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Selective licensing application guidelines 
 

Please note: this selective licensing application guide document contains illustrative images that may 
not be fully accessible to all screen readers. If you require assistance completing the online selective 
licensing application form to which this guide refers, please email 
selectivelicensing@leicester.gov.uk 
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Is my property in a selective Licensing area? 
Visit our mapping website to check if the property is within the designated area.  Start entering your 
property address in the area marked ‘Enter Postcode, Street or house name’ and a dropdown list of 
properties will appear.  

 

 

 

mailto:selectivelicensing@leicester.gov.uk
mailto:selectivelicensing@leicester.gov.uk
https://maps.leicester.gov.uk/map/Aurora.svc/run?script=%5CAurora%5CInsite%5COther%5CInsite_Gazetteer_Licensing.AuroraScript%24&nocache=eeecca73-b0e1-b80a-dc96-2234863c7c08&resize=always&margin_bottom=10
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Click on your property list and the screen will zoom in on the property. The scheme’s designated 
areas have been shaded blue to denote properties that are with the designated area. If the pin is not 
in a blue area the property does not need to be licensed. 

 

 
 

Selective licensing Application fee 
The full fee for a licence is £1,090.  

Various discounts may be available, depending on the circumstances of the proposed licence holder  

• If you apply within the first six months of the scheme running you are eligible for a 10% 
discount on the full fee 

• If you are a registered charity (Charity registration number will need to be supplied) you are 
eligible for a 10% discount 

• If you are a member of an accredited landlord scheme (you will need to provide your 
membership number) you are eligible for a 10% discount 

• If the property you are licensing has an EPC of A,B or C you are eligible for a 10 % discount 
• Multiple applications by landlords or managing agents will pay the full applicable application 

fee on the first application. Subsequent applications will be discounted 10% for reduced 
processing of the fit and proper person checks 

• Premises in the Leicester City Council Gold Leasing Scheme will be allowed a discount of 10% 
providing membership is maintained for the duration of the scheme 

• Premises in the Leicester City Council Platinum Scheme will be exempt licensing providing 
membership is maintained for the duration of the scheme. 

 
There is a maximum of three discounts available per property 

Licence Type Full Fee 10% discount 20% discount 30% discount 

Selective 
Licence 

£1,090 £981 £872 £763 
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The full fee payable will be required in two parts 

In developing its fee structure Leicester City Council has had regard to the European Court of Justice 
ruling in R (Hemming) V Westminster City Council (Case C-316/15) and the High Court decision in R 
(Gaskin) v LB Richmond Upon Thames (2018) EWHC 1996 (Admin) which held that the EU’s Provision 
of Services Directive, which is enshrined in UK law as the Provision of Services Regulations 2009, 
should apply to property licensing fees and the processes involved in implementing and delivering 
such schemes. 
 
The judgements in Hemming and Gaskin, which require the overall licence fee to be paid in two 
stages, has therefore had the effect that the fee for a selective licence under Part 3 of the 2004 Act 
must be levied in two separate parts. The fee will be split for processing applications (part A) and 
enforcement (part B) of the fee. The council has identified an 80% / 20% split for the licence.  
 
The Part A and Part B fees are reproduced below 

Licence Type Full Fee 
Part A 

Payable on 
application  

Part B  
Payable before 
licence issued 

Full Fee £1,090.00 £872.00 £218.00 
10% Discount £981.00 £784.80 £196.20 
20% Discount £872.00 £697.60 £174.40 
30% Discount £763.00 £610.40 £152.60 
Late fee £1290.00 £1032.00 £258.00 

 

 

Documentation required  
To fill in the application you will need the following documentation: 

• Floor plan 
• EPC certificate 
• Terms of tenancy 
• Fire risk assessment  
• Gas safety certificate  
• Electrical installation condition report (EICR) 
• Proof of buy to let mortgage or statement of ownership. 
• Fit and proper person number (provided by following the directions on page 7) 
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Registering With Leicester City Council’s MyAccount / Forgotten password issue 
Before applying for a landlord Licence application, all applicants must register with the Leicester City 
Council’s MyAccount service – A quick and easy online system that puts you in control of your 
council accounts, wherever you are. It is a safe and flexible way to access council services.  

Signing up for an account: 

• Provide a valid email address. This address will be used for all email correspondence  
• Create a password – this needs to be minimum 9 characters and contain at least 1 lowercase 

letter and 1 number. 

 

 

Complete the online form (* all fields with an asterix are mandatory) 

 

You will need to click the relevant tick box to indicate you have read and agreed to the terms before 
you can continue. 

Once you have registered you will be sent an email verification. Click on the verification link and you 
will be forwarded to the next page. 
 
The data that you submit will only be used for the services provided by this portal. Your personal 
details will be treated with the upmost care and we will not use this information for any other 
reason. 
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You can remove your details from MyAccount at any time by logging on to your account and 
navigating to your User Profile screen. Once on your User Profile screen click ‘Remove My Details’ to 
have your details removed from the system. 
 

 
Accessing the application form  

 

 

On the left menu click on Licensing and you will see the link to Selective Licence lower down 
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The link will take you to the page below. Click on the Housing Selective Licence link 

 

 

You will be taken to Step 1. Click on the Licence Type dropdown and select Selective Licensing 

 

 
This will open another dropdown box. Select New Selective Licence
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Select Next on the lower right hand side and you will be sent to step 2. Please read the Additional 
Information section. If you have not already done the fit and proper person test and recorded your 
number, please follow the link shown below. (https://my.leicester.gov.uk/) 

 

 

 
Fit and proper person declaration  
 

The link will bring you where you can access the fit and proper person declaration  

 

 
Login with your created MyAccount details by pressing Login and following the directions (or register 
for an account if you don’t already have one). Do not continue without an account as the data 
entered in MyAccount populates the form later on in the application process. 

https://my.leicester.gov.uk/
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When you see the page below, select Planning and Licensing and then Licensing 
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A list will appear and select the Fit and Proper Person declaration  

 

 
 
Complete the form and by continuing you accept the fair processing/privacy notice terms (follow the 
link to read these). 

 

The form is used for both selective licensing and HMO licensing  
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If you cannot find your address from the post code finder, click on the box next to ‘The address is not 
listed’. You will then be able to manually input your address details. Once completed click Next. 
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You will need to declare whether you are declaring on behalf of Licence Holder/Property Manager, 
Licence Holder, Property Manager, or declaring as a nominee of a company. Click Next after you 
have selected one of these options. 

You will need to complete the questions. If you cannot answer all questions as NO this does not 
automatically disqualify you from the fit and proper person requirements to hold a licence. The 
council will determine on a case by case basis whether there are grounds to fail a fit and proper 
person test. 
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You must state by ticking the boxes on the Fit and Proper declaration to progress. By completing the 
statements, you are declaring all the requirements of the fit and proper person test have been 
satisfied and can be held by the declaration at a later date. 

 

 

Once you have completed the declaration press Submit at the bottom of the summary page. You can 
view the summary of the declaration and save this for your records if you wish. 
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Once you have pressed submit you will receive a declaration number. Make a note of this – you will 
need it for the application form. The declaration number is valid for three Months and then will have 
to be redone. 

 

 

 
Go back to the application form and confirm you have read the requirements and press the NO and 
it will change to YES 
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Select correct licence fee 
You will need to identify the fee payable as outlined on page 2. The discounts will only be available 
for the first 18 months of the scheme, then an additional £200 will be added to the licence fee and 
the full fee will be required: £1,290. The application form will be amended at that time and the 
choice of discounts will be removed. 

 

 

Input the address of the property in the contact details using the postcode search facility. If you click 
on Proposed Licence Holder the site will automatically populate these details  
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If there are additional people required on the licence or additional contacts. Please enter their 
details on the Add buttons 

 

Enter the questions in turn  
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Uploading documents 
 

Where there are documents to be uploaded click on the relevant link(s) to select / upload 
appropriate documents. 

 

 

We advise you to have all your documents in one folder for uploading prior to starting the 
application. This will save you time and make the process easier. 

 

  



18 
 

 

Once you have uploaded a document you will see a thumbnail copy of the document. 
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There are some dropdown menus throughout the application and some descriptive free type boxes. 
Please follow the directions  

 

 

You will be required to confirm that the application and declarations are on behalf of the licence 
holder and any other party and by answering YES this forms a completed application form. You will 
still need to upload a confirmation of Buy to Let or Statement of Ownership on the next page and 
make the Part A payment for your application to make a ‘Duly Made Application’. 
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Upload a proof of Buy to Let or Statement of Ownership, as appropriate 

 

 

You can save a copy of your application and come back to it at a later date if you wish. When you log 
onto MyAccount you will see any applications you’ve saved. By pressing save you will get the pop up 
box with instructions. By clicking Next you will see a summary of the application. 
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Summary. Press Finish at the top or bottom of the page 
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After the summary and you have clicked Finish the system will require you to confirm your 
submission  

 

 

Press OK and the next message will be displayed, and you will be directed to the paying portal. 
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MyAccount and returning to saved applications 
 
All your applications will be stored on your MyAccount, where you will be able to see the status of 
application(s) and any outstanding issues you need to be aware off. 
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Notification letters note 
 

You must let certain persons know in writing (serving notices to all declared relevant parties) that 
you have made this application - or give them a copy of it. (There is an example template attached at 
the end of this document.)  

The persons who need to know about it are:  

• any mortgagee of the property (i.e. mortgage company) to be licensed 
• any owner of the property to which the application relates - if that is not you (i.e. the 

freeholder and any head lessors who are known to you) 
• any other person who is a tenant or long leaseholder of the property or any part of it 

(including any flat) who is known to you other than a statutory tenant or other tenant whose 
lease or tenancy is for less than three years (including a periodic tenancy) 

• the proposed licence holder (if that is not you) 
• the proposed managing agent (if any) (if that is not you) 
• any person who has agreed that they will be bound by any conditions in a licence if it is 

granted 

If any relevant persons are a couple please declare them individually  

A relevant person may also include businesses or company loans, which are listed on land registry. If 
you are unsure who the relevant person is, please consider checking the latest version of the land 
registry. There may be more than one land registry per property, particularly if the property is a flat 
(flats owners are typically leaseholders and land owners are typically freeholders). Please note 
Leicester City Council does not administer land registry, please contact them directly if you have any 
queries about the results. https://www.gov.uk/search-property-information-land-registry. 

https://www.gov.uk/search-property-information-land-registry
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