HOUSE TO HOUSE COLLECTIONS ACT 1939
HOUSE TO HOUSE REGULATIONS 1947
APPLICATION FOR A HOUSE TO HOUSE 
COLLECTIONS LICENCE

Licensing Service

Place Portfolio

Business Strategy and Regulation

Block C, Staniforth Road Depot

Staniforth Road
Sheffield
S9 3HD

Telephone Number: 0114 273 4264 
Or visit our website: www.sheffield.gov.uk/licensing 
Or email us at: licensingservice@sheffield.gov.uk
Reception Opening Times
Monday to Friday

10:00 to 16:00
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support and advice?
Need help with your application?
Then contact Licensing now!!
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Take the ‘work’ ouk o paperwork

< simply book an appointment from as little as £30 (+ VAT)

- Sit down with an experienced officer andgetall the help.
youneed o fulfl your Licensing needs.

Call the Licensing Service today on 0114 2734264
or email us at: icensingserviceasheffield.gov.uk
tofind out more.



HOUSE TO HOUSE COLLECTION LICENCE

These collections need to be undertaken in accordance with the House to House Collections Act 1939 and the House to House Regulations 1947.

Organisations that are planning to carry out a collection of money (or articles for sale or use) by means of visits from house to house (including business premises) where the proceeds are for charitable purposes need a licence from us.

 

The Charity Commission can issue an exemption certificate to larger charities, and we regulate smaller collections.

 

If you do not have an exemption certificate and wish to collect in the Sheffield City boundary you must apply to us using the form attached.

 

Please note: a House to House licence can not be issued for a period exceeding one year and you must ensure compliance in regards to the dates and areas specified on the licence along with the regulation requirements.

 

Every promoter of a collection shall exercise all due diligence – 

 

(a)   
to secure that persons authorised to act as collectors for the purposes of the 
collection are fit and proper persons; and

(b)   
to ensure compliance on the part of persons so authorised with the provisions of 
these regulations.

We reserve the right to make more detailed enquiries about your application in certain circumstances. This could include requesting that the applicant or any other person associated with the organisation submits a disclosure of unspent criminal convictions at our request.
Once a collection has taken place, you must submit a ‘Form of Account of expenses’, also known as a 'return', to us within one month of the expiry of the licence. 

There is no charge for a House to House Collection Permit. However, once a permit is issued, you are required to apply to HM Stationery Office for copies of the prescribed Certificate of Authority and prescribed badges (which they will need to supply to all their collectors) and there will be a charge for this (applicants can contact HMSO for current charges - HM Stationery Office is The Stationery Office, Customer Services, PO Box 29, Norwich, NR3 1GN telephone number 0870 600 5522).

 

It is an offence for any collector to collect without having in his/her possession the required signed authority and badge. We must receive the completed application form at least 28 days prior to the required collection date. 

SHEFFIELD CITY COUNCIL

HOUSE TO HOUSE COLLECTIONS ACT 1939

APPLICATION FOR LICENCE

In pursuance of Section 2 of the House to House Collections Act, 1939, I hereby apply for a licence authorising me to promote the collection, of which particulars are given below.

PARTICULARS OF COLLECTION

1.
Surname of Applicant (in block letters): ………………..…………………………..………….


Other names:………………………………………………….…(MR, MRS,MISS, OTHER)

Date of Birth:………………………………………………………………………………………


Place of Birth………………………………………………………………………………………

2.
Full Postal Address (including post code):  …………………………………………………..

………………………………………………………………………………………………………

     If you have changed address in the last five years, please list the 
previous addresses, with dates
………………………………………………………………………………………………………

………………………………………………………………………………………………………


Additional information to assist application: -

Telephone number………………………………………………………………………………..

Business number…………………………………………………………………………………

Mobile number……………………………………………….……………………………………

E-mail address…………………………………………………….………………………………

3.
Particulars of charitable purpose to which proceeds of collection are to be 
applied.  (Full 
particulars should be given and, where possible, the most recent account of any charity 
which is to benefit should be enclosed).


………………………………………………………………………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………

Please enclose a letter of authority from the Charity, which states that you have been authorised to do the Charity work.
If you cannot provide such authority, please state why ………………………………………
………………………………………………………………………………………………………
………………………………………………………………………………………………………
4.
Over what parts of the licensing area is it proposed that the collection should extend?





………………………………………………………………………………………………………




5. During what period of the year is it proposed that the collection should be made?






………………………………………………………………………………………………………




6.
Is it proposed to collect money?



………………………………………………………………………………………………………




7.
Is it proposed to collect other property? If so, of what nature?  And is it proposed to sell 
such property or to give it away or to use it?





………………………………………………………………………………………………………




8.
Approximately, how many persons is it proposed to authorise to act as collectors in the 
area of the licensing authority to which the application is addressed?



………………………………………………………………………………………………………

9. Is it proposed that remuneration should be paid out of the proceeds of the collection:-


(a)
To collectors?



………………………………………………


(b)
To other persons?



………………………………………………


If so, at what rates and to what classes of persons?








………………………………………………………………………………………………………

10.  Is application being made for licenses for collections for the same purposes in other 
  
 licensing areas? 






YES / NO




If so, to what licensing authorities?

………………………………………………


And, approximately, how many persons in all is it proposed to authorise to act as 
collectors?






11. Have you, or any person named in or associated with this application, been convicted of a criminal offence? 





YES / NO








If YES, please complete section below
	Name of person and details of their conviction



	First Name
	

	Family Name
	

	Date of Conviction
	

	Court
	

	Offence
	

	Penalty/ Sentence
	


12.  Has the applicant, or to the knowledge of the applicant, anyone associated with the 
promotion of the collection, been refused a licence or order under the Act, or had a 
licence or order revoked?



………………………………………………………………………………………………………


If so, give particulars.





………………………………………………………………………………………………………

13.  Is it proposed to promote this collection in conjunction with a street collection permit?






………………………………………………………………………………………………………

If so, is it desired that the accounts of this collection should be combined wholly or in part 
with the account of the street collection?





………………………………………………………………………………………………………

14.  If the collection is for a War Charity, State if such charity has been registered or 
exempted from registration under the War Charities Act 1940 and give name of 
registration authority and date of registration of exemption.




………………………………………………………………………………………………………

I HEREBY DECLARE THAT THE INFORMATION GIVEN ON THIS APPLICATION IS TRUE AND CORRECT.

Date ……………………………Signed    ………………………………………………………






 
       Signature of applicant

Please enclose a letter of authority from the Charity, which states that you have been authorised to do the Charity work.
Please return this form to:

Licensing Services

Business Strategy and Regulation
Place Portfolio

Block C Staniforth Road Depot 

Staniforth Road 

Sheffield 

S9 3HD
	Privacy Notice – House to House Collections

	

	How we will use your information

	The information provided to us will be used to help us process your application. 

Your personal data is processed under a contract to which you are party to through your application for a licence (as per Article 6(1)(b) of the General Data Protection Regulation). In terms of special category data, your information is processed as it is necessary for the performance of a task carried out in the public interest (as per Article 9(2)(g) of the General Data Protection Regulation).

Your application will be processed in line with the following pieces of legislation:

•
House to House Collections Act 1939



	Who we will share your information with

	We may share your information with the following third parties in order to inform decision making:

•        South Yorkshire Police


•        Bodies responsible for auditing or administering public funds

•        Other Local Authorities or Services that are relevant to your operation 





	How long we will keep your information

	The information you provide will be kept for the duration of your licence, plus six years, after which time it will be deleted. 

The information will be stored either in paper form and/or electronically on a secure council database.



	What are your rights

	You have rights under Data Protection law. For further details about your rights, the contact details of our Data Protection Officer and your rights to make a complaint please see our Data Protection web page:

https://www.sheffield.gov.uk/privacy
If you do not have access to the internet, please contact us and we will be able to provide paper versions of the information you require.




I have read and understood the information provided in this form and understand my personal information will be used in the processing of my application and/or request. 
Name: _____________________________________________________________

Signature:__________________________________________________________

Date: ______________________________________________________________
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Door to Door collections for cash and/or goods, and those from pub to pub for a charitable purpose need to be licensed with the Local Authority. 


This is known as a House to House Collection








