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This basic guide should enable you to make an application for either a Selective/Additional 
or mandatory license, vary a current HMO licence or apply to terminate a current license. 
You will also be able to make payments towards licenses, however this guide will only cover 
the aspect of applying for a license.  

To apply please visit this link: 
https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-
am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx  

Click the green box ‘Apply now’ button and this will take you to the Metastreet application 
portal.   

At this initial stage you will need your email address and personal information and register 
with the metastreet portal. 

Once registerred you can submit multiple applications from the same portal and do not need 
to register multiple times for each property.  All your applications made will be covererd in 
the centralised location. 

 

 

 

 

 

 

 

 

 

https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx
https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx
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Once logged in to the portal you will see this page: 

 

 

 

Selecting ‘Apply for a new property licence’ will allow you apply for either a Mandatory 
License, Selective License or Additional License’  The initial questions that are asked are the 
same for all three license applications.  

 

Read the text and once done select ‘apply for a new license’ If you are unsure on what 
license you should be applying for there is a link which you can click which will lead you to a 
help page (shown by blue arrow at the bottom of the page) 
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Now enter the property postcode of the address you wish to license 

 

 

Once the post code for the address to be licensed has been entered it will give you a list of 
the properties to select from the drop down list. You can then select the appropriate address 
from the list. If the address is not available you are able to enter this manually by selecting ‘ I 
can’t find the address in the list’.  

Note: This will then create a ticket which will be sent to the metastreet team who will then 
need to create this address before you can proceed past this stage.   
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 You will be required to select your interest in the property you are applying to license  
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Note: It will populate the name of the person of whom is registered on the portal.  

 

 

 

Note: If applying as an individual you will need to input your registered home address, if 
applying as a business you will need to enter the address registered on companies’ house. 
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Note: Question 6, the email address will automatically populate the registered email 
address used to register on the portal. 
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You will then be brought to this screen below where you must complete each section.  

 

 

Note: All of the actions required above are the same for all types of licenses and this 
includes Mandatory, Additional and Selective Licensing but further on in the 
application process you will be able to select what type of license you are applying 
for.  
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Interested parties: Here you will need to add each person/organisation that holds a 
legal interest in the property.  If at the start of the application you have input yourself 
as one of the interested parties i.e.  Freeholder, Leaseholder, Managing Agent or 
Mortgage provider it will populate this first. You must include all parties of whom have 
a legal interest in the property. If you do not select one of the sections below, you will 
be required to tick to confirm there is no interest from this party in the next section 
before moving on.  Once all interested parties are added you will be required to 
confirm the summary page information is correct before moving onto the next stage. 
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Depending what interested parties are input in the previous section, this will generate 
a list of these parties in which you should select who the proposed license holder 
should be. If it is an individual, details of that person’s date of birth will be required, 
but this is not required if it is an organisation.  
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Fit and proper persons test: You will need to answer the questions 1-9 accordingly. 
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Note: if yes is selected at this point, we will ask for evidence of the accreditation to be 
uploaded at a later stage of the application process with all the other property 
certificates. The Fee will be reduced once accreditation has been verified by an officer 
at the processing stage.  
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At the end of the series of questions, you will then be required to check the summary 
page and confirm the answered questions are correct before you are able to progress 
further. 
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Section 2: Prepare application 

 
At this point you will then be asked what license you are applying for. 

In this section we are completing an application for Selective Licensing but 
depending on what you select will determine what type of questions are asked going 
forward. 
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At the end of this series of questions you will be asked to confirm the summary of 
answered questions.  Once confirmed you can move onto the next stage. 
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Describe the rooms of the property to be licensed

 

 
 

https://luton.metastreet.co.uk/client/licence-application/room/LTN-251744540385/list?_t=17101230.5adb6c9b79776712edc9f6c5929c370162cffdfd
https://luton.metastreet.co.uk/client/licence-application/room/LTN-251744540385/list?_t=17101230.5adb6c9b79776712edc9f6c5929c370162cffdfd
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You then need to add each bedroom, living room/communal space/kitchen/bathroom 
according the layout of the property.  

 

 

 

 

 

 

 

 

 

 

 

 

On the example used below a bedroom has been added: 
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(Example on how to label the rooms) 
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After each room has been added you will then be required to confirm the summary 
page. 

 

Health and Safety: 
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At the end of this series of questions you will be asked to confirm the summary 
before moving onto the next stage. 
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Notes on uploading documents: 

At this next stage you are required to upload all the documents that relate to the 
property. You need to ensure that all the certificates that are provided are valid and in 
date. Any applications received that show certificates at the time of submission 
having expired will be rejected.  

Please note that if applying for a Selective license you will not be required to upload 
the documents which have the (HMO) label in brackets.  For Mandatory and Additional 
licensing you are required to provide all the information in the list below (Emergency 
lighting is only required on 3 storeys and above) 

You must also upload the fire safety checklist which can be obtained from our 
website. The document can be found on this link below labelled ‘Fire Safety in HMO’s: 

https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pa
ges/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx  

If any documents are not uploaded you will be required to confirm that the document 
is not required.  For example properties which do not have a gas supply would not 
have a gas certificate and therefore you would not be required to upload this. 

 

 

 

https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx
https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx
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After the documents have been uploaded you will then be required to move onto the 
final stage of the declaration and paying the fee. 
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Payment: Please note that for Selective and Additional Licensing the payment fee is 
taken in one flat fee during the early period.   

For HMO Mandatory licensing the fee is split into a Part A fee and Part B Fee. The Part 
A fee is the non refundable administrastion fee and is taken at the initial application 
stage and once the application is assessed the part b fee will be taken. If the 
application is rejected the part A fee will not be refunded but we will not collect the 
part B fee.  

For applicants who are applying for an accreditation or  EPC reduction ( only 1 
reduction applicable per application) the fee will be reduced once the acceditation has 
been reviewed by the officer. Please note this only applies to Mandatory licensing and 
not Selective or Additional Licensing.  

Our fees can be found on our website labelled ‘Find out about our licensing fees’ 

The link : 
https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pa
ges/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx  

 

For applicants who are making several applications we can issue you with a bypass 
code to enable you to make a bulk payment towards multiple applications.  

Please contact us on 01582 547222 or email PSHEnforcement@luton.gov.uk.  

 

 

https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx
https://m.luton.gov.uk/Page/Show/Housing/Other%20housing%20information/hmo/Pages/I-am-a-Landlord-what-should-I-know-about-Houses-in-Multiple-Occupation.aspx
mailto:PSHEnforcement@luton.gov.uk
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