of the 
common parts (of a HMO or block of flats) is carried out 
and to minimise any risks identified. See this website for 
more information  
http://www.communities.gov.uk/fire/firesafety/firesafetylaw/  

These questions are 
about inside your 
property. 
  
Include any communal 
escape route if a block of 
flats – if there is a block 
management company 
who are responsible for 
this please use the free 
text boxes to state this. 

 

Furniture & Furnishings  
You will normally know if a piece of 
furniture complies with the regulations by 
looking for this label 

 

http://www.communities.gov.uk/fire/firesafety/firesafetylaw/
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So long as the plans show these things clearly, they will be acceptable. Here are a 
couple of examples: 
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Section 14 – Management of the property to be licensed 
 

 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please tell us if the tenants are given a written tenancy 
agreement or similar document which sets out the terms of 
their contract with the landlord - Assured shorthold tenancies 
(ASTs)  
The most common form of tenancy is an AST. Most new 
tenancies are automatically this type.  
A tenancy can be an AST if all of the following apply:  

 the property you rent out is private  

 the tenancy started on or after 15 January 1989  

 the property is the tenants main accommodation  

 The landlord doesn’t live in the property  

 
A tenancy can’t be an AST if:  

 it began or was agreed before 15 January 1989  

 the rent is more than £100,000 a year  

 the rent is less than £250 a year (less than £1,000 in London)  

 it’s a business tenancy or tenancy of licensed premises  

Please give details – 
if a management 
company do this for 
you please check 
with them 
 

Deposits:  As a landlord, you must put your tenants’ deposits in a government-backed tenancy 
deposit protection (TDP) scheme if you rent your home on an assured shorthold tenancy that started 
after 6 April 2007. In England and Wales deposits can be registered with:  
- Deposit Protection Service (Custodial and Insured)  
http://www.depositprotection.com/   
- MyDeposits - including deposits that were held by Capita  
http://www.mydeposits.co.uk/  
- Tenancy Deposit Scheme (Custodial and Insured)  
 
Information landlords must give tenants  
Once you have received your deposit, you have 30 days to tell your tenant:  
- the address of the rented property, how much deposit they’ve paid, how the deposit is protected, 

- the name and contact details of the tenancy deposit protection (TDP) scheme and its dispute 
resolution service  

- landlords’ (or the letting agencies’) name and contact details  

- the name and contact details of any third party that’s paid the deposit  

- why the landlord would keep some or all of the deposit, how to apply to get the deposit back  

- what to do if the tenant can’t get hold of the landlord at the end of the tenancy  

- what to do if there’s a dispute over the deposit  

 

http://www.depositprotection.com/
http://www.mydeposits.co.uk/
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Section 15 – Fit and Proper person test 

 
 
 
 
 
 
 
Section 16 – Accreditation and qualifications 
 

 
 
 
 
Section 17 – Other properties that are licensed? 
 

 
 
 
 
 
 

This Section aims to collect information 
on all persons named in sections 1, 3 and 
4-6 of the application, to enable the 
Authority to determine if they (or any 
associate of those persons) are fit and 
proper persons.  
- Answering yes to any of the questions 
in this Section will not necessarily mean 
that the Council will refuse to issue a 
Licence. However, the Council reserves 
the right to refuse any person nominated 
as the proposed licence holder if they are 
not considered a fit and proper person.  
- In such circumstances, somebody who 
is deemed to be a fit and proper person 
will have to be nominated to hold the 
licence. 
 
The Council has contacted all the main 
letting agents directly and suggested that 
all their staff involved in their property 
management complete a fit and proper 
person test – if you have a managing 
agent just tell us who they are in section 
6 and we will match the details we 
already have for them. 
 

Provide details including 
membership numbers  

If you have other properties 
that are already licensed or 
you are also applying for 
licences for please include 
them here. 
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Section 18 – Notifying people about the application 
 

 
 
Section 19 – Additional information 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If you have a co-owner, mortgage 
company, managing agent as 
detailed please advise them you 
have applied for licence. 
 
If you are the leaseholder in a block 
of flats you must inform the 
freeholder  
 
It is a legal requirement that we 
advise all interested parties about the 
licence, we will carry out land registry 
checks and other checks as 
necessary. 
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Section 20 Payment Details and Declaration 
 
Please see these links for information about our fees: 
https://www.woking.gov.uk/housing/landlords/selectivelicensing/fees  
https://www.woking.gov.uk/housing/enforce/fees  
 

 
 
Declaration 

 
- Read the declaration carefully, this section is to be completed by the applicant and 
proposed licence holder. 

 
- It is a criminal offence to knowingly supply information, which is false or misleading 
for the purposes of obtaining a licence. Evidence of any statements made in this 
application with regard to the property concerned, may be required at a later date. If 
we subsequently discover something which is relevant and which you should have 
disclosed, or which has been incorrectly stated or describe, your licence may be 
cancelled or other action may be taken.  
 
- Tick the box to indicate you have understood the declaration. 
 

 
 
 
 
 
 
 
 
 
 
 
 

https://www.woking.gov.uk/housing/landlords/selectivelicensing/fees
https://www.woking.gov.uk/housing/enforce/fees
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To upload the application form and other documents: 
 
Go back to the gov.uk website 
 
https://www.gov.uk/apply-for-a-licence/selective-licence/woking/apply-1  
https://www.gov.uk/apply-for-a-licence/house-in-multiple-occupation-
licence/woking/apply-1  
 
at the bottom of the page click on the below button 
 

 
This will take you through 3 steps, you will need to tell us your email address 
 

 
Attach your completed form and upload supporting documents.  
 

 

 

https://www.gov.uk/apply-for-a-licence/selective-licence/woking/apply-1
https://www.gov.uk/apply-for-a-licence/house-in-multiple-occupation-licence/woking/apply-1
https://www.gov.uk/apply-for-a-licence/house-in-multiple-occupation-licence/woking/apply-1
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Then tick the box at the bottom and click on the continue to pay fee button.  Enter the 
relevant fees eg £0.00 for selective licenses until 1st April, £520.00 for a mandatory 
HMO licence and pay as prompted. 
 
You will receive an automatically generated email from gov.uk with a reference 
number, please use this reference number in any correspondence to us, the teams 
email address is below. 
 
 
 
Any issues or need help? 
 
Please contact us on propertylicensing@woking.gov.uk 

mailto:propertylicensing@woking.gov.uk

