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Online Property Licensing Application Portal 

User Guide 
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The Metastreet portal allows you to apply for a selective, additional or mandatory 
licence, vary an existing HMO licence, request the termination of an existing licence 
and make payments towards licence fees. This guide focuses on how to apply for a 
licence. 
 
To get started, you will need your email address and personal details to register with 
the Metastreet portal. 
 
Once registered, you can submit applications for multiple properties using the same 
account. You do not need to register separately for each property, and all your 
applications will be held in one central location. 
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Once logged in to the portal, you will see this page.  

 

Select Apply for a new property licence to apply for a mandatory, selective or 
additional licence. The initial questions are the same for all three licence types. 
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Read the information, then select Apply for a new licence to continue. If you are 
unsure which licence to apply for, follow the link to the licensing guidance. 
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Enter the property postcode for the address you wish to licence. 
 

After entering the postcode, select the correct property address from the drop-down 
list. If the address is not listed, select I can’t find the address in the list to enter it 
manually. 
 
Note: Entering an address manually creates a ticket for the Metastreet team. The 
team must add the address before you can continue with your application. 
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You will be required to select your interest in the property for which you are applying 
for a licence. 
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Note: The portal will populate the name of the person registered on the portal. 
 

 

Note: If you are applying as an individual, enter your registered home address. If 
you are applying as a business, enter the business’s registered address as 
recorded at Companies House. 
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Note: For question 6, the email address will automatically populate with the email 
address used to register on the portal.
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You will then be brought to the screen shown, where you must complete each 
section. 

 

 

 

Note: All of the actions required above are the same for Mandatory, Additional 
and Selective Licensing. Further on in the application process, you will be able 
to select the type of licence for which you are applying. 
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Interested parties: Here you will need to add each person or organisation that holds 
a legal interest in the property. If, at the start of the application, you entered yourself 
as one of the interested parties—for example, freeholder, leaseholder, managing 
agent or mortgage provider—the portal will populate this first. You must include all 
parties who have a legal interest in the property. If you do not select one of the 
sections shown, you will be required to confirm in the next section that there is no 
interest from that party before moving on. Once all interested parties are added, you 
will be required to confirm that the summary page information is correct before 
proceeding to the next stage. 
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Depending on the interested parties entered in the previous section, the portal will 
generate a list from which you should select the proposed licence holder. If the 
proposed licence holder is an individual, that person’s date of birth will be 
required. This is not required if the proposed licence holder is an organisation. 
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Fit and proper persons test: You will need to answer questions 1–9 accordingly. 
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At the end of the series of questions, you will be required to check the summary 
page and confirm that the answers are correct before you can progress further. 
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Note: If yes is selected at this point, you will be asked to upload evidence of 
the accreditation later in the application process with the other property 
certificates. The fee will be reduced once the 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 be required to check the summary 
page and confirm that the answers are correct before you can progress further. 
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Section 2: Prepare application 
At this point, you will be asked which licence you are applying for. 
 
In this section, the example completes an application for Selective Licensing. The 
option you select will determine which questions are asked from this point onwards. 
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You then need to add each bedroom, living room, communal space, kitchen and 
bathroom according to the layout of the property. 
 
In the example shown, a bedroom has been added. 

 

Example of how to label the rooms. 
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Describe the rooms of the property to be licensed 

 

 

 
 
Health and Safety 
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You then need to add each bedroom, living room/communal space/kitchen/bathroom 
according to the layout of the property 
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At the end of this series of questions, you will be asked to confirm that all rooms 
have been added before moving on to 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. 
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