How to Apply for a Pavement Licence
1. Go to the website at: https://licensing.ipswich.gov.uk/PAforLalpacLIVE/1/WcaHome
2. Click Register which will take you to the following page:

You must tick the box and then
‘Continue’

Which will take you to the following page:

If you do not currently hold any
other licences with Ipswich Borough
Council, click ‘New Client/Licence
Holder’

If you do currently hold another licence with
Ipswich Borough Council, contact
licensing@ipswich.gov.uk and ask for an activation
key for the online system.

If you clicked New Client/Licence Holder, it will take you to the following page:

You must complete all fields with a * You will be prompted to choose a password:

When all the fields have been completed, click ‘Create Account’.
You will receive an email requesting you to click a link to activate your account, you must click this
link or you will not be able to access the system.
Once you have activated your account, follow the instructions below:

Enter your email address and
password. Then click ‘login’.

If you cannot remember your password, click ‘Forgotten
Password’ and an email will be sent to you with instructions on
how to re-set it.

Click ‘Continue’

Click ‘Home’ to return to the main
page.
If you are completing an online application,
you can save the application at any point
and come back to it at a later time. The
application will be shown in this section

When you have submitted an online
application, you can track the
progress and view when it has been
granted.

Click ‘New online application’ to
start the process.

You can view any licences held with Ipswich
Borough Council in this section.

Using the drop-down lists,
ensure these selections
are made.
Click ‘Next’ to continue.

Read the instructions and then click
‘Next’ to proceed.

You must click in the box to proceed
with the application.
Then click ‘Next’
Remember you can click ‘Save’ at
any time in the application and
return to it later.

Check that your name and address
are displayed. If correct, click ‘Next’.
If the details are wrong, you need to
contact licensing@ipswich.gov.uk.

This is the address for correspondence, if you
wish correspondence to be sent to you, click
‘Add Self’. If to a different address, click ‘Add 3rd
Party’ and enter the new details. Then click
‘next’

In Premises Name, enter the
first few letters and click
‘Search’, a list of premises will
show, click on the correct
premises and then click ‘Add
Licensed Premises’ then ‘Next’

Click ‘Add New’

Enter the description of the area,
such as Pavement in Front, the time
you want tables and chairs out and
the time they will be put away and
the number of tables, then click
‘Create’. If you have different times
for different days, add the days to
the description and follow the above
for each time period. Then click
‘Next’

You must answer all of the
questions and then click ‘Next’

You must tick the box. Then
click ‘Next’

Check that the information is
correct and then click ‘Next’.

Click ‘Pay and Submit Application’.
If you click ‘Submit application
without payment’ you will need to
ring licensing to make a payment
over the phone, which may delay
your application.

You will then receive an email confirming your application and containing details of what you must
do next.
If you experience any difficulties with making an application online, please email
licensing@ipswich.gov.uk with contact details and a member of the Team will contact you.

