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Premises User Information 

Title

Ms

If other please state

n/a

Surname

Sanusi

Forenames

Bunmi

Previous names (Please enter details of any previous names or maiden names, if applicable)

n/a

Your date of birth

Your place of birth

National Insurance Number

Your current address (We will use this address to correspond with you unless you complete the separate
correspondence box)

Telephone
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Premises information 

Evening telephone

n/a

Mobile phone

n/a

Fax number

n/a

Email address

Address

Telephone

Evening telephone

n/a

Mobile phone

n/a

Fax number

n/a

Email

Please give the name and address of the premises where you intend to carry on the licensable activities
or if it has no address give a detailed description (including the Ordnance Survey references)
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Licensable activities 

Empire House
2 Empire Street
Manchester
M33 5RN

Premises licence number

N/A

Club premises certificate number

N/A

If you intend to use only part of the premises at this address or intend to restrict the area to which this
notice applies, please give a description and details.

n/a

Please describe the nature of the premises

The premise is a function suite and conference centre

Please describe the nature of the event

The event is a Birthday party. invitation only.

The sale by retail of alcohol

Yes

The supply of alcohol by or on behalf of a club to, or to the  order of, a member of the club

n/a

The provision of regulated entertainment

Yes

The provision of late night refreshment

n/a

Are you giving a late temporary event notice?

n/a
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Personal Licence Details 

Please state the dates on which you intend to use these premises for licensable activities.

17th and 18th of June

Please state the times during the event period that you propose to carry on licensable activities (please
give times in 24 hour clock).

16.00 to 03.00

Please state the maximum number of people at any one time that you intend to allow to be present at
the premises during the times when you intend to carry on licensable activities, including any staff,
organisers or performers (maximum 499).

150

If the licensable activities will include the supply of alcohol, please state whether the supplies will be for
consumption on or off the premises, or both

On

Please state if the licensable activities will include the provision of relevant entertainment.

No

If yes selected, please state the times during the event period that you propose to provide relevant
entertainment.

n/a

Do you currently hold a valid Personal Licence?

No

Issuing Authority

n/a

Licence Number

n/a

Date of Issue

n/a
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Date of Expiry

n/a

Any further relevant details

n/a

Have you previously given a temporary event notice in respect of any premises for events falling in the
same calendar year as the event for which you are now giving this temporary event notice?

No

If answering yes, please state the number of temporary event notices you have given for events in that
same calendar year

n/a

a) ends 24 hours or less before; orb) begins 24 hours or less afterthe event period proposed in this
notice?

No

Has any associate of yours given a temporary event notice for an event in the same calendar year as the
event for which you are now giving a temporary event notice?

Yes

If answering yes, please state the total number of temporary event notices your associate have given for
events in the same calendar year

n/a

a) ends 24 hours or less before; orb) begins 24 hours or less afterthe event period proposed in this
notice?

Yes

Has any person with whom you are in business carrying on licensable activities given a temporary event
notice for an event in the same calendar year as the event for which you are now giving a temporary
event notice?

Yes

If answering yes, please state the total number of temporary event notices your business colleague(s)
have given for events in the same calendar year.

n/a
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Declaration and Payment New 

 
Additional information 

 
These are the files included with this application :- 

 
      

 
   
 
Acknowledgement 

 
I acknowledge receipt of this temporary event notice 

 
Signature: 

a) ends 24 hours or less before; orb) begins 24 hours or less afterthe event period proposed in this
notice?

Yes

Name

Capacity in which you are making this application

I_understand Yes

Northgate Public Services Ltd
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On behalf of the Licensing Authority 

 
Date: 

 
      

 
Name of officer signing: 
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EMPIRE HOUSE DISPERSAL PLAN 

This plan is designed to ensure that all members of staff and contracted door supervisors support 

Empire House to prevent all actions that may constitute public nuisance or a breach of the peace at 

all times but especially at the end of an event. 

The primary aim of this plan is to ensure that we practice a robust and consistent approach to 

winding activities / events in a way that ensures that we are able to uphold our legal licensing  

obligations. 

 

Our Objectives: 

- To ensure that we retain control of the management of our events / activities through policy 

and agreed action plans. 

- To provide team members with clear guidance and directives on activities and specific 

actions that must be taken towards the end of any event / activity in ways that prevent any 

incident. 

- To disperse guests and customers without any incident or complaint.  

Implementation 

Pursuant to supporting the 4 licensing objectives, at the end of all events and when the venue is 

closing, staff and door supervisors shall assist with safe, quiet and orderly dispersal of patrons from 

the area in such that minimise any disturbance to our neighbours. 

In specific, the plan detailed below will be supervised by the duty manager on event days with 

guidance and directives from the designated premises supervisor (DPS). 
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S/NO TIME UNTILL 

EVENT ENDS 

ACTION REQUIRED AIM 

1 60 Minutes Br staff uses DJ’s system to announce  

that events ends in one hour and that 

the bar will be shut in 30 minutes. 

To prompt patrons to start 

planning their departure 

2 60 -30 

minutes 

Start clearing / removing all unused 

bottles, drinks and empty all 

receptacles  

To prevent last minute clear up, 

send further signals of closing and 

remove potential hazards.  

3 30 minutes DJ begins to reduce music volume and 

changes to on music with lower 

tempo 

To further signal end of event and 

trigger decision by patrons to 

leave. 

4 30 minutes Bar shuts down and will serve ONLY 

tap water.  

DJ announces to patrons to be 

respectful of neighbours as they 

depart. 

To stop further consumption of 

alcohol. 

 

Ensure that patrons are reminded 

to exit quietly and orderly. 

5 30 minutes Staff and Door Supervisors in high 

visibility vests relocate to designated 

exists. 

To encourage patrons to leave 

quietly and respect neighbours. 

6 10 minutes Staff begins to encourage customers 

to drink up and make their ways 

quietly to the exits. 

To encourage gradual dispersal 

and avoid mass exit. 

7 5 minutes DJ announces last song To signal end of event 

8 0 minute DJ thanks all patrons and request 

them to leave quietly.  

Music stopped and public address 

system is disabled. 

 

Door Supervisors continue to 

coordinate safe, quiet dispersal of 

customers 

To ensure quiet and peaceful 

dispersal 

9 Plus 10 

minutes 

Firmly request all remaining patrons 

to leave premises and be ready to 

enforce a respectful environment  

To ensure that all patrons leave 

the premises without any 

incident. 

10 Plus 30 

minutes 

Final lockdown checks End of day 

 

Reviewed: September 2022 
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Empire House Drugs Policy  

The Misuse of Drugs Act 1971 puts controlled drugs into three Classes defined by the 

amount of harm that they have the potential to cause. They are categorised as follows: 

CLASS A: Which includes Cocaine, Crack Cocaine, Heroin, Ecstasy, Cannabis Oil and LSD. 

CLASS B: Which includes Cannabis, Cannabis Resin and Amphetamine 

CLASS C: Which generally include prescription drugs which are abused such as Diazepam 

and Steroids. 

The Misuse of Drugs Act 1971 also defines the offences with the main ones being: 

Possession: Also known as personal use where the individual has a small amount of a 

controlled drug on their person. 

Possession with Intent to Supply: This is where an individual has a controlled drug in their 

possession and the reason for this is to supply it to another. 

Supply: This is where a person supplies or offers to supply a controlled drug to another 

person. 

The part of the Act which directly effects licensed premises is: 

Section 8 of the 1971 Act which states that it is an offence to “Knowingly permit or suffer 

any drug related activity on the premises”. Activity could relate to any of the above offences 

Drugs seized or found on premises 

Where items suspected of being illegal drugs are found on an individual following a 

voluntary search, the police must be called, and the items handed over to the attending 

officer as part of an evidential package. 

Likewise, there is no power to detain an individual under the Misuse of Drugs Act 1971 and 

individuals must remain at the premises voluntarily before being handed over to the police 

as soon as possible. 

Detention is only lawful if the individual has committed a Common Law offence such as an 

assault or a Breach of the Peace 

If the individual agrees to remain on the premises they can be handed over to the police at 

the same time. 

A written statement documenting the search and the subsequent handover will be required 

to provide continuity of the evidence chain. 
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Where items are located inside the premises and a person is NOT identified and there is no 

prospect of doing so, the process outlined below must be followed: 

The process is that the person finding the substance is required to place the items in a 

sealable bag or envelope and seal it. Once sealed, that person will sign across the seal and 

this will be counter signed by the duty manager/DPS. The staff member will then fill out the 

drug register before depositing the package into a secure drug safe (drop box) which is kept 

in a secure location of the building. Please note that no member of staff or visitor can 

retrieve the drugs from the drop box. The item(s) must only be removed by a Police Officer 

who will be required to sign the register to confirm that it has been removed. This will need 

to be counter signed by a manager/DPS at the premises. The completed drugs register will 

be retained on the premises for at least 6 months after the completion date for auditing 

purposes. 

It is the expectation of the Police that when drugs are deposited in the safe, a call is made to 

the control room of the local policing area to arrange collection. The call should be made as 

soon as is practical and an incident log created flagged for the attention of the Licensing 

Officer. If the venue is busy and this occurs on a weekend or public holiday, this call MUST 

be placed no later than the first working day after the drugs are found and deposited. 

Failing to adhere to this may amount to a staff member or manager committing an offence 

of unlawful possession as outlined above. 

The defence to this is knowing or suspecting it to be a controlled drug, he/she took 

possession of it for the purpose of delivering it into the custody of a person lawfully entitled 

to take custody of it and that as soon as possible after taking possession of it he/she took all 

such steps as were reasonably open to him/her to deliver it into the custody of such a 

person. 

All staff and managers have a duty to support this policy to make sure that people coming 

into Empire House feel safe and can enjoy themselves in a drug free environment. 

 

This document is intended to form part of Empire House Assignment Instruction for security 

personnel on duty. 

 

Reviewed: September 2022 



 

 

Empire House Queue Management Policy 

Overview 

This document has been produced to guide our queuing arrangements in a way that 

supports prevention of public nuisance and promotes public health by taking into account 

social distancing measures.  

The document will be reviewed in line with the release of any further Government guidance 

and as best practice is developed and maintained by Empire House  

When designing our queuing strategy, consideration was given to the nature of the 

area, the immediate streetscape, and neighbouring premises including  the pub and 

breweries who are our immediate neighbours.  

How to plan and manage a queue 

We would ensure that que is arranged to be off the road and starts right from the front door 

and  extend round the corner to Brent street. An acceptable que management plan will 

ensure at least 2.5m space is provided on the pavement for pedestrians. 

• A staffing or stewarding plan should be implemented for the queue space to ensure 

sufficient resource is allocated to manage and monitor the queue space  

• Consideration needs to be given to existing street furniture in the vicinity of a premises as 

well as bus stops or waste collection routes. Plans must ensure that a pinch point for public 

access isn’t created. 

• Clear lines of communication are crucial to ensure staff and customers are provided with 

accurate information. 

•  Ensure there are sufficient numbers and suitably trained staff and/or stewarding 

resources to manage the queuing area. 

• Ensure signage is visible and displayed in appropriate locations including at the end of the 

queue. 

 to be monitored to ensure they do not exceed capacity. 

• At the end of the trading day, only allow customers in the queue who will be able to enter 

the premises before closing. 

 

 

A queue management plan and full risk assessment must be approved for each event. 



 

Capacity 

Maximum capacity for Empire House is 350. At no point should there be more than 350 

people (including staff, band team members and all guests) in the premises. 

Entry/Exit Points 

The entry and exit points at start and end of event shall be main entrance on Empire Street. 

Exit point during event will be fire exit on Empire Street 

Emergency exits will be through all doors including fire exists on Brent street, fire exit and 

main door on Empire Street. 

If there is a high volume of persons leaving the premises, there may need to consider for a 

holding area with social distancing enforced inside the exit for people to queue as they exit. 

• Ensure emergency exits remain accessible at all times. 

How to manage a queue 

• Clear lines of communication are crucial to ensure staff and customers are provided with 

accurate information. 

• Ensure there are sufficient numbers and suitably trained staff and/or stewarding resources 

to manage the queuing area. 

• Ensure signage is visible and displayed in appropriate locations including at the end of the 

queue. 

 Ques need to be monitored to ensure they do not exceed capacity. 

• At the end of the trading day, only allow customers in the queue who will be able to enter 

the premises before closing. 

Queuing Behaviours 

• During this pandemic there is a likelihood that customers will have a heightened anxiety 

around social distancing measures. Create reassurance that there is compliance with 

Government advice and guidelines to create trust with customers. Ensure that stewards, 

staffs and security officers are briefed to show empathy and understanding. 

• People may become frustrated with long wait times. To help with this, give customers 

information about queuing times to manage their expectations when they join the queue. 

• Consider the type of demographic visiting the premises and how their behaviour is likely 

to affect their queuing. Studies have shown that family groups or groups of friends prefer 

to move together as a unit rather than as individuals. Mobility should also be considered. 



 

• Place hand sanitiser stations at entry and exit points (considering pedestrian flows). 

Security 

Where possible, appoint a queue manager to monitor behaviours in and around the queue. 

This should include monitoring for people loitering so they know they have been seen and 

noted. 

Those staff involved in managing the queue should engage the public using tact and good 

humour. People in queues may become increasingly intolerant of other people’s behaviour 

at social distancing queues. The time waiting in the queue and seasonal heat will affect 

people’s behaviour. 

Recommendations 

Utilise a ‘meet and greet’ philosophy at entrances – you can control numbers, convey any 

instructions, etc. whilst imparting a subliminal message of regulation: control the door, 

control the crime. 

• Have a qualified first aider in the vicinity to administer basic first aid should someone faint 

in a queue. 

• Monitor for begging and take action to ensure this behaviour does not establish itself. If a 

problem persists or person becomes aggressive, call 999. The personal safety of the queue 

manager and people in the queue is the primary importance. 

• Engage in positive crime prevention measures. It will be harder for offences such as 

pickpocketing to be committed with social distancing in place. However, those managing the 

queue should remind those queuing to keep bags closed and valuables out of sight. 

• Keep an eye out for individuals loitering nearby or other suspicious activity. 

 

Other considerations 

• Provide clear guidance on social distancing and hygiene to people on arrival – signage and 

visual aids, for example. 

• Give consideration to the size of groups allowed and the impact on queue space 

required (as well as inside). 

• Review opening hours when considering how to manage deliveries to de-conflict where 

possible. 

• Ensure any changes to entries, exit and queue management take into account reasonable 

adjustments for those who need them, including those with accessibility requirements. 



 

• Consider support that may be required for those with hidden disabilities such as deafness 

and visual impairments when following instructions and queueing. 

• Always maintain emergency access. 

All employers must carry out a COVID-19 risk assessment which should take into account 

internal management of the premises, staff and visitor welfare as well as external plans. The 

HSE has guidance on how to manage risk and risk assessment at work along with specific 

advice to help control the risk of coronavirus in workplaces. 

 

This document is intended to form part of Empire House Assignment Instruction for 

security personnel on duty. 

 

Reviewed: September 2022 
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Empire House Search Policy 

Searching is a standard part of the entry policy for Empire House, Cheetham Hill, 

Manchester, M3 1JA. 

Signs advertising this policy are displayed at all public entrances to the venue and voluntary 

searches are a condition of entry into this venue for purposes of protecting lives and 

complying with relevant provisions the licensing act 2003. 

Searches can ONLY take place with the consent of the individual who is to be searched. 

Under no circumstance can force be used to perform a search. If an individual initially gives 

their permission to be searched but then withdraws this consent, the search must be 

stopped immediately. There are no legal powers for staff including SIA door supervisor staff 

to search. And where consent is refused, consideration should be given to record it in the 

search register. 

It is best practice to have another person witness the search to prevent any malicious claims 

of assault and to provide evidential corroboration of any items found. If the individual 

declines to be searched, entry must be refused on all occasions. 

Trespass / Aggravated Trespass 

You have a right to refuse entry or to ask someone to leave at any point. If they refuse to 

leave when requested to do so and are displaying drunk OR disorderly behaviour, it is 

allowed to use minimum force to remove such persons from the premises and the police 

should be contacted for assistance if there is threat to life and properties. It can be 

considered as a civil offence of trespass for a person to refuse to leave the venue when 

requested to do so, this may be a criminal offence of aggravated trespass if force is used by 

a customer to remain in Empire House after being told in clear terms to leave the premises. 

Extent of searching 

The search of a person must be restricted to outer clothing and pockets but can and should 

include bags. 

The search should only be performed by a staff member who is of the same gender as the 

individual to be searched; male to search male and female to search female. Self-search 

may be done for non-binary customers. 

Once inside the venue, voluntary searching is still permitted however should only be 

conducted where information exists to suggest that drugs are being used (as opposed to the 

screening option that may be employed on the entrance(s). The same rules apply as with 

condition of entry searches and where consent is refused, the individual should be asked to 

leave and escorted off the premises. 
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Where practical, the search should take place out of the way of the public. When the venue 

is busy taking an individual to one side and being discreet may be more proportionate to 

ensure that the safety and security of the venue is not compromised. 

The method of searching must be in accordance with any training approved by the SIA and 

be compliant with the rules laid out above. 

 

This document is intended to form part of Empire House Assignment Instruction for 

security personnel on duty. 

 

Reviewed: April 2023 

 



 

Empire House - THINK 25 Policy and Acceptable forms of ID  

As a responsible venue,  Empire House is absolutely committed to protecting children from harm. It 

is really important to us that age restricted products do not end up in the hands of those underage. 

We are not only legally obliged to do this, but also recognise the importance of this as part of our 

company values to make a positive difference in our communities. 

We also recognise how difficult it can be for our colleagues to judge the age of someone in their 

mid-late teens or early twenties. Someone who looks 18 could easily be 16, likewise, they could 

easily be 20 or 22. It is less likely, however, that they will be 25. For this reason, we ask all 

colleagues to check the age of anyone trying to gain access to the venue or buying restricted 

products who they believe to be under 25. 

Below is the list of IDs we accept as proof of age. 

• Current passports or an equivalent form of identification such as a national identity card 

with a photo and date of birth (all nationalities), these must show expiry dates 

• Current photographic driving licences or provisional licences and date of birth (all 

nationalities), these must show expiry dates. 

• Military IDs with a photo and date of birth (UK only) 

• Cards with a PASS logo such as Citizen, Connexions, Validate or Young Scot, these must have 

holograms. 

• Biometric residence permits (BRPs)  

Under no condition will ANY young person without acceptable proof of identification be admitted 

and / or be allowed to purchase alcohol. Colleagues are reminded of the responsibility to prevent 

children from harm as prescribed by the Licensing Act. Failure to comply with the provisions of this 

policy will lead to serious disciplinary actions.  

         Refusal of Entry / Service 

In the event that a prospective customer is refused access or service, entry must be made in the 

entry / service refusal book.    

This document is intended to form part of Empire House Assignment Instruction for security 

personnel on duty. 

 

Reviewed: April 2023 

 




