
Licensing (Scotland) Act 2005  

Guidance on Applying for a Minor Variation   

Before lodging your application for a Minor Variation of your existing Premises 

Licence please ensure that you have read the following guidance.  

  

1. WHAT IS A MINOR VARIATION OF A PREMISES LICENCE?  
An application for minor variation allows the holder of an existing Premises Licence issued under the Licensing 

(Scotland) Act 2005 (“2005 Act”) to apply to make one or more of the following minor variations to their Premises 
Licence:  

  

• Change the information contained in the licence relating to the Premises Manager (including the 
substitution of a new Premises Manager)  

  

• Vary the Layout Plan which does not result in any inconsistency with the Operating Plan (except the 

possible reduction in the capacity of the premises).  

  

• Vary the Operating Plan to   

a) restrict the terms; and/or  

b) increase the minimum age; and/or  

c) reduce the times; and/or  

d) restrict the access;  

of which children and young persons are allowed entry to the premises  

  

• Change the name of the premises as disclosed in the Premises Licence  

  

• Vary the licensed hours in respect of a temporary or permanent reduction in the hours which does not 
result in the premises opening any earlier or closing any later than stated in the Premises Licence and 
Operating Plan  

  

• Vary the Operating Plan resulting in the cessation of the provision of live or recorded music at a decibel 
level exceeding 85 decibels  

  

• Vary the Operating Plan to provide that, when the premises are fully occupied, more customers are 
likely to be seated than standing  

  

• Vary the Operating Plan to reduce the capacity of the premises without altering the layout of the 
premises  

  

2. WHO CAN APPLY?  
An application can only be made by the holder of the relevant Premises Licence issued under the 2005 Act or 

an agent authorised to act on their behalf.  

  

3. HOW DO YOU APPLY?  
To apply for a variation you should complete the online application form which can be found at 

https://www.glasgow.gov.uk/Business/Licences/Information on Alcohol Licences  

    

4. WHAT NEEDS TO ACCOMPANY THE APPLICATION?  
 

Please note that if the application is to substitute the current designated Premises Manager named on the 

Premises Licence then the application must be accompanied by a copy of the full Personal Licence of the 
proposed designated Premises Manager unless the Personal Licence was issued by the City of Glasgow 

Licensing Board 

  

If the application proposes to amend the layout of the premises then a copy of the appropriately amended layout 
plan for the premises and a detailed description of the amendments should be provided.  Please refer to 
Paragraph 5 of the Premises Licence (Scotland) Regulations 2007 regarding the format of Layout Plans.   
  

https://www.glasgow.gov.uk/Business/Licences/Information%20on%20Alcohol%20Licences


In addition to the above, the Licensing Board may request information in respect of any application if such 

information is considered necessary in order to determine the application.  

  

5. HOW MUCH IS THE APPLICATION FEE?  
The fees charged for applications for Minor Variation are set by the Scottish Government and cannot be changed 

by the Licensing Board.  

  

The fee for applications that include a variation to substitute the designated Premises Manager named on the 

licence is £31. The fee for applications that do not include a variation to substitute the designated Premises 

Manager named on the licence is £20.  

  

Applications can only be lodged online and preferred payment should be made by BACS Transfer (electronic 

banking) to the Licensing Account.  

 

When making payments please quote your licence reference number as detailed below:- 

 

Account Name: Glasgow City Council - Licensing 

Account No. 00116224 

Sort Code: 83-44-00 

Reference: GCxxxx/Minor 

 

Please note that your application will not be formally lodged until payment has been received.  The fees are non-

refundable.  

 

6. HOW WILL THE APPLICATION BE PROCESSED?  
Once an application has been received it will be passed to the Licensing team for review in order to determine if 

the application is competent.  

  

If the application proposes to substitute the designated Premises Manager then the Licensing team will make 

enquiries to confirm that the proposed designated Premises Manager is not named as a designated Premises 

Manager on another Premises Licence issued by the City of Glasgow Licensing Board.  In terms of Section 19 (2) 

of the 2005 Act, a person cannot be a designated Premises Manager in more than one licensed premises.  Please 
note that if you do not have a premises manager at the Premises then no alcohol can be sold in terms of paragraph 

4(1) of Schedule 3 of the 2005 Act.   

 
If the application relates to a change of designated Premises Manager, under Section 54(4) of the 2005 Act an 

application to nominate a new designated premises manager must be lodged within 6 weeks of the change of 

manager taking place.  If an application is not submitted within the 6 week period then no alcohol can be sold at 

the Premises in terms of paragraph 4(1)(a) of Schedule 3 of the 2005 Act.  

 

If the application proposes to amend the capacity or layout of the premises then the application will be passed to 

Glasgow City Council’s Building Control team who will review the application to ensure that the plans are 

consistent with the amendment and/or capacity proposed on the application.  

 

7. HOW LONG WILL IT TAKE TO PROCESS THE APPLICATION?  
Most applications for minor variation are processed with 4-6 weeks of submission.  Applications that seek to 
amend the layout of the premises may take longer depending on the complexities of the application and the time 
it takes for Building Control to review the application.  
  

8. WHAT HAPPENS AFTER MY APPLICATION IS GRANTED?  
The Premises Licence will be updated to reflect the variation and forwarded to the Licence Holder or agent.  

  

OTHER FREQUENTLY ASKED QUESTIONS (FAQS)  
 

 

DO I NEED TO LODGE A MINOR VARIATION FORM TO ONLY CHANGE THE DESIGNATED PREMISES MANAGER’S 

HOME ADDRESS?  

 

No, an email detailing this information can be submitted to the Licensing Board at 

LicensingBoard@glasgow.gov.uk  is sufficient.  

 

 



CAN I GET FURTHER INFORMATION?  
Yes, if you have any further questions about the application process please complete the licence enquiry form 

on our webpage. Please note that the Licensing Team cannot offer you legal advice.  

  

You can contact us by email at LicensingBoard@glasgow.gov.uk   

  

Licensing Team    

City of Glasgow Licensing Board    

City Chambers  

George Square  

Glasgow G2 1DU  

  

   

 

 

 

 
 


