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1. Introduction 

Check that this is the most recent version of this guidance at: Check if you need a property 

licence and apply. 

In February 2025, Bristol City Council introduced a new online portal for property licensing 

that allows users to review, submit, and track their application(s) online.  

This includes: 

• Mandatory HMO licences 

• Additional HMO licences 

• Selective property licences 

This guide takes users through how to register for and navigate the new portal.  

If you have any questions, please don’t hesitate to contact us at 

private.housing@bristol.gov.uk  

Please note the following changes to the old process: 

• Always go through our property licence webpages to check if you need a licence 
and apply. This will direct you to the correct application type.  

• The property licence application reference number will change from a 12-digit 
number containing the Unique Property Reference Number (UPRN) to a 9-digit 
number preceded by WK. 

• You will receive a full PDF copy by email of any application submitted. This is 
automatically provided to the registered email account. 

• If you supplied any attachments or documents with an application, they are 
recorded on the PDF copy of the application you receive when you successfully 
submitted your application. If you submit your safety certificates or rent with 
confidence certification at a later date, it will manually be added to your record. 

• After you have registered, you can access your account to view the status of 
submitted applications, retrieve copies of submitted applications, and make part 2 
payments.  

 

To view your submitted applications, or to complete and submit a draft application, log in 
to your account. 

See section 6 for information. 

  

https://www.bristol.gov.uk/business/licences-and-permits/property-licences/check-if-you-need-a-property-licence-and-apply
https://www.bristol.gov.uk/business/licences-and-permits/property-licences/check-if-you-need-a-property-licence-and-apply
mailto:private.housing@bristol.gov.uk
https://www.bristol.gov.uk/business/licences-and-permits/property-licences/guide-to-what-happens-after-you-apply-for-a-licence
https://www.bristol.gov.uk/business/licences-and-permits/property-licences/guide-to-what-happens-after-you-apply-for-a-licence
https://brcc-assure.necswscloud.com/NECSWS/ES/Presentation/Account/ExternalLoginAuto?provider=Public&target=https%3a%2f%2fbrcc-assure.necswscloud.com%2fNECSWS%2fES%2fPresentation%2fMyAccount%2fListMyApplications
https://brcc-assure.necswscloud.com/NECSWS/ES/Presentation/Account/ExternalLoginAuto?provider=Public&target=https%3a%2f%2fbrcc-assure.necswscloud.com%2fNECSWS%2fES%2fPresentation%2fMyAccount%2fListMyApplications
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2. Check if you need a licence and apply 

Users can use the Bristol City Council website to check if they need a licence and apply at: 

Check if you need a property licence and apply. 

Users should use this web page each time they wish to apply for a new licence. 

After reading the information on the webpage, users can click “apply”. 

 

By answering a few initial questions, the online form will identify which property licence is 

needed and direct the user to apply. Start by searching the postcode of the property. If the 

property is a flat, select the flat and not the building. (Note that flats may not be listed in the 

same numerical order as the building number). 

 

If the address does not appear on the list, please contact private.housing@bristol.gov.uk 

with the details. 

https://www.bristol.gov.uk/business/licences-and-permits/property-licences/check-if-you-need-a-property-licence-and-apply
mailto:private.housing@bristol.gov.uk
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The following questions relate to how the property is occupied and will determine the licence 

application type needed, including: 

• The number of people living at the property 

• The number of separate households living at the property 

• Whether an owner or long leaseholder lives at the property 

• Whether there are basic shared amenities 

• Whether the property is managed by a charity  

If you are applying to renew a property licence, you will be asked for the expiry date of the 

current/previous property licence. An application to renew a property licence must be 

received within 28 days of that expiry date, otherwise a new application is needed. 

After completing the initial questions, the form will notify the user if a licence is needed. The 

webpage will display the licence types, as well as the cost of the part one payment.  

 

Click “apply” to progress an application. 
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3. Register an account 

You only need to register an account once. 

If you are a letting agent or property manager, you may wish to register an account for 

your company so all property licence applications can be linked to a single account. 

After answering the questions on “Check if you need a property licence and apply” (above), 

you will be directed to either register an account or to sign in. 

 

Once signed in, you will be signposted to the correct application type to start your property 

licence application. 

If you are registering as a new user, you will need to select “Create an account” and 

complete the Bristol Council Account questions. You will then be re-directed to the property 

licensing portal where you will complete your registration. 

The following questions are required to complete your registration: 

• Preferred telephone number 

• Preferred telephone number type 

• Address details (contact address, not property licence address) 

Use “find address” for your contact address in Bristol. If you live outside of Bristol, enter the 

address manually.  

  

https://www.bristol.gov.uk/business/licences-and-permits/property-licences/check-if-you-need-a-property-licence-and-apply
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4. Apply for a new property licence 

After registering a new account or signing in, you will see the following screen. This is the 

start of a new property licence application.  

This example is for a “Mandatory HMO Licence – New Application” but the process is the 

same for all other property licence types. The type of licence you are applying for is listed at 

the top of the page and is automatically determined by the answers given to the initial 

questions. 

General 

4.1. It’s good practice to click “save draft” at the end of each page to ensure your 

progress is not lost. 

4.2. You can “save and exit” the application at any time. An application is only 

submitted once all the required information has been provided and a payment has 

been made.  

4.3. You will be issued with a unique reference number upon successful submission.  

4.4. Add a custom reference to the My Reference box. This is to help you identify your 

application. You could use the property address, or some other identifiable word or 

phrase. This does not have the be the property UPRN. 

4.5. Please ensure that you read the instructions on each page, so the correct 

information is provided at each stage.  

4.6. Before starting an application, you should ensure you have all the information listed 

to complete the online form. 

4.7. Each page of the application is listed as a “tab” on the left-hand side of the page (if 

viewing on a computer desktop at standard resolution). On mobile or tablet view, 

the pages may appear along the top of the screen. 

4.8. This document will take you through each page with a brief description on what 

information is needed. 
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Applicant 

4.9. The “applicant” is the person who is the proposed licence holder – whether or not 

that is the person filling out the form.  

4.10. If there are multiple proposed licence holders, they should be added as joint 

applicants using “add additional applicant” at the bottom of the Applicant tab. 

4.11. If the proposed licence holder is a limited company or other business entity, those 

details should be included on the Applicant tab.  

4.12. If you are a letting agent or property manager applying on behalf of a licence 

holder, they are the applicant.  

4.13. Property managers are recorded elsewhere on the application. 

 

4.14. The address is the applicant’s contact address. The licensable premises details are 

recorded elsewhere on the application.  

4.15. Please note: when searching for an address, the system may take a few moments 

to respond and may not indicate that it is searching, even though it is. Please do 

not close the “find address” pop-up box. The system will only return addresses in 

Bristol. For other addresses, please manually input after searching. 

4.16. An upgrade to the system in December 2025 added new fields for “Date of Birth” 

and “National Insurance Number” on all person/company records. These are 

optional fields and do not need to be completed. These options appear even if the 

“person” is a company and can be ignored on those occasions.  

Details of Proposed Licence Holder(s)  

4.17. This tab asks for additional information about the proposed licence holder(s). 

4.18. Additional text boxes will appear that need to be completed depending on your 

answer to some questions. 
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Details of Agent 

4.19. An "agent" is a third-party who has assisted the licence holder(s) in completing the 

application. This could be a friend, family member, or letting agent – for example. 

4.20. If a third party has not submitted the property licence application on behalf of the 

proposed licence holder(s), the answer to this question will be “no”. 

4.21. Property managers are recorded elsewhere on the application. 

Property Managers  

4.22. Applicants should provide the information about any person who is involved in the 

management of the property. 

 

4.23. Additional text boxes will appear that need to be completed depending on your 

answer to some questions. 
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4.24. An upgrade to the system in December 2025 added new fields for “Date of Birth” 

and “National Insurance Number” on all person/company records. These are 

optional fields and do not need to be completed. These options appear even if the 

“person” is a company and can be ignored on those occasions.  

Details of Legal Interests 

4.25. This part of the application asks for details of all “legal interests” in the property that 

is being licensed.  

4.26. This includes any mortgages or lending against the property, and other interests 

such as leaseholders and freeholders (if different from the proposed licence 

holder). 

4.27. All legal interests should be declared. 

4.28. Additional text boxes will appear that need to be completed depending on your 

answer to some questions. 

4.29. An upgrade to the system in December 2025 added new fields for “Date of Birth” 

and “National Insurance Number” on all person/company records. These are 

optional fields and do not need to be completed. These options appear even if the 

“person” is a company and can be ignored on those occasions.  

 

Declarations – Fit and Proper Persons 

4.30. Please read and complete the declaration. 

4.31. Details of any declarations should be provided where asked for. 

4.32. Additional text boxes will appear that need to be completed depending on your 

answer to some questions. 
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Premises  

4.33. Find the address of the property to be licensed.  

4.34. If the property is a flat, select the flat and not the building. (Note that flats may not 

be listed in the same numerical order as the building number).  

4.35. If searching for an address by postcode, please add a space - i.e., BS1 6AG. 

4.36. You can only apply for a Property Licence for an address within Bristol City 

Council. 

4.37. Please note: when searching for an address, the system may take a few moments 

to respond and may not indicate that it is searching, even though it is. Please do 

not close the “find address” pop-up box. 

4.38. If you are applying for a renewal application, these details must match the licence 

holder(s) from the previous/existing licence. Otherwise, a “new” application and full 

fee are needed. 

4.39. You cannot change the address if applying to RENEW a property licence. 
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4.40. If the address does not appear on the list, please contact 

private.housing@bristol.gov.uk with the details. 

Safety Information 

4.41. Answer the questions related to the safety statements.  

4.42. If the property has no gas or is let unfurnished, please select “not applicable”. 

 

HMO 

4.43. The HMO tab only appears on licence applications for Houses in Multiple 

Occupation (Mandatory and Additional HMO licence applications).  

4.44. Applications for selective licences will have a separate set of questions related to 

the property which should be answered as prompted.  

4.45. For HMO properties, information about the property, its structure, the number of 

rooms, and shared amenities are asked for on this page.  

mailto:private.housing@bristol.gov.uk
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4.46. Please read the instructions at the top of the page to help you answer the form. 

See below for a full description of each field and what information to supply. 

Field Description 

Form of Structure* Whether the premises are Detached, Semi-detached, and 

so on. 

Build Origin Whether the premises were purpose built for multiple 

occupancy, or converted from a residential or commercial 

property. 

No of Lettings* The total number of separate lettings (e.g., number of 

separate tenancy agreements). 

Year Built* The year of construction. 

Documented Whether the year of construction can be verified by 

documentation. 

Age Band* The age band into which the premises falls; for 

example: Pre-1919, 1919-1944, and so on. 

Year Converted If the premises are not purpose-built, the year of its 

conversion to multi-occupancy. 

Floors: Front The number of floors at the front of the property. 

Floors: Rear The number of floors at the rear of the property. 

Access Floor The floor at which the property is accessed; for 

example B for basement or 1 for first floor. 

Floors in Block* Above 

Ground 

The total number of floors in the building/block above 

ground (storeys) from 0 to 99. 

Below The total number of floors in the building/block below 

ground (basements) from 0 to 9. 

Floors in 

Property* 

From* The floors that comprise the HMO, from lowest to highest. 

Basements are numbered negatively; storeys are 

numbered positively. For example, an HMO that comprised 

a basement and two storeys would be numbered From -

1 to 2. 

To* 

Households Max* The maximum permitted number of households. 

Actual* The current actual number of households. 

Date 

households 

counted* 

When the actual number of households was last counted. 

Persons Max* The maximum permitted number of persons. 

Actual* The current actual number of persons. 

Rooms - Living 

Accommodation* 

Rooms in 

the 

property* 

The total number of rooms that are not bedrooms, 

bathrooms, toilets, kitchens or hallways. 

Rooms - 

Sleeping 

Accommodation* 

Rooms in 

the 

property* 

The total number of bedrooms. 
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Bathrooms & 

Shower Rooms* 

Rooms in 

the 

property* 

The total number of rooms that contain a bath and/or 

shower. 

Rooms 

shared* 

The number of these rooms that are shared between two 

or more households. 

Toilets & Wash 

Basins* 

Rooms in 

the 

property* 

The total number of rooms that contain a toilet and/or wash 

hand basin. 

Rooms 

shared* 

The number of these rooms that are shared between two 

or more households. 

Kitchen* Rooms in 

the 

property* 

The total number of kitchens. 

Rooms 

shared* 

The number of kitchens that are shared between two or 

more households. 

Sink* Rooms in 

the 

property* 

The total number of rooms that contain a sink. 

Rooms 

shared* 

The number of these rooms that are shared between two 

or more households. 

Self-Contained Units* The total number self-contained units. 

A self-contained unit of accommodation is one which has a 

kitchen (or cooking area), bathroom and toilet inside it for 

the exclusive use of the household living within the unit. 

Non Self-Contained Units* The total number of non-self contained units. 

If the members of a household need to leave their unit to 

gain access to a kitchen, bathroom or toilet, then that unit 

is not self contained. 
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Accommodation and property details 

4.47. Please provide information on the property type and whether catering 

arrangements are provided. 

 

Attachments 

4.48. You can upload relevant safety certificates and documentation on this page. 

4.49. See Fees, extra charges and discounts for property licences for more information 

about which certificates and information entitle you to a discount on your 

application fees. 

4.50. You can upload the relevant certificate by selecting “add file” and uploading the 

document from your device.  

4.51. You should add a “from date” and a “to date” to indicate the dates the certificate is 

valid from/to. 

4.52. You can add additional information or context in the “additional information” 

column. 

https://www.bristol.gov.uk/business/licences-and-permits/property-licences/licence-fees-extra-charges-and-discounts
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4.53. If the document you wish to upload is not listed, select “add more” from the bottom 

and select the document type, or choose “other”.  

 

Fees 

4.54. Once you have completed your application fully, the fees screen will show the part 

1 property licence application fee that is due.  
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4.55. Click “save draft” and then “next”.  

Relevant Persons 

4.56. Any person or business entity added throughout the application will be listed here.  

4.57. Use “add more” to add any more relevant people involved in the management or 

ownership of the property who have not otherwise been included on the 

application. 

 

Pay and Submit 

4.58. This page shows a summary of all the application form pages. 

4.59. Any part of the form which has not been completed fully will be shown with a red 

cross. 
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4.60. Navigate back to those pages and any missing fields will be highlighted in green.  

 

4.61. Only once all the items on “Pay and Submit” are shown with a green cross can you 

make the final declaration and submit your application with a payment. 

4.62. Navigate back-and-froth from “Pay and Submit” page to those pages with a red 

cross to ensure all the application questions have been completed sufficiently.  

4.63. Once all pages have been completed, on the “Pay and Submit” page, you will be 

able to read and agree to the final declaration, and select “pay and submit”. 

4.64. You will be directed to the payment portal and then to your own bank’s 

authentication platform.  
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4.65. Once submitted, you will be directed back to your application list. Please make 

note of the reference number for your application (WK/000000000). 

4.66. Quote this reference number in any correspondence with us.  

5. Apply to renew a property licence 

5.1. You can only apply to renew a property licence if the following conditions are met: 

• You are renewing a property licence of the same type (e.g., renewing a 

Mandatory HMO licence into a Mandatory HMO licence). 

• There have been at most 28 days since the previous licence expired. (If you 

apply after 28 days, you will be directly to apply for a new licence). 

• There are no changes to the licence holder(s) from the previous licence. 

5.2. If you are applying to renew a property licence, use the form on our website at: 

Renew an HMO property licence. 

5.3. Follow the same steps from section 3 and section 4 of this guide. 

  

https://www.bristol.gov.uk/business/licences-and-permits/property-licences/renew-a-property-licence
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6. What happens after you apply for a licence? 

6.1. See our online guide to what happens after you apply for a licence. 

Submitted Applications 

6.2. To retrieve a copy of your application after you submit, go to your account. Go to 

My Account to view a list of submitted or draft applications. 

• If the status says “draft” – you have not completed, submitted, or paid for an 

application. Click the icon and choose “edit” to complete, submit, and pay for 

an application. It will then show as “submitted”. 

• If the status says “submitted” – click the icon and choose “view” to see a PDF 

copy of your application submission. 

 

Application Errors 

6.3. On rare occasions, an error may occur where a payment is made and received by 

us; but the full application form is not submitted. Those errors will show as below in 

red. 

 

6.4. Select the  icon and choose “Payment was successful – retry submission”. This 

will take you to the “pay and submit” screen for your application where you can 

submit your application. 

https://www.bristol.gov.uk/business/licences-and-permits/property-licences/guide-to-what-happens-after-you-apply-for-a-licence
https://brcc-assure.necswscloud.com/NECSWS/ES/Presentation/Account/ExternalLoginAuto?provider=Public&target=https%3a%2f%2fbrcc-assure.necswscloud.com%2fNECSWS%2fES%2fPresentation%2fMyAccount%2fListMyApplications


Property Licence Applications – User Guide  Version 1.2 

Bristol City Council ©   22 

6.5. On some occasions, the system may ask you to pay for your application again. If 

this is the case, let us know at private.housing@bristol.gov.uk where we will review 

and issue a refund to enable re-submission, where relevant.  

Certificates 

6.6. You may be entitled to a discount on your property licensing fees if you provide 

certain safety certification. See: Fees, extra charges and discounts for property 

licences 

6.7. If you were unable to attach your safety certificates to your property licence 

application, you can either: 

• Upload them via our website: Property licensing document upload - 

bristol.gov.uk 

• Email them to us at private.housing@bristol.gov.uk  

Our team will then add these to your application record. If you are missing any 

certificates, we will let you know either when we request the part 2 payment, or 

when we issue the proposed property licence. 

Part 2 Payments 

6.8. Once we decide that we can grant a licence, we'll contact you. We'll tell you:  

• how we've worked it out   

• if we've applied any discounts  

• if there are additional charges  

• how and when to pay  

6.9. All proposed licence holders and managers under the licence will receive a letter 

outlining the fee to pay, with further payment instructions. 

6.10. You'll then have up to 28 days to pay part two of the licence fee. You can pay for 

this:   

• on the online payments page (select 'Property Licensing Fees') – if you applied 

on or before 13/02/2025.  

• on your property licensing account – if you applied after 13/02/2025   

• Using any of the alternative payment instructions outlined on your letter 

6.11. Outstanding part 2 payments will show as “Pending Additional Payment” on your 

online account. 

6.12. Select the  icon and choose “edit”. This will take you to the payment screen for 

your application.  

mailto:private.housing@bristol.gov.uk
https://www.bristol.gov.uk/business/licences-and-permits/property-licences/licence-fees-extra-charges-and-discounts
https://www.bristol.gov.uk/business/licences-and-permits/property-licences/licence-fees-extra-charges-and-discounts
https://digital.bristol.gov.uk/licences-permits/property-licensing-document-upload
https://digital.bristol.gov.uk/licences-permits/property-licensing-document-upload
mailto:private.housing@bristol.gov.uk
https://ip.e-paycapita.com/AIP/itemSelectionPage.do?link=showItemSelectionPage&siteId=036&languageCode=EN&source=AIP
https://bcprdb2ccidx001.b2clogin.com/bcprdb2ccidx001.onmicrosoft.com/b2c_1a_signup_signin_loa0/oauth2/v2.0/authorize?response_type=code&client_id=efe74709-8e06-4bbe-a3ae-5acbb92c3b9e&redirect_uri=https%3A%2F%2Fbrcc-assure.necswscloud.com%2FNECSWS%2FES%2FPresentation%2Fsignin-public&scope=OpenID&state=fMT7ULU0fu5szI7cBXGEQw9TZouKegYenzEJrULAJUf43zS0EX5COkiawW9fQhRS88oPnB-k-GgNoYgmPv3xO599dSduAHoKvUJWS0B0ry5NrmYs0yrrtF-FFsDiq5Q5JMSatIR-ESuP93X5t-TYttxI2A0Mk5-UTKuznphaMBMabJeegVztxyHlQf9cxjqexwEnLY8grtvdE85IvtnMCDJP4dzKoHPGJMzgh7PRF_MdOfCCALzmhFnO5GUs3pc8WRLEPn0hS3q7Hys6rsmwC4Ol_5hTlyETCYYAcR9d3-IzViWxJHkxVPC0S2mBEVjQ7q7LVHxMCrsbp1I2QeQIjOjVbG_BX0zOxNHt5xv1yTpyGqkZMKUqmLSnal1VdLev6bu6iA
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6.13. We will then review your application and proceed to issuing your proposed property 

licence, where relevant. 

7. Your Account 

After registering an account for the property licensing portal, you will be able to access and 

view all of the completed and draft property licence applications you have submitted. 

You will receive automated emails and notifications throughout the property licensing 

process and will receive a PDF copy of a property licence application once if is submitted. 

To view your submitted applications, or to complete and submit a draft application, log in 
to your account. 

You will also be able to make the part 2 property licence payment this way. We will write 
to you and let you know when that payment is due.  

 

 

https://brcc-assure.necswscloud.com/NECSWS/ES/Presentation/Account/ExternalLoginAuto?provider=Public&target=https%3a%2f%2fbrcc-assure.necswscloud.com%2fNECSWS%2fES%2fPresentation%2fMyAccount%2fListMyApplications
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