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Checklist to complete before applying
for grant or renewal
of a licence for keeping or training animals for exhibition


Once you apply for a licence you are essentially telling the Council that you are ready to keep or train animals for exhibition and that your premises are suitable and compliant with the legislation and statutory guidance and that you have all the necessary policies, and procedures in place. You should not commence your business activity until a licence is in place.

If you do not have the necessary paperwork, or your premises are not structurally compliant, then it is likely that your application will be refused. At that point your application fee (Part A) is forfeit and you will need to re-apply in the future and pay a new fee.

You should read and understand the DEFRA: Keeping or training animals for exhibition licensing statutory guidance for Local Authorities. We strongly suggest that you use this guidance as a self-audit tool prior to your licence inspection, you could print it off and tick off when you have completed each item that is required.

North Devon Council does not provide a pre-application service. As such, if you have any pre-application queries you should instruct the services of a competent professional. There are many companies in the UK which will help you comprise appropriate forms and record templates. Moreover, North Devon Council has provided some example templates that you may wish to use or adapt to use in your business, and these are available on our website. 

The following checklist has been produced to provide a summary for applicants and licence holders. This checklist focusses on the paperwork and record keeping requirements rather than the structure of an establishment. Our aim is that it can be utilised as a potential initial audit tool in determining whether you may be a suitable candidate to apply for a licence or its renewal. It is important to note that in order to be granted a licence you must meet all general and specific conditions (referred to as the  minimum standards).

Please bear in mind that the Statutory Guidance is regularly updated and may supersede this checklist. It is the responsibility of the licence holder/owner to ensure that the documents they use in the course of their business satisfy the requirements of the licence conditions.

You are not limited to having the documents on the checklist. The checklist aims to cover the minimum requirements to achieve the grant of a licence and where records are required. 






Relevant 		Requirement
Condition/
Standard	

  Part A, 1.1 		Is your current Licence on display clearly and prominently? 

Part A, 1.2 		Is the name of the Licence holder and the Licence number displayed on 	all websites that you use? (company website, Facebook, lnstagram. 	etc.) For example 'Michael Bloggs AW5678').

Part A, 2.0 		Are all records readily available for inspection and
				kept for three years? 
			 
Part A, 4.1 	Do you have written instructions given to staff to explain the provision of healthcare? These must include procedures to follow if there is an incident with any venomous animal and a member staff or the public.

Part A, 4.2 	Do you undertake relevant staff training (see details in guidance as to what is considered relevant if in doubt)? 

Part A, 4.2 		Do you have copies of certificates for relevant staff training? 

Part A, 4.3 		Do you have a written training Policy for all staff? 
	
Part A, 5.0 		Have you checked the physical aspects of the property to ensure they 			comply with this section of the guidance? 

Part A, 5.2 		Where relevant records must be kept of all water tests.

Part A, 5.9 	There must be a documented system to record observations of illness, injury or behavioural problems. This documented system must be maintained.

Part A, 6.1 	Providing live vertebrate prey as food should only be done in exceptional circumstances. For example, when a snake is not eating any other food. This must be on an individual animal basis for specified animals only. A written justification must be completed. Where applicable is this written document available?

Part A, 6.2 	Feed and (where appropriate) water intake must be monitored, and any problems recorded and addressed. Do you have a record?

	Unusual eating or drinking habits must be recorded. They must be reported to an appropriate member of staff and acted upon. Staff must get veterinary advice if needed. Do you have this record?

Part A, 7.2	If animals are in a temporary enclosure and cannot move fully, for example, when being exhibited, they must be given the chance to move fully at least once a day. A record must be kept of this. Not being able to move fully means they cannot use their full range of movements, such as running or flying.

Part A, 7.3	The behaviour of individual animals must be monitored each day. Any changes in behaviours that show stress, fear, pain and anxiety must be recorded and acted upon.

Part A, 9.1 		Do you have written procedures for:

· Feeding
· Cleaning 
· Transportation 
· Prevention of, and control of the spread of, infectious disease 
· monitoring and ensuring the health of all the animals
· the death or escape of a cat (including the storage of the 			carcass)
· to cover the care of the animals following the suspension or 		revocation of the licence or
· during and following an emergency

Part A, 9.3 		If you are using your vet or other premises as isolation facilities, a letter 			from that vet or premises stating that the facilities are ready to be 			used.

Part A, 9.4	An up-to-date veterinary vaccination record must be shown to make sure animals have current vaccinations. Any vaccines given must be licensed for use in the UK. 

Part A, 9.6 	Sick or injured animals must receive prompt attention from a vet or, in the case of fish, an appropriately competent person and the advice of that vet or, in the case of fish, that competent person must be followed.
		If a competent person suspects an animal is ill or injured, they must:
· assess the animal
· get veterinary advice immediately, if needed
		Any instructions for treatment from a vet must be recorded and followed strictly. The person must get further veterinary advice if there is ongoing concern. Do you hold these records? 


Part A, 9.12 	No person may euthanise an animal except a vet or a person who has been authorised by a vet as competent for such purpose or:
		(a) in the case of fish, a person who is competent for such purpose
		(b) in the case of horses, a person who is competent, and who holds a licence or certificate, for such purpose
		If euthanasia is not carried out by, or under the direct supervision of, a vet this must be recorded.
		The records must be available for inspection and detail:
· why the animal was euthanised
· the method used
· the member of staff who euthanised the animal
		This does not apply to fish.
		Animals must be euthanised in a humane and effective way. Staff must get advice from a vet if in any doubt about humane and effective methods.

		When a licence holder is breeding or buying live vertebrate animals to be euthanised for the purpose of feeding to other animals, the method of euthanasia must be:
· assessed by a vet
· signed off to the vet’s satisfaction, confirming the method is humane and effective (and continues to be effective)
		The method of euthanasia must be safe and humane for the culled animal and the animal being fed.

Part A, 9.14	 Any signs of pain, suffering, injury, disease or abnormal behaviour must be recorded and the advice and further advice (if necessary) of a vet (or in the case of fish, of an appropriately competent person) must be sought and followed. Checks of the animals must not cause unnecessary stress or disturbance. Visual checks are acceptable.
		A system of recording abnormalities must be kept.

Part A, 10.1 		Do you have a written emergency plan covering fire, carbon monoxide, 			loss of power, loss of water, extreme temperature/weather etc? 

Part B, 1.0 	A copy of the insurance policy document must be taken to all exhibits. It must be ready for inspection, if needed.

Part B, 2.1 	A written policy detailing contingency measures in the event of the breakdown of a vehicle used to transport the animals or any other emergency must be available to all staff.

Part B, 4.0	Animals must not be exposed to glare, heat, noises or other conditions unless specifically habituated to these conditions before the exhibition. For animals trained in this way, exposures must be reduced to the shortest possible time. If possible, the effect should be achieved by other methods, such as camera angles and techniques. Staff must get veterinary advice and record it. Where relevant do you hold this record?

Part B, 6.1	The licence holder must keep a list of each animal kept, or trained, for exhibition with all the information necessary to identify that animal individually (including its common and scientific names) and must provide the local authority with a copy of the list and any change to it as soon as practicable after the change.
The licence holder must notify the local authority in writing if:
· any new species of animals are brought in for exhibition, and they are not specified on the licence
· the number of animal’s in a particular species exceeds the number on the licence
This should not need an extra inspection, unless the numbers are significant.

Part B, 7.1 	A register must be kept of each animal exhibited or to be exhibited which must include:
(a) the full name of the supplier of the animal
(b) its date of birth
(c) the date of its arrival
(d) its name (if any), age, sex, neuter status, description and microchip or ring number (if applicable)
(e) the name and contact details of the animal’s normal vet and details of any insurance relating to it
(f) details of the animal’s relevant medical and behavioural history including details of any treatment administered against parasites and any restrictions on exercise or diet
(g) a record of the date or dates of the animal’s most recent vaccination, worming and flea treatments
(h) the distance to and times taken for it to travel to and from each exhibition event
The register must state if the animal does not need vaccinations, worming or flea treatment. If any of this information is unknown, the reason must be documented.

Part B, 7.2 	A record of when the animals are exhibited must be kept and an animal rotation policy must be put in place to ensure that the animals have enough rest between and during exhibition events.

The log must include the:
· date and time of the exhibit
· duration of the exhibit (arrival to departure time)
· type of exhibit
· animals used in the exhibit
· location of the exhibit
· distance and travel time to the exhibit from the licensed premises
The time animals are used for exhibition events must be recorded. This must include the time spent working, resting and any other actions. It needs to record comments on behaviour, injury or any other problem.
Call sheets must be kept.

A record must be kept for each individual animal setting out:
· how often they are used in an exhibit
· how long they are used in an exhibit
· what rest periods they have in the home environment
Animals must have clear breaks from exhibits that allow them to perform normal behaviour in their home environment. This includes sleeping, feeding and play, and must have sufficient breaks.

Part B, 7.6 	The animals must be transported in suitable, secure and appropriately labelled carriers. If movement must be restricted to avoid injury, the reasons must be stated in the written transport procedure.
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