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Executive Summary  
 

OVERALL ASSURANCE ASSESSMENT OVERALL CONCLUSION 

 

 The current system, Flare, used for processing licences is not fit for purpose 
and also does not interact with the Integra finance system. This is being 
addressed through the Customer Connect project.  

 Inconsistencies were noted between the information held on the Flare system 
and that held on the public register on SLDC’s website.  

 As appropriate action is not being take to pursue outstanding invoices, there 
is the risk that a premises could be carrying out licensable activities without 
having paid the annual renewal fee, in which case the licence should be 
suspended.   

 Visits are not routinely undertaken to premises where the annual fee is 
outstanding to determine whether the licensable activity is still being 
undertaken. 

RATIONALE AND SCOPE ACTION POINTS 

The review covered:  

• Dealing with applications and renewals;  

• Whether activities are appropriately licensed in accordance with relevant legislation;  

• Whether licensed activities are monitored to ensure compliance with appropriate 
conditions;  

• That enforcement action is undertaken as necessary and in accordance with relevant 
legislation and/or best practice guidance;  

• That accurate and appropriate records are maintained; and 

• The raising of invoices, income collection and recovery action. 

 

Urgent Important Routine Operational 

0 15 0 0 
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Management Action Plan – Priority 1, 2 and 3 Recommendations 
 

Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

1 Directed The Statement of Licensing Policy 
states that “The Licensing Authority 
welcomes applications made via South 
Lakeland District Council’s electronic 
application facility”, however, 
discussions with the Principal 
Environmental Health Officer 
highlighted that applications cannot be 
made on-line. Whilst this will be 
addressed with the Customer Connect 
project, the policy requires updating to 
reflect the current application routes.  

The Statement of Licensing Policy 
be amended to reflect the current 
application routes. 

2 The policy is set by statutory 
guidance from the home office, 
underpinning this there is an EU 
service provision directive requiring 
on line applications and payments.  
The current IT suppliers do not 
provide this capability and we have 
already recognised this as a 
significant weakness in the current 
system and is one of the main IT 
requirements in the new IT solution.  
This is a key finding of the gap 
analysis. Due to the work involved 
and the cost we propose action is 
deferred until the new IT product is 
delivered. 

December 2018 Public Protection 
Manager and 
Principal Food, 
Licensing and 
Safety Officer  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

2 Directed Discussion with one of the Licensing 
Officers confirmed that once the 
premises licence has been permitted, a 
follow up visit is undertaken to meet the 
DPS where the Licensing Officer 
provides several documents, in addition 
to carrying out an inspection of the 
premises. These checks, however, are 
only undertaken by one of the Licencing 
Officers to the premises which they 
have been dealing with. This process 
should be undertaken by all Licensing 
Officers as good practice.  

All Licensing Officers be required to 
undertake follow up visits once a 
Premises Licence has been 
awarded. 

2 We are working on a programme of 
risk based inspection. There is a 
target in the service plan to visit all 
new application within three months.  
There are benchmarking visits and 
accompanying police visits and 
regular team meetings.   
Inspection programmes are be 
monitored at monthly performance 
meetings and individual issues are 
addressed at one to ones with 
individual officers.   
When we undertake a service 
review of licensing we will review 
how we give information to 
applicants.  

September 2017  Principal Food, 
Licensing and 
Safety Officer 
and Licensing 
Officers  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

3 Directed Each premises licence must be 
renewed on an annual basis and there 
is a fee for this. The Finance team raise 
and issue the invoices and issue 
reminder letters if the invoice is not paid. 
An Aged Debtors report is received, 
however, this is not on a regular basis 
and, as the Civica Flare system does 
not link to the Integra finance system, 
Flare does not state whether an invoice 
has been raised, payment received or 
action taken. The only action recorded 
on Flare is any contact made by the 
Licensing team. The Licensing team are 
not aware of when a payment is made, 
only when they have not been paid 
through the Aged Debtors Report.  

It be ensured that an Aged Debtors 
report is received, and actioned, on 
a monthly basis. 

2 We fully recognise the issues 
related to the lack of integration 
between Integra and Civica it is fully 
explained in the gap analysis which 
forms the business case for the new 
system. This is a functionality issue 
that we have already identified in the 
gap analysis. We therefore 
recommend this action is deferred 
until the new IT solution is 
implemented.  

December 2018  Public Protection 
Manager and 
Principal Food, 
Licensing and 
Safety Officer.  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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4 Directed The absence of regular aged debtor 
reports has resulted in action not always 
taking place by the Licensing team 
when the annual fee has not been paid. 
The process should be that the 
Licensing Officer visits the premises 
and, if the licensable activity is still being 
undertaken, the licence is suspended 
and police informed. It could be that 
some premises are trading without the 
required licence. 

When an invoice is identified as 
being outstanding on the Aged 
Debtors report, a visit be undertaken 
to determine whether the licensable 
activity is still being undertaken and, 
if so, the appropriate action taken. 
 
 

2 Action and visits are undertaken 
when reports are sent to us via 
Finance to chase outstanding debts.  
Officers then visit the premises and 
either chase up payment or suspend 
the licences. When the licence is 
suspended we notify the police.  
Majority of outstanding debts relate 
to premises that are shut, however 
under legislation the licence is to 
remain active until the premises is 
taken over/reopened. We have no 
power to revoke unpaid licences, as 
this is unlawful.  When the premises 
are open the new owners are 
advised of either paying the 
outstanding debt or paying for a new 
licence.    
When we get an aged debtor report 
this is allocated to an officer via a 
service request which is then 
monitored by senior officers Whilst it 
is acknowledged that the debtor 
reports are not currently sent to the 
licensing team, on a monthly basis a 
request has been made for these to 
be reinstated. We will in addition 
liaise with our colleagues in 
business rates to establish if the 
business is trading.   

 September 2017  Principal Food, 
Licensing and 
Safety Officer, 
with assistance 
from Finance 
Team, Licensing 
Officers and 
Licensing 
Assistants  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

5 Directed When an invoice is raised for the annual 
fee, this is raised to the licence holder 
and, therefore, this is what is included 
on the Aged Debtors report. There is no 
way of determining the premises to 
which the licence holder is attached to 
through Flare.  

The Aged Debtors report be 
amended to include the name of the 
premises to which it relates. 

2 See above, this is a major 
functionality issue that we have 
already identified.   

December 2018  Public Protection 
Manager and 
Principal Food, 
Licensing and 
Safety Officer. 

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 

 

 Page 6 
 
 



 

South Lakeland District Council 

Assurance Review of the Licensing – Premises and Clubs  2017/18 
 

Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

6 Directed SLDC state that a public notice will be 
placed on the website, for 28 days 
starting on the day after the application 
is received, for a premises licence; club 
premises certificate; variation of a 
premises licence; variation of a club 
premises certificate; provisional 
statement; and review of a licence. The 
links to these on the website were not 
available at the time of the review and 
therefore, this information could not be 
located.  

The links on the website be made 
available to the public for the notices 
regarding licences and variations.   

2 The links are listed as a weekly list 
and are available on the website but 
it is acknowledged that the format 
used currently may not be as clear 
as it could be. We will work with the 
web editors to make it clearer to say 
’active applications’, which are 
subject to public consultation.  For 
the short term we will ensure that all 
applications are on the website 
within one working day and in the 
longer term work with our new 
software supplier Meritec to develop 
a solution that will automatically 
update the website and ensure that 
any applications requiring a change 
to the licence are accessible via the 
public register (as this is a legal 
requirement). This will be an 
automated system.  The information 
is on the website and is currently 
updated weekly rather than daily.  
We have already requested 
additional web editors to cover leave 
etc.   
 

December 2017 Licensing 
Assistants and 
Principal Food, 
Licensing and 
Safety Officer  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

7 Directed An examination of the website indicated 
that the search facility was limited to 
1,000 records. Other records are 
available, if the name of the personal 
licence holder is known, and can then 
be searched for using the name.  
 

The website be amended to include 
all records when searched for or a 
statement be included stating that 
only the first 1,000 records will be 
displayed and for the search to be 
refined based on the name of the 
licence holder, to ensure that the 
information on the Public Register 
agrees to the information on Flare.       

2 Our understanding is that there is an 
automatic refresh that provides an 
update every night.  From looking at 
the figures that there is a restriction 
in the fields.  We will take this up 
with Civica.   

December 2017 Principal Food, 
Licensing and 
Safety Officer 

8 Compliance An examination of 31 Personal Licence 
applications was undertaken and it was 
noted that three DBS forms were not 
dated within the one month period. 

It be ensured that Disclosure and 
Barring Service Certificates are 
obtained and dated within the one 
month period.      

2 We will highlight this with the team 
as a refresher and will pick it up with 
internal monitoring. This issue will 
be fedback to Meritec – should an 
applicant submit a DBS that is older 
than one calendar month of the date 
of the application the application will 
be rejected automatically by the IT 
system setting internal rules.   

August 2017  Principal Food, 
Licensing and 
Safety Officer  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

9 Compliance Testing identified that some documents 
on Flare were not mapped to the W 
drive and, therefore, could not be 
opened. This was addressed at the time 
of the review with the cases identified, 
however, it is likely that there will be 
other documents not linked correctly. A 
check needs to be made to ensure all 
documents are mapped to the W drive. 

It be ensured that all records on 
Flare are linked to the W drive in 
order to obtain the relevant 
information.       

2 We are aware of mapping issues 
relating to historical documents.  Are 
also aware of some records where 
they are not linked to the W drive 
and to another drive, however there 
is a pathway provided and the 
document can be obtained.   

September 2017  Principal Food, 
Licensing and 
Safety Officer 
and Licensing 
Assistant. 

10 Compliance An examination of 20 premises and 
vessel applications was undertaken and 
it was noted that in some cases, the 
"front details page" on Flare has not 
been fully completed and this is what is 
produced on the licence. For example in 
some cases, there was no valid from 
date on the licence and this is because 
the issue date has not been included on 
the details page. 

It be ensured that the Flare system 
is fully populated in order that the 
relevant information is produced on 
the premises licence.     

2 When we develop the new system 
we have already identified we will be 
making key statutory information a 
mandatory requirements.  

September 2017  Principal Food, 
Licensing and 
Safety Officer 
and Licensing 
Assistants.  

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

11 Compliance An examination of 20 premises and 
vessel applications was undertaken and 
it was noted that in some cases DPS 
were not on the public register as the 
licence was issued by another authority. 
The Licensing Assistant stated that the 
relevant authorities register would have 
been checked, however, there is no 
evidence of this check. 

It be ensured that evidence of the 
check made to ensure a Designated 
Premises Supervisor is a personal 
licence holder is maintained. 

2 Additional code/narrative to be 
added to the action diary to show 
that checks have been completed 
for these relevant DPS’s.  

September 2017  Principal Food, 
Licensing and 
Safety Officer.  

12 Compliance An examination of 20 premises and 
vessel applications was undertaken and 
it was noted that there is inconsistency 
in the recording of evidence that notices 
have been displayed. 

It be ensured that all Licensing 
Officers attach photographs of 
notices on display to the Flare 
system and record details of the 
newspaper notice.   

2 Taking photographs is added 
rework, however we recognise that 
there should be an action in the 
action diary stating the date the blue 
notice was checked and the location 
of said notice.  We will communicate 
this to the team and will follow 
compliance with these statutory 
requirements with monitoring visits.   

September 2017  Principal Food, 
Licensing and 
Safety Officer.  

13 Compliance An examination of 20 premises and 
vessel applications was undertaken and 
it was noted that in 11 cases, a DPS 
Consent Form was not on the system 

It be ensured that a Designated 
Premises Supervisor Consent Form 
is completed in all cases and held 
on the Flare system. 

2 Details have been provided with the 
applications where a DPS Consent 
Form was not present; we are 
working through these cases to 
address the issues raised.  

December 2017 Principal Food, 
Licensing and 
Safety Officer. 

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

14 Compliance An examination of 20 premises and 
vessel applications was undertaken and 
it was noted that information on the 
Public Register does not always agree 
with the Flare system in terms of the 
date the application was made and the 
date the licence was issued.  

It be ensured that the Public 
Register is updated with relevant 
information, including the date the 
application was made, closing date 
for representations and the date the 
licence was issued. 

2 Details have been provided with the 
applications where a DPS Consent 
Form was not present; we are 
working through these cases to 
address the issues raised.  
It is our understanding that the 
record is updated daily. We will 
investigate this with Civica and IT 
and an appropriate timescale for 
implementation will be determined 
after investigation.    

December 2017  Principal Food, 
Licensing and 
Safety Officer. 

15 Compliance An examination of 31 outstanding debts 
was undertaken and it was noted that 
ten credit notes need to be raised as the 
licence holder has been transferred. 
Some of these transferred in September 
2014 and the credit notes have not been 
raised or an invoice raised to the new 
licence holder. 

Credit notes be raised, where 
appropriate, and invoices raised to 
the new premises licence holder.   

2 Details have been provided with the 
applications where a DPS Consent 
Form was not present; we are 
working through these cases to 
address the issues raised. 

December 2017 Principal Food, 
Licensing and 
Safety Officer. 

 

           
PRIORITY GRADINGS 

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should 
be taken. 
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Operational Effectiveness Action Plan 
 

Ref Risk Area Item Management 
Comments 

No Operational Effectiveness Matters were identified. 

 

ADVISORY NOTE 

Operational Effectiveness Matters need to be considered as part of management review of procedures. 
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Detailed Findings 
INTRODUCTION 

1. This review was carried out in July 2017 as part of the planned internal audit work for 2017/18. Based on the work carried out an overall assessment of the overall 
adequacy of the arrangements to mitigate the key control risk areas is provided in the Executive Summary. 

2. The team welcomed the audit and had previously asked the Local Government Association (LGA) to conduct such an audit, however such an audit would have proved 
to be expensive. 

BACKGROUND 

3. Part 3 of the Council Constitution, reviewed in June 2017, relates to Responsibilities for Functions and this sets out the functions, and delegated functions, for the 
Licensing Committee, in addition to the delegation from the Licensing Committee to the Director of People and Places, Public Health and Licensing Manager and other 
Officers. The Licensing Act 2003 requires South Lakeland District Council, as the Licensing Authority, to prepare and publish a Statement of Licensing Policy. The 
policy sets out principles that the Council generally applies to promote the licensing objectives when making decisions on applications made under this act.  

4. In the last financial year the service generated £184,151.00 through the issuing of licences required under the Licensing Act 2003.   

5. Nationally there is no legal code of practice for the authority which is commonly found in areas such as Food Safety and Health and Safety.  There is also no national 
set of procedures, therefore all local authorities are open to interpret legislation and the guidance to applying the legislation is ambiguous in parts.  

6. Due to the deregulation of certain aspects of the Licensing Act there has been a significant change in legislation which requires quick changes in the IT system. As 
such the authority is a member of the Institute of Licensing (IOL), has been pivotal in forming the Cumbria Licensing Group to ensure there is a consistency in approach.  
The authority also work with the LGA and the IOL to keep up to date with developments in this area.    

MATERIALITY 

7. The Council utilises the Civica APP system to process licensing applications. At the time of the review, there was 962 premises licences recorded on the Public 
Register of Licenses located on the Council’s website and 1,000 personal licenses. In addition, at the time of the review, 198 Temporary Event Notices (TENs) had 
been issued since 1st April 2017. Since this date current management have recognised the limitations and processing issues with the    Civica APP system and as 
such have commissioned a gap analysis with Meritec to develop a system which is fit for purpose.   

KEY FINDINGS & ACTION POINTS 

8. The key control and operational practice findings that need to be addressed in order to strengthen the control environment are set out in the Management and 
Operational Effectiveness Action Plans. Recommendations for improvements should be assessed for their full impact before they are implemented.  

SCOPE AND LIMITATIONS OF THE REVIEW 

9. The review covered:  

• Dealing with applications and renewals;  
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• Whether activities are appropriately licensed in accordance with relevant legislation;  

• Whether licensed activities are monitored to ensure compliance with appropriate conditions;  

• That enforcement action is undertaken as necessary and in accordance with relevant legislation and/or best practice guidance;  

• That accurate and appropriate records are maintained; and 

• The raising of invoices, income collection and recovery action. 

10. The definition of the type of review, the limitations and the responsibilities of management in regard to this review are set out in the Annual Plan. 

DISCLAIMER 

11. The matters raised in this report are only those that came to the attention of the auditor during the course of the internal audit review and are not necessarily a 
comprehensive statement of all the weaknesses that exist or all the improvements that might be made. This report has been prepared solely for management's use 
and must not be recited or referred to in whole or in part to third parties without our prior written consent. No responsibility to any third party is accepted as the report 
has not been prepared, and is not intended, for any other purpose. TIAA neither owes nor accepts any duty of care to any other party who may receive this report 
and specifically disclaims any liability for loss, damage or expense of whatsoever nature, which is caused by their reliance on our report. 

RISK AREA ASSURANCE ASSESSMENTS 

12. The definitions of the assurance assessments are: 

Substantial Assurance There is a robust system of internal controls operating effectively to ensure that risks are managed and process objectives achieved. 

Reasonable Assurance The system of internal controls is generally adequate and operating effectively but some improvements are required to ensure that risks are managed and 
process objectives achieved.  

Limited Assurance The system of internal controls is generally inadequate or not operating effectively and significant improvements are required to ensure that risks are 
managed and process objectives achieved.  

No Assurance There is a fundamental breakdown or absence of core internal controls requiring immediate action. 

AUDIT CONTACTS 

13. For any queries or to discuss the content of this report, please contact either of the following: 

Lead Auditor: Jane Butterfield 
jane.butterfield@tiaa.co.uk 
07580 164521 
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Head of Internal Audit: Peter Harrison 
peter.harrison@tiaa.co.uk 
07970 376542 
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AUDIT REPORT DISTRIBUTION 

14. We would like to thank staff for their co-operation and assistance during the course of our work. 

For Action: Simon Rowley, Assistant Director Neighbourhood Services 
Hardeep Burnley, Principal Environmental Health Officer 

For Information: Shelagh McGregor, Assistant Director Resources (Section 151 Officer) 
Helen Smith, Financial Services Manager 

RELEASE OF REPORT 

15. The table below sets out the history of this report. 

Date draft report issued: 28th July 2017 

Date draft report issued: 28th August 2017 

Date management responses rec’d: 28th August 2017 

Date final report issued:  
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