Guidelines for 
Children’s Licence Application
Documentation required
Each application must be supported by:

a) Two identical passport-size photographs, taken within the previous six months
b) A COPY of the birth certificate or passport of the child is required for the first
    application ONLY
c) Permission from school, if time off is required for performances. This should be
    on our enclosed form stamped with the school address and must be dated.
d) Medical form from the child’s GP (photocopy is acceptable to start the process
    but sight of original is requested within 24 hours). This should be completed on
    our enclosed form (page 10) and must be dated and stamped with the surgery
    address. 
    It is valid for six months from the date of issue and is a legal requirement for all
    television work, filming and broadcasts where a licence is required.  
    It is also a requirement for any performance lasting 6 days or more. (If you are in

    any doubt, please contact the Team for advice.)
    For sporting, photographic modelling or theatre work lasting less than 5 days a
    medical declaration by the parent is acceptable.
*******************

Part 1 of the Licence Application 
This must be signed by the Applicant who would be either:
  
The Production Company – for film, television and broadcast work
 
The Production Company (Producer) - for theatrical work
The Advertising Agency – for still modelling work
  
The Coach/Trainer – for sporting performances

It is not acceptable for an Entertainment Agency representative to sign Part 1 of the application form or the declaration form (page 6) as set out in the Children Performances (Regulations 1998) as amended S 1 (2a & 2b).  
If this occurs, the Part 1 and the declaration will be returned.
The Licence must:

-include details of the Chaperone/s and their licensing Authority
-name the exact location(s) of the performance/film shoot
-give an outline description of the part that the child will play
-provide a schedule with regard to hours and dates the child will be required
-include a declaration from the applicant stating that a child of appropriate age is
 taking part in the performance (for under 14s only) 

Part 2 of the Licence Application must be completed and signed by the parent/carer.  
Please note it is essential that a new Part 2 is fully completed and signed by the parent/carer on each application. We will not accept previous Part 2s that have been photocopied and had the date amended.
The application (parts 1 and 2) and the other relevant documents as detailed above MUST be co-ordinated into a complete pack by the Applicant BEFORE being sent to The Child Employment Team. 
Incomplete application packs will be returned by post.

Faxed/emailed paperwork is only acceptable by prior arrangement with us and originals must be received by The Child Employment Team within 48 hours.
The Child Employment Team will liaise ONLY with the Applicant or their Agent over any queries and agree deadlines for paperwork where relevant.

It is the responsibility of the Applicant or their Agent to answer all queries from parents and request that parents do not contact the licensing authority direct.
******************

Notice of Performance

Current Legislation does allow at least 21 days notice being required from between receipt of a completed application and the first date that the child is due to perform.

This issuing authority will endeavour to process applications within 10 days provided a fully co-ordinated and completed pack of all relevant documents is received. 
However, we appreciate that there are occasions when very short notice is inevitable and although we cannot guarantee issuing a licence quicker than the 10 days, a telephone call to the Child Employment Team office will enable us to help if the current workload allows.  It must be appreciated that if it is advised that we cannot meet your time constraints then be assured that it is because our workload doesn’t permit and not for any other reason.
