RENEWAL
* ANIMAL BOARDING LICENCE - PROCESSES - HOME BOARDERSIDA‘! CARE

Process Step

Time

" |Admin,

Time

~ |Officer,

Manager, |
Time

" |Primary Inspection - Intial Application/Renewal

0.25

Review who is due for re-licensing, update M

Send standard letter for renewal

0.33|

Update officer that renewal sent.

0.10

Informed renewal sent/review

0.10

R e

Completed renewal/application form
received along with associated payment -

{M3 updated, copy scanned to M3,

application fee banked and renewal passed
to officer

0.50

Completed application form received from
admin - checked and cross referenced to
file/M3

0.50

Arrange Primary Inspection to premises -
write to Licensee informing of inspection

date.

0.50

Travel to/from premises far primary
inspection

0.75

Primary Inspection undertaken,

0.23

10

Complete Inspection Repert and Visit sheets,
scan same to M3.

1.50

111

Advise admin to re-new licence

0.17

12

Process renewal application form - generate
hard copy of licence.

0.50

13

Generate covering letter to sent to Ilcensee
with renewed licence

0.25

14

Pass covering letter and hard copy of licence
to officer for checking and signature

0.17

15

Cowvering letter and hard copy of licence
received - checked, signed and returned to
admin for procassing and dispatch.

0.25

16

Signed copy of letter and licence received

from officer - copiés scanned to M3 and

originals dispatced by post to licensee.

0.33

L

Contingency to allow for none payments,
amendments, chase up etc.

0.75

0.50

Annual Welfare Inspection

18

Check M3 to determine If premise due
inspection

0.10




13

Generate covering letter to sent to licensee

~lwith renewed licence

0.25

14

Pass covering letter and hard copy of licence
to officer for checking and signature

sl

15

Covering letter and hard copy of licence
received - checked, signed and returmed to
admin for pracessing and dispatch.

0:25

i6

Signed copy of letter and licence received
from officer - copies scanned to M3 and
originals dispatced by post to licensee.

0.33

17

Contingency to allow for none payments,
amendments, chase up etc.

0.75

0.50

Annual Welfare Inspection

18

Check M3 to determine if premise due
inspection

0.10

15

Check premise history/prepare for
inspection

0.25

20

Travel toffrom premises

0.75

21

Undertake welfare inspection

.50

22

Complete inspection sheet, scan to M3 and
pass to admin

.50

23

Completed inspection sheet received from
officer and data entry onto M3..

0.17

24

Annual review/provision of advice and
guidance '

0.50

Totals

3.35

7.87

0.50

Costs

Hourly rate

Cost £

35.00

Training and Equipment Cost
Admin :

18.80

62.98

Officer

24.07

189.43

. [Manager

29.87

14.935¢

Total Annual Cost of Licence

302.35




DOG BREEDER - INITIAL LICENCE APPLICATION

- APPLICATION PROCESSES - 1 - 10 dogs

Process Step

Admin,

Officer,
Time

Manager,
Time

Time

- -|Compieted application form received along

with associated payment - M3 Li'pdate‘d, copy
scanned to M3, application fee banked and

" |[renewal passed to officer

Primary Inspection - Intial Application/Renewal

0.50

Completed application form received from
admin - checked and cross referenced to
file/M3

.50

Arrange Primary Inspection to premises -
write to Licensee inferming of inspection
date.

0.50

Travel to/from premises for primary
inspection

Q75

Primary Inspection undertaken.

2.00

Complete Inspection Report and Visit sheets,
sean same to M3,

1.50

Advise admin to grant/refuse licence

0.17

Process application form - generate hard

0.50

copy of licence/refusal letter.

Pass letter and if applicable hard copy of
licence to officer for checking and signature

0.17

10

Letter andif applicable hard copy of licence
received - checked, signed and returned to

0.25]

11

admin for processing and dispatch.

Signed copy of letter and if applicable licence
received from officer - copies scanned to M3
and originals dispatced by post to licensee.

0.33

12

Contingency to allow for non-payments,
ammendments, chase up’s efc.

.25

0.25

Totals

1.75

15.92

0.00

Costs

Hourly rate

Cost £

Admin

14.76

25.83

Officer

19.09

113.01

Manager

27.46

Cost of Application

138.84)

IGrant of Licence Cost

149.70]




DOG BREEDER LICENCE - APPLICATION PROCESSES - 11 - 30 dogs

Process Stép

Admin,
Time

Officer,
Time

Manager,
Time

Completed application form received along
with associated payment - M3 updated, copy
scanned to M3, application fee banked and
renewal passed to officer

Primary Inspection - Intial Application/Renewal

0.50

Completed application form received from
admin - checked and cross referenced to
file /M3

0.50

Arrange Primary Inspection to premises -
write to Licensee informing of inspection
date,

050

Travel to/from premises for primary
inspection

0.75

Primary Inspection undertaken.

3.00

Complete Inspection Repart and Visit sheets,
scan same to M3,

1.50

Advise admin to grant/refuse licence

0.17

Process application form - generate hard
copy of licence/refusal letter.

0.50

Pass letter and if applicable ha rd copy of
licence to officer for checking and signature

0.17

10

Letter and if applicable hard copy of licence
received - checked, signed and returned to
admin for processing ahd dispatch.

0.25

11

Signed copy of letter and if applicable licence
received from officer - copies scanned to M3
and originals dispatced by post to licensee.

0.33

Totals

1.50

6.67

0.00

Costs

" |Hourly rate

Cost £

Admin

18.80

28.20

Officer

24.07

160.55

JManager

29.87

- 0.00

Total Annual Cost of Licence

188.75

Grant of Licence Cost

. 155.72




DOG BREEDER LICENCE - APPLICATION PROCESSES - 31> dogs

Admin,
Process Step ' Time

Officer,
Time

Manager,
Time

Primary Inspection - Intial Appllcatlcn/Renewai

: 0.50
Completed applicatioﬁ form received along
with associated payment - M3 updated, copy
scanned to M3, application fee banked and
renewal passed to officer .

Completed application farm recewed from
admin - checked and cross referenced to
file/M3

0.50

Arrange Primary Inspection to premises -
write to Licensee informing of inspection
date.

0.50

Travel to/from premises for primary
inspection

075

Primary Inspection undertaken.

4.00

Complete Inspection Report and Visit sheets,
scan same to M3.

1.50

Advise admin to grant/refuse licence

0.17

Process application form - generate hard 0.50
copy of licence/refusal letter. '

0.17
Pass letterand if applicable hard copy of
licence to officer for checking and signature

10

Letter and if applicable hard copy of licence
received - checked, signed_and returned to
admin for processing and dispatch.

0.25

11

0.33
signed copy of letter and if applicable licence
received from officer - copies scanned to M3

and originals dispatced by post to licensee.

Totals 1.50

7.67

0.00

Costs Hourly rate

Cost £

Admin - ‘ ‘ _ : . 18.80

- 28.20{

Officer : . 24.07

- 184.62

Manager - 29.87

Total Annual Cost of Licence

212.82

161.74%

§Grant of Licence Cost




RENEWAL
DOG BREEDER LICENCE -RENEWAL PROCESSES - 1 - 10 dogs

Procéss Step

Admin,
Time

Oftcar,

Time

Manager, I

Primary Inspection - Intial Application/Renewal

=

Review who is due for re-licensing, update
M3 ' -

0.25

Send standard letter for renewal

0.33§-

Update cfficer that renewai sent.

0.10

Informed fepewal senb/revlaw

.10

W

Completed renewatfapplication form
received along with associated payment - M3
updated, copy scanned to M3, application fee
banked and renewal passed to officer

Q.50

Completed applkation form recelved fram
admin - checked and cross refarenced to
flle M3

C.56

=

Arrange Frimary nspection (o premises -
write to Licensee Informing of mspection
data,

.50

Travel to/lrom premises for primary
Inspectian

035

=

Primary Inspection undaralen.

Complete Inspection Repart and Visit sheats,
sean same to M3

150

11

Advise admin to re-new llgence

017

12

Process renewal application form - generate
hard copy of licence.

0.50

13

Generate covering letter 1o sent to licensee

_|with renewed licence

0.25

14

Pass covering letter and hard copy of licence
o officer for checking and signature

0.17

15

Covering letter and hard copy of lleence
received - checked, signed and returned to
admin for proceising and disputch.

025

16

Signed copy of letter and licence received
from officer - copies scanned to M3 and

_|originals dispatced by post to licensee.

0.33

1y

Contimgeney to allow for none payments,
amendments, chase up etc.

L

050

Annual Welfare Inspection ~

18

Check M3 to determing f premise dug
inspection

o1

Check premise history/prepare far Indpection

M35

|

Travel toffram premises

075

7l

Undertake walfare Inspection

50

22

Complete inspection sheet, scan to M3 and
pass fo admin

050

2

L

Compieted inspection sheet reteived from
officer and data entry onto M3.

.17

24

Annual review/provision of advice and
guidance

0,50

Totals

3.35

0.50

8.37

Costs

Hourly rate

Coste |

|Training and Equipment Cost "

35.00}

Admin

18.30,

62.98

Officer

24.07

201.4659

Manager

29.87

14.935

Total Annuai Cost of Licence -

- 314.38




5

RENEWAL
DQG BREEDER LICENCE - REMEWAL PROCESSES - 11 - 30 dogs

Admin,

Process Step Time

Officar,
Time

Manager,
Time

Primary Inspection - Intial Application/Renewal-

=

Review who is due for re-licensing, update .
M3 0.25

Send standard letter for renewal a 0.33

Update officer that.renewal sent. 0.10

Informmd renawal sent/review

D

0.50
Completed renewal/appiication form
received along with associated payment - M3
updated, copy scanned to M3, application fee
banked and renewal passed to officer

Completed application form received from
admin-checked and cross referencdd o
fibe M3 -

0.50

d

Arrangs Brimary Indpection to premises -
write to Licensee fnfarming of Insgection
date.

0:50

]

Trzwel bo/from premises for primany
Inspaction

075

o

Primary Inspection undertaken.

a400

10

Complete Inspection Report and Visit shaets,
scan zame bo M3,

1504

1

b

Advise admin to re-new licenca

047

12

Procass renewal application form - generate 0.50
hard copy of licence. ’

13

Generate covering letter to-sent to licensee 0.25
with renewed licence ' ]

i4

0.17
Pass covering letter and hard copy of licence
to officer for checking and signature

15

Cavering letter and hard copy of licence
recaived - checked, signed and retumed to

s 1

admin far processing and didpateh,
- ¢33
Signed copy of letter and licence received
from officer - copies scanned to M3 and
ariginals dispatced by post ko licensee,

17

Contingency to allow for none payments, 075
amendments, chase ixpatbe

(S0

Annual Welfare Inspection-

Check M3 ta determing f premise die
inspaction

220

Check premise history/prepare for inspecticn

Travel toffrom premises

75

Uipdertakes welfare inspection

075

Complete Inspection shest, scan to M3 and
pass to admin

&350

z

ol

Completed inspection sheet racaived from 0ar
officer and data entry onto M3.

24

Annual review/provision of advice and
guidance

0.50

Totals ) . ‘ 3.35

9.62

0.50

|Cost£ |

Costs Hourly rate

35.0}

‘Training and Equipment Cost *
Admin ' : 18.80

62.93]

Officer ’ 24.07

‘23155

14.94

Manager 29.87
Total Annual Cost of Licence ) ‘

344.47




RENEWAL
DOG BREEDER, LICENCE - REMEWAL PROCESSES - 31> dogs

Process Step

Time

Admin,

DOfficer,
Time

Manager,
Time

Primary Inspection - Intial Application/Renewal

e

Review wha is due for re-licensing, updaie
M3 )

0.25

Send standard letter for renewal

0.33

Update officer that renewal sent.

0.10

informed renewal sentirevien

10

L fpals 0|

Completed renewalfapplication form

banked and renewal passed to officer

received along with associated payment - M3 |
" |updated, copy scanned to M3, application fee

D50

Compieted appiication form recehed from
admin - checked and cross referenced o
fila/w3

=4

Arrange Frimary Inspection to-premises -
write to Licenses Informing of mspection
date.

0,50

Travel to/from pramises for primary
inspection

075

[f]

Pelmary Inspection undertzkan;

4.00

i

Complete [rspeidion Repors and Vit sheats,
sean same 1o M3,

L5

Adivize sdmin lo re-naw lcedce

0.1

12

Process renewal application form - generate
hacd copy of licence. :

0.50

13

Generate covering letter to sent to licensae

0.25

14

with renewed licence

Pass covering letter and hard copy of licence
to officer for checking and signature

047}

Covering letter and hard copy of lkeence
toceivad - checked, signed and retumed fo
arlmin for processing and dispatch.

16

Signed copy of letter and licence received
frors officer - copies scanned to M3 and
originals dispatced by post to licensee.

0.33

i

Cantingenoy toallow for none gayments,
amendrients, chase ug et

75

050

Annuai Welfare Inspection

18

Check M3 to datarmine if premise due
Inspection

5 17]

13

Check premise histony/prepare fior nspedtion

05

20

Trawal toyTfrom pramises

0,75

4%

Undertake welfare inspactiin

11

Complete inspection sheet, wanto M3 and
pasd to admin

.50

23

Compteted inspection sheet received from
officer and data entry onto M3. -

017

24

Annual review/provision of advice and
guidance.

050

‘| Totals

3.35

10.87

0.50

Costs

Hourly rate

Costf ' |

Training and Equipment Cost

35.00| '

Admin

18.80

62.98|

Officer

24.07

261.64

Manager

29.87

14.935

Total Annual Cost of Licence

374.564




" PET SHOP LICENCE - APPLICATION PROCESSES

Process Step

Admin,
Time

Officer,

Time

Manager,
Time

Primary Inspection - Intial Application/Renewal .

{Completed application form received along

with associated payment - M3 updated, copy
scanned to M3, application fee banked and
renewal passed to officer '

0.50

Completed application form received from
admin - checked and cross referenced to
file/M3

0.50

Select and appoint a LA vet for the
inspection - agree and arrange inspection

0.15

4

Inform licensee of appointed LA Vet/deal
with any objections raised

0.15

Arrange Primary Inspection to premises -
write to Licensee informing of inspection
date.

0.25

Travel to/from premises for primary
inspection

.75

Primary Inspection undertaken.

1.50

Complete Inspection Report and Visit sheets,
scan same to M3.

1.50

g

Vets report received, checked and scanned
to M3,

0.50

10

Advise admin to grant/refuse licence

0.17

11

Process renewal application form - generate
hard copy of licence.

0.50

12

Pass covering letter and if applicable hard
copy of licence to officer for checking and
signature '

0.17

13

Letter and if applicable hard copy of licence
received - checked, signed and returned to

0.25

14

admin for processing and dispatch.

Signed copy of letter and if aphlicable licence
received from officer - copies scanned to M3
and originals dispatced by post to licensee.

0.33

Totals

1.50

5.72

.- 0,00

Costs

Hourly rate

Cost £

Admin

18.80

28.20

Officer

24.07

IManager - -

29.87

137.6804
: 0

Tatal Annual Cost of Licence

165.88




PET SHOP LICENCE - RENEWAL PROCESSES

Admin,
Process Step Time

Time

Officer,

Manager,
Time

Primary Inspection - Intial Application/Renewal

ay

Review who is due for re-licensing, update - - 0.25
M3 )

Sand standard letter for renewal 0.33

Update officer that renewal sent. . 0.10

infarmed renpwal sent/revew

Lo

Sl LA Rs]

Completed renewal/application form
received along with associated payment - Vi3
updated, copy scanned to M3, application
fee banked and renewal passed to officer

iy

Campliated application form receieed fram
admin - checked and cross referancad to
file/1i3

AN

i

Arrange Primary nspection o pramises -
wirlti-ta Licensee informing of inspection
date.

0.50

Travel to/from gremises for primary
inspection

nis

=]

Primary inspection undertaken.

1.50

Complete Inipection Report and Visit shaets,
scan saime to M3,

150

11

Advyise admin to re-naw licence

047

12

Process renewal application form - generate D.50
hard copy of licence.

1

w

Generate covering letter to sent to licensee .0.25
with renewed licence

14

! 0.17
Pass covering letter and hard copy of licence
to officer for checking and signature

15

Covering better and hard copy of licence
received - checked, signed and returnad to

0:25

16

admin for procassing and dispatch.
o ; 0.33
signed copy of letter and licence received
from officer - coplas scanned to M3 and
originals dispatced by post fo licensee.

17

Contingency to allow for nane payments; 07s
amendments, chasa up et

050

Anriual Welfare Inspection

Click M3 1o determing i pramisz due
inspection

Q10

Check pramise histary/prapare for inspection

0.25

Travel to/from pramises

0.75

[Indertake wallfare inspection

054

Complete inspaction sheet, scan to M3 and
pass o admin

0.50

23

Completed inspection sheet received from 0.17
officer and data entry onto M3.

24

Annual review/provision of advice and

0.50

guidance

Totals ) 3.35

7.87

0.50

Costs : : Hourly rate

Cost

£

Training and Equipment Costs

35.00|

Admin ' 18.80

£52.98

Qfficer 24,07

©189.4309

Manager ) 29.87

14.935

Totai Annual Cost of Licence

302.35




DWA LICENCE - APPLICATION PROCESSES

Process Step

Admin,
Time'

Officer,
Time

Manager,
Time

Primary Inspection - Intial Application/Renewal

Completed application form received along
with associated payment - M3 updated, copy
scanned to M3, application fee banked and
renewal passed to officer

0.50

il

Completed application form received from
admin - checked and eross referenced (o
file/na2

025

Select and appoint a LA vet for the
Inspection - agree and arrange Inspection

015

Inform licensee of appainted LA Vet/deal
with any objections raised

0.15

Arrange Primary Inspection to premises -
write to Licensees informing ef inspaction
date.

0.25

Travel taffrom premises for primary
inspection

075

Primary Inspectlon Undertaken.

1.00

Complete Inspection Report and Visit sheets,
scan same ta M3.

150

Vers report received, checked and scanned
ta M3,

.50

10

Advise admin to grant/refuse licence

0.17%

1

i

Process application form - generate hard

0.50

12

copy of licence/refusal letter.

Pass covering letter and hard copy of licence
to officer for checking and signature

0.17

13

Pass letter and if applicable hard copy of
Heence received - checked, signed and
returned to admin for processing and
dispatch.

0.50

14

Signed copy of ietter and if applicable
licence received from officer - copies-
scanned to M3 and originals dispatced by
post to licensee.

0.50

30

Complete Inspection sheet, scan to M3 and
pass to admin

0.50

31

Completed inspection sheet received from
officer and data entry onto M3.

0,17

Totals

1.84

572

0.00}

Costs

Hourly rate

"|Cost £

Admin

- 18.80

34.59

Officer

24,07

137.68

Manager

29.87

.0

Total Annual Cost of Licence

172.27

- |Grant of 2 year Licence cost

556.91|

Note that [i



DWA LICENCE - RENEWAL PROCESSES

Admin, N e i Ta Manager,

Pracass Step ) Time Tima Tima
| |Primary Insp fon - Intial Appiication/| |
1| Review wha Is due for re-licensing, update 0.25
M3 §
2jSend standard letter for renewal 0.33
3|Update officer that renawal sent. .10
A informa reresidl it rrdew g
5 5o

Completed rerswalfapplication form
received along with associated payment - M3
updatad, copy scanned to M3, appiication f2u
banked and renewal passed to afficer )

|| Compistad appli=atinn v peeabe] from [
Wil -+ chociond mnd evoe (wfimenced o
Fn a3
) R

Snlerl el wpEoit o LA el o tle Eiatiog
s tapme dnd Weiog b

| Enfarm lisensss 4f Eppeinted L& Vet /danl 015
ety ohimciions iedail
| Arrunge Srmary Inipsctlan to premins- 0I5
Wit bo Licersies Infareing of Mspeckian
| [ditws

21| Travwed Ve froem prsmmmees far prenary 5
Inzpmeting
12| Primary inapsetian onda rtakmn
Camplaie |ispestion Azpartand Vi ilest 1.50]
szan saimme b M
13 Vuts repart mceed, chathod ard somped-te ]
1| Audviin admin to e lleenea o7
15| Process renewal application form - gendrate 0501
hard copy of licence.
16| Generate covering latter to sent to licensee C.25
with renewed licance
17 ' .17} |
Pass covering letter and hard copy of licance
to officar for checking and signature
18| Cavaring lotter and hapd capy of Boenca 030
g il < churkail, 2igned end rturned 1o .
sdmin for procasalnyg anil dismath. 4

1

19 C.50
Signed copy of letter and licence received
from officer - copies scanned to M3 and
originals dispatced by post to licensee.

20 - 0.75
Inveice received fram LA appoint vet and -
passad to manager far authorisation to pay

21| Authorisation of vets invoice and raturn to . 0.50)
admin for paymént and recavery of costs ) -

from Licensea.

2 .
Arrange payment of authorised vet s invoice 0.75
. 23| Raise invsice against Licensee for vet's
inspection costs Q.50 .
24 . = )
payment of involee received from Licensee
and payment processed and recipt issued, 0.50]
25| Contimgenuy ta-allow for ane peymaets, 074 s
dremnks, cfiane g ale
Annual Welfare Inspection
CEpcl M3 e dutarming ([ pesenis Sou 2.1
I8 | Inapactinn
Ll
77| Chock gremins lalury/prapare for s paeton
28| Travil oyfrom pusniias 0.5
-E-E.hlm.r!.lhn walfarm imupaeth .53
Sl Crmpiein inameciion shewd, iean to M3 dnd [FE=]
s b admin
31| Comapletad inspection sheel receved from 0.17
officar ind data entry onta M3.
Annual review/provision of advice and . 0.50
32|guidance
Tatals 5.02]- 7.75) 1,00
Costs Hourly rate Cost £
Training and equipmant costs - = == 35001 .
Admin i 18.80 113.18
Cfficar 24.07 186.54|
fManager R 29.87] 29.87 Nate that §i
frotal annual Cost of Licenca 364,59 ‘

[Total 2 year Licence cost . 729,18



RIDING Bl AL iV E N L BN - A e e e S

RIDING ESTABLISHMENT LICENCE - APPLICATION PROCESSES - 1-29 horses

Admin,
Process Step Time

Time

Officer,

Manager,
Time

Primary Inspection - Intial Application

. . - 0.50
Completed application form received along
with associated payment - M3 updated,
copy scanned to M3, application fee hanked
and renewal passed to officer

Pl

Complered appilcation form reczived from
admin - chatled and cross refedenced to
filer /M3

G50

Salect and appoint a L& vet for the
Inspection - agrew ind drmange inspectian

0.50

i inform licenzes of sppointed LA Vay/deal
wlth any objections raized

025

5| Chack that vet has arrangod Primary
InspEction to premises - prapare for
inspection

0,50

=2}

Trawel toffram gremizes for primary
inspectian

75

[

Primary Inspection undertaken.

1.50

[==]

Complete nspection Report and Vit
shaets, scan @me o M3,

L.50

Viet's repart recelved and passad to officer

10
Veb's report raviewsd and ssanned bo M3

.50

11|Pracess appiication form - generate hard 0.50
copy of licence/refusal letter. -

12 _ 0.17
. |Pass covering letter and hard copy of licence
|t officer for checking and signature

13| vetter and if applicable hard copy of licence
received - checled, slgred and returptd to
admin for processing and disgatch.

35

14|Signed copy of letter and if applicabie 0.33
licence received from officer - copies
scanned to M3 and originals dispatced by
post to applicant. ]

i5 : 0.75
Invoice received from LA appointed vet and
passed to manager for authorisation to pay

16| Authorisation of vets invoice and return to
admin for payment and recovery of costs
from Licensee. .

0.50

17 :
Arrange payment of authorised vet’s invaice 0.75

18{Raise invoice against Applicant for vet's
inspection costs 0.50

19
Payment of invoice received from Licensee
and payment processed and recipt issued. 0,50

20| Contingancy to allow for none payments, o075
amendments, chase up eic.

Q.50

21|Management costs

Totals i 4.92

6.75

1.50

Costs Hourly rata

Cost £ -

Admin i 18.80

51.50

Officer ' . 24,07

162.47

Manager 29.87

14.94

Total Annual Cost of Licence

269.90

|Grant of Licence cost [

[ 108.64]




RIDING ESTABLISHMENT LICENCE - APPLICATION PROCESSES - 30> horses

: ’ Admin,. Officer, Manager,
Process Step Time ) Thme Time

Primary Inspection - Intial Application

Completed application form received afong
with associated payment - M3 updated, copy
scanned to M3, application fee banked and
renewal passed to officer

2| completed appllcation form recalvad from 0,50
admin - chetked and cross referencid 1o
file/M3

3 025

Sulect and appoint a LA vet for the
imspeetion - agres and arrange inspection

4| Inform flcénsee of appointad LA Vet/des| 015
with any objsctions mised
5icheck that vet has arranged Primany D.75
[napection to pram|ses - prepare fog
frpection.
& Travel to/fram premizes for primary 0,75
inspection
7|Primary Inspection undertaken. 3.00
#lComplete |nspection Report and Vislt sheets, 150
scan same to M,
afyets report received, checked and scanned .51
o M3,
10| Advise admin to grant/refuse licance 0.17
11|Process application form - generate hard 0.50
copy of licence.
12 ' 0:17

Pass covering letter and hard copy of licence”
to officer for checking and signature :
13| Cowvering letter and hard copy of (icerce 035
receivied - cherked, signed and returned o
pdminfor processing and dispateh,

14 . 0.33
signed copy of letter and if applicable licence
received from officer - copies scanned to M3
and originals dispatced by post to licensee.
15 0.75
Invoice received from LA appointed vet and
passed to manager for authorisation to pay
16| Authaorisation of vets invoice and return to ’ 0.50
admin for payment and recovery of costs
from Licensee.

17 : '
Arrange payment of authorised vet's invoice 0.75
18| Raise invoice against Licensee for vet's
inspaction costs |, Q.50
19 - :
payment of invoice received from Licensee
and payment processed and recipt Issued. l 0.50 )
0| Contingency. to allob for poni payments, 073 050

armendments, chase up 2t

Totals A4.75 8.42 0.00
Costs . ) . |Hourly rate Cqst £

Admin 18.80 ' 29.30

Officer . 24.07 202.6694,

Manager - - E - 29.87 . -14.935] -

Total Annual Cost of Licenca ) . 306.90

|Grant of Licence cost . : | : |.  108.64§




RIDING ESTABLISHMENT LICENCE - RENEWAL PROCESSES - 1-29 horges

RIDING ESTARL S H N e N = R s ees

Process Step

Admin; -
Time

Gflcar
Thiris

Timme

Manager, |

-

Primary Inspectlon -
Review whe is due for re-licensing, update

M3

0.25

Send standard tetter for renewal

0.23

Update officer that renewal sent

0.10

[Iesfarraed rarsrwal innsfreing.

Q.1

il fw i

Comptetad fenewalfspplication ferm
received alopg with associaiea gayment
M3 updated, copy scanned toM3,
apolication fee banked and renewal passed
to officer

.59

Camplema sppllcutlin fom received from
acimin - < ke and aposs rafsnced 1o
MLCLE]

st atd ippaimt a Lt foe the
InEgacticn - ugrae and g |rafiartinn

iz

-

Iifonm HernsEe of djgicinted LA Varfiaa)
wilth ey aljestions ratied

[FFL

Chack thal vet hss arrenged Primasy
bifaiastinn fo pramises - propere for
shepaction

Trawel baffroim premises for prinary
livkpaatinn

s

A0

Brirnaiy inspactian undsiighen,

i1

Camplits Inspection fleport and Wit sheets,
scirs sarne bo ML

1.50

et tepuart micaivid, cheched 3ad starmed
o M3

0,30

Wyl acdmim b re-tisi llance:

047

Brocass renewal application lorm - ganerate
hard copy of licence.

.50

15

Generate covering letter ta sent to icensee .
with renewed licence .

025

‘16

Pass covering fetter and hard copy of licenca
to officer for checking and signature

017

Cavarimg lettsp ape hrd copy of lisnce
reaniva - checked, gmad and retusmad ta
adimin bor pintearing amd dlipatch,

s

i2

signed capy of letter and llcence feceivad
frem officer - coples scanned to-M3 and

‘{originals dispatced by post to licensee.

DEE

i9

invoice received from LA appoint vet and
passed to for autheorisation to pay

075

.50

20

Autharisation of vets invoice and return to |
admin for payment and recovery of costs
from Licgnsee.

21

Arrange payment of autharised vef's involce

075

22

Raise invoice against Licensae for vet's
inspection costs

0.50

Payment of invoice receivad from Licensae
and payment processed and reclpt issued.

0.50

24

Condirgsiidy 10 aliow far ndans papments,
ar i ta, cheke U et

D

Annual Welfare inspectian

Chet M3 ho delzomine i pramése-dun
|papection

oim

Chack presnise history/prepars fos
impetion

Trawed iy Froim p

LTS

Undarmke welli inipection

0.5

Coynplite Inspectan shist, san o M3 and
patss bo gdmin

Completed inspection sheat recaived from
officer and data entry onto Ma.

0.17

Annual review/provision of advice and
guldance '

.50

Totals

5.85

8.87

0,50

Costy

{Hourly rate

Cost £

Troining and Equipment Costs

35.00:

Admin

18,80

109,98

Officer

24.07

213.50¢

Manzger

29.87

14.935

Total Annual Cost of Licence

373.42




RIDING ESTABLISHMENT LICENCE - RENEWAL PROCESSES - 30> horses

RN B s R N A o /=

_ ) Admin, | - - lﬂlﬁmr, Manager;
Process Step d Time Timu Tirma
Primary Inspection - R |
Review whe is due for re-licensing, update 0.25
M3 )

Send standard letter for ranewal 0.33
Update officer that renewal sent. Q.10
|primrmied tereusl et il Q14
.50

[

da s s

L

Completed rerewal/applicaton form
rageived along with associated payment - M3
updated, copy scanned to M3, appiication -
fae banked and renewal passed to officar

‘6| Campleted anplleation fonm meceives froim 50
arferan - efckmbanid cross rethrnced to
film /13 =

setect-and sppaing § Lt vt for the: (nepection
- gjires sl Arrange insoectian

0| inform Brenaes af appaimnd L8 Vet fdeal s .
wiith ey obyactions mised )
B{Check that wet hat atrénjed frimary 7S
| petinil A0 premises - prepars fur
Irli'E.ﬂi.n.u

{ Trawed toffre pramtaes fos prirmry oS

'Impul:ﬁurl
33Primary mapsetion undesti=n
12l Complate imspection Rapart apd Wit sheaets,
scam 3a e b AR,
3|t import receiued] etipckud and scanned
te AL
il [ Acittan aidmin b resre Bosnce Q47
5|Pracess renewal application form - generare 030 i
hard copy of llcence. : X i
16|Generate covering letter to sent to licensee .25
with renewed licence :

E| EfE

-

-

- 017
Pass covering fetier and hard copy of lleence
to officer for checking and signature
18| Coupng intterafil hind topy of leence Q.
received - chadked, signad and ranxnnd to:
uddiryip forprocesslig il diipatch

[

19 33
Signed copy of letter and licence received
from officer - copies scanned to M3 and
orlginals dispatced by post to licensee.

20 . 0.75 0.50
Inwoice recelved from LA appoint vet and
passed to managar for authorisation to pay
21|Authorisatlon of vats invoice and return to
admin for ;iayment and recovery of costs
from Licensee,

Arrange payment of authorised vet's invoice 0.75
23{Raise invoice against Licensea for vet's
inspection ¢osts 0.501

_ YPayment of invoice racelved from Licensee
and-payment processed and recipt issued. 0.5¢] -
| E i ondipgeney to allowe for pons payments, o LS
wimrndment, chass up atc

| Annual Welfara inspection

Chech WA to detarming if premise dus il
26} Inspactian

A7 [Check sl history prepare fi nspaction
78| Travel toffrom gramives LTS
| Urulisctabls walfarn inspection a4
0/ i pry et el shask scan to M5 and x50
e b sslinin.
Croympalatad Inspection sheet received from .17
31| cfficer and data entry onta M3.
aihnual review(fprovisian of advice and nsn)

52{§uldanca

|Totals 5.85] - - 10.62] - - 050

Costs Hourly rate Cost £

Training and Equipment Costs 35.00
Admin -~ - 18.80 102.98
Officer ) i 24.07 255.6234]
Manager 22.37 14.935
Total Annual Cost of Licenca ) 418.54

.




200 LICENCE - PROCESSES - INITIAL APPLICATION

A L N o R e e 5

Process Step .

Admin,

‘| Time

Officer, Tima

Time

Manager, |
)

Primary Inspection - Intial Application/Renewai

Completed application form received along with
associated payment - M3 updated, copy scanned to M3,
application fee banked and renewal passed to officer

0.50

]

Completed application farm received from admin -
checked =nd ciods referenced to /M3

050

025

Check publication of intentlon toapply for 3 Too lcence,

Wiites to WG requesting sppoiniment of 200 Inspectars

.50

25}

Wi potification of appointed oo inspectors

010

oh

Check avallability with 200 Inspegtars

0.50

e

Talpet and appaint 2 LA vet for the indpecton - agras
and arrange inspection

LE]

Bl inform licansen of apgointed oo inspectors/disal with
ary objactions msed

;33

-G

\Write (o Inspectors confliming details with details of fst
inspaction, comglaints, stock st snd pre-audit
Inspection

050

10
Arranybe Primany inspaction fo premited - write o
A plicantinspectors Informing of inspaction date

025

11| Trawel toffrom premises for primary inspiction

Q.75

12| Privsny Inspection undertaken.

600

13| Camplete Inspection Repart and Visit sheets, scan same
o M3

14! 0raft Zoo Inepactars repart réceived and circlifated te
other Zoa Inspectars for comment efc.

0.5

15| Final Zoo Inspectars repart necglved, scapred Lo M3 and
copied tollcensse for comment,

050

16| Advise gdmin te grant/iefusal icence:

017

17
Process application form - generate hard copy of licence.

0.50

18| Generate covering letter to applicant

0.25

19|tetter and if applicabte hard copy of licence to officer for
checking and signature

0.17

20| Coverfng |rtter and i applicable lard copy of licence
| racilvind -checkad, signed and returmed to sdmin for
processing and dispatch.

040

21|Signed copy of letter and if applicable licence received
from officer - copies scanned to M3 and originals
dispatced by post to licensee.

0.10

22 o
. |Invoices received from Zoo Inspectors and LA appoint
vet and passed to manager for authorisation to pay

23
Autharisation of vets/inspectors invoices and return to
admin for payment and recovery of costs from Licensee.

0.17

24| Arrange payment of authorised vet's and zoo inspactors
invoices

25|Rajse invoice against Licensee for vet's and zoo
" |inspectors inspection costs

26| Payment of invoice received from Licensee and payment
processed and recipt issued.

30| Contingancy to aflow for none payments, amendments,
chase up afo

0.7

Totals

.77

12.95

0.17

Costs

Hourly rate

Cost £

Admin

-18.80

52.08

Officer

'24.07

HFHHHIN

Manager.

29.87

5.08

{Total Annual Cost of Licence - Year 1

368.86

{Grant of 4 year licenece

1126.48{




ZOO LICENCE - PROCESSES - RENEWAL APPLICATION/YEARS 1

4

Process Step Ti

Admin,

ime

Cleuy, Tims

|Managar,
Time

Primary [nspection - Renswal

Review who s due jor re-licensing, update M3

0.25]

Send standard letter for |

0.33

017

Update admin that renewal sant.

Infarmue runmwal s

&y

m-wlm»—l

Compleled ranewal/appiication frdin receied dlang
with associated payment - M3 updated, sopy scaneed
to M3, application fee banked and renewal pasied o
officei

.50

i

7

|, |himehed ap cnbe vn e o ilafhis

| Wike jo Wi ingiiesting apgnisiment nf Zo0 nspscion

Eompleled appiliation o peceieed T s

(L]

& WiE - melifiatinn of apssinied log
jl.'hm:i:m‘hlﬂlrl: with oo e pwiars
and armnge inspa i
| Indtirer Bemnase ol sppainted ma impscdaniesl with
iy abjecticon vt

Stut il agpu ik a LA st Sar £l dspectivn - agnee

ai

=1 Hlﬁlﬂl

11
nnﬂ&mlmiﬂflhlg et dils

Wille fi dmapacioes conflmming deinds wth datails ol
Iz, bt ladei s, shock At and presaud il
L]

(55

ArTan e Frimary ldpactinn b g e b

AT

Traved i prestibyes for peimuny inaperini

0.7

| Pritmary inspastinn unds<Timn,

L]

Cinimplal e Bapection SEport aml VRl haniy, Ean Sme
e 3.

150

Ot Zon ngpecbor mjort eeeabo] amd dmelied ts
athier B |apectory o correm lc

.51

Al Fimad Lou: |I1'!ill'ﬂ‘ﬂr! et uulnd, scanned o 83 &l

i 11k [leninzze for comeemed.

(]

Ailyien malinilin b e [iEnpog

Brocess renewalfapglication form - generate hard copy
of licenca.

0.50!

Ganarate covering letter to sent ta licensae with
renewed licence

.25

Pass covering letter and hard copy of Hicence to officer

0.17

for checking and signature
Causaing seties snd '|Il|'fm||'|' THllCAnER FECE -

PLECL TN lwlld' and returned nn wcietist dor procussiing

and diy paich

(51

Signed copy ui fetter and figance recaived from affees -
copies scahned to M3 and eriginals dispatced by past to
licensee.

DA

“[25

Invoices received fram Zoo Inspectors and LA appoint
vet and passed te masager for authorisation to pa

0.25

26,

Authorisation of vets/| inspectors invoices and retum to
admin for payment and recovery of costs from Licensee.

017

Asrznge payment of authorised vet's and zoo inspectors
invaices

0.25

Raise invoice against Licensee for vet's and 200
inspectors Inspection costs

0,25

Payment of invoice racaived from Licensee and payment
processed and recipt Issued.

0.25

Coatinenry i allow S il prigmemms, sl e,
i L WbE

[| o]

Annual Welfare Inspection

1

(1t} ke P13 1o chabinibee | g iae e riajpectlan
3 cmmmwﬂhllpmhnmﬂﬂluu

1, T

125

Tunval fefram pramizes

(L

L2

Utk wielldin Inapechion

35| Comple be inagech i dhaot, oo to W7 md pas =

wdimin

ﬁ
(i

o
il

Completed kespection gheet received from oﬂ'cer and
datz entry cnto M3,

0.17

w
bl

|37] Annual review/provision of advice and guidance

0.59

3.11

16.05

.67

Totals .

Costs

Hourly rate

Cost £ : |

Training and Equipment Costs

35.00

Admin

18.80

58.47

Officar

_24.07

Managar .

20.01

‘Total Annyal Cost of Licence - Year 1

29.87

499.30{

Year 1
Year 2
Year3
Year4
Year5
Year 6

499.80
247.87
247.87
499.80
247.87
- 24787

Initfal Licenca Cost - 4 years
Total Licance Cost - § yaars

1495.34
1991.08

Cast per year

373.84
33085



200 LICENCE - PROCESSES - YEARS 2,3,5 & 6

Admin, Officer, Manager,
Process Step Time Time Time
Primary Inspection - Intial Application/Renewal
1{Identify premises for annual inspection 0.10
2|Arrange Primary Inspection to premises - write to
licensae 0.50
3iTravel to/from premises for primary inspection
| 0.75
4|Primary Inspection undertaken. 2.00
5|Complete Inspection Report and Visit sheets, scan same
to M3, 1.508
&|Contingency to allow far none payments, amendments, 0.50
‘chase up etc, 0.50
Annual Welfare Inspection
7|Check M3 to determine if premise due Inspection 0.10
8|Check premise history/prepare for inspection 0.25
8{Travel to/from premises 0.75
10|Undertake welfare inspection 0.50
11|Complete inspection sheet, scan to M3 and pass to
adimin 0.50
12| chasa/receive annual stock list and check same. 0.25
13|Completed inspection sheet received from officer and
data entry onto M3. W 0.17
14| Annual review/provision of advice and guidance 0.50
Totals 0.67| 7.7 0.50|
Costs ‘ Hourly rate |Cost £
Training and Equipment Costs C 35.00
1Admin 18.80 12.60
Officer 24.07 185.34
Manager 29.87 14.94
Total Annual Cost of Licence - Years 2,3,5 &6 ’ 247.87




Licensing Advisory Inspection - Processes

- |Admin, Officer, Manager,
Process Step Time Time Time
- 1|Request for advisary inspection received .10
2(Send letter to requestee advising of cost of 0.25
requested inspection.
3 0.25
Signed acceptance of charges received from
requestee with associated payment. Passed
to admin to process and copy scanned to M3
4| Payment received and processed 0.25
5| Travel ta/fram premises 0.75
6|Undertake welfare inspection 2.00
7| Complete inspection sheet, scan to M3 and 0.50
pass to admin
8|Completed inspection sheet received from 0.17
officer and data entry onto M3.
Totals 0.42 "~ 3.85
Costs Hourly rate |[Cost £
Admin 18.80 7.90
Officer 24.07 92.67
Managér 29.87 0
_ [Total Cost  100.57




