Guidance for the Layout Plan

As with all forms applicants are advised to review the Moray Licensing Board’s statement of licensing policy in accordance with the Licensing (Scotland) Act 2005 before completing the operating plan.

By virtue of section 20(2)(b) of the Act every application must be accompanied by (amongst other things) a layout plan. Only an application that complies with the requirements of section 20 is considered to be a premises licence application. An application without a layout plan will not be valid and will not be considered as validly made or received. Please see the note to the checklist for the premises licence application.

The layout plan will form part of the premises licence and should be linked to and consistent with the operating plan.

There is no requirement for a layout plan to be drawn by an architect. However applicants that choose to prepare their own layout plan should ensure that it is clear and complies with the requirements set out below. Unclear plans may be returned in which case the application will not be properly constituted and an acceptable plan will have to be lodged within the relevant timescale.

By virtue of paragraph 5 of the Premises Licence (Scotland) Regulations 2007 (SSI 2007/452) the layout plan must comply with a whole list of matters. To assist applicants paragraph 5 is summarised here:

Scale

A layout plan is to be drawn in a scale where 1 millimetre represents 100 millimetres or in such other scale as may be agreed between the person submitting the plan and the Licensing Board to which it is to be submitted. 

The Moray Licensing Board would like applicants to note that paragraph 5(1)(b) provides for such scale (other than 1:100) that the applicant and Licensing Board may agree. 

The Moray Licensing Board has noted that the scale of 1:100 dictates a plan size that is prone to loss of detail and may be hard to read/decipher. In addition for the purposes of verification of capacity, building standards officers would find it generally easier to work from plans that are of scale 1:50 and which are line drawings rather than simple layouts.

Therefore the Moray Licensing Board expresses the preference that plans should be on a scale of 1:50. This is subject to the proviso that where premises are quite large such that a scale of 1:50 will not reasonably fit onto A1 paper then applicants should choose a scale of 1:100. 

It should be made clear that plans on a scale of 1:100 cannot be rejected.
All Plans

All plans must show the following:

(a) the extent and dimensions of the boundary of the building, if relevant, and any external and internal walls of the building and, if different, the perimeter and dimensions of the premises to be licensed (including outside drinking areas); 

(b) the location and names of any streets surrounding the premises from which members of the public have access to the premises; 

(c) the location and width of each point of access to and egress from the premises; 

(d) the location and width of any other escape routes from the premises; 

(e) the location of any equipment used for the detection or warning of fire or smoke or for fighting fires; 

(f) the location of any steps, stairs, elevators or lifts on the premises; 

(g) the location of any toilets on the premises (identified as male, female or disabled as appropriate); 

(h) any area on the premises set aside specifically for the use of children and young persons; and 

(i) any area on the premises to which children and young persons will have access. 

On Sales

The plans must clearly show the use or uses to which each part of the premises will be put (under reference to the activities identified in the operating plan).

Off Sales

Plans must show:

(a) the location of the area or areas to be used for the display of alcohol; 

(b) the maximum width and height (in metres) of the frontage to be used for the display of alcohol within that area or those areas; and 

(c) the maximum linear measurement (in metres) of any displays of alcohol outside the frontage referred to in head (b).

General Matters

Regulations make it clear that applicants can use a legend and symbols on the plan. Colour coding is another useful tool that applicants can employ for example to indicate the areas to which children might have access.

Plans will be scanned for electronic storage as well as electronic distribution to responsible authorities wherever possible. This is a further reason for limiting the size of plans (see Scale above).

Plans will be accepted in electronic format subject to an overall file size of no more than 5MB.

However applicants should note that in accordance with the Licensing (Procedure)(Scotland) Regulations 2007 (SSI 2007/453) paragraph 5 a premises licence application must be accompanied by 6 additional copies of the layout plan.
