
FIRST APPLICATION
HACKNEY CARRIAGE/PRIVATE HIRE DRIVERS LICENCE

Before you fill in this form please read the notes on page 5. They will help you answer the questions
on this form. PLEASE WRITE IN CAPITAL LETTERS.   PLEASE ✓ YES/NO BOXES.

1. Type of Licence Required

Hackney Carriage Private Hire Dual Licence  ❑ Private Hire  ❑

2. About you

Surname  ___________________________________________________________________________________ Mr / Mrs / Miss / Ms

First names  _________________________________________________________________________________

Date of birth  ________ / ________ / ________ Age  ________

Address  __________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

Postcode  __________________________________________ Tel.  ________________________________________________________

Email  ______________________________________________

Your DVLA driver licence Number __________________ / __________________ / __________________ Issue No. __________________

Length of time you have held a Full Driving Licence:  ___________yrs        ___________mths (minimum 3 years)

Birth Certificate or passport Number: B.C:  ___________________            P:  ___________________

National Insurance number _________________________________________________________
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(Delete as appropriate)

Office Use Only

Checked  DVLA Driving Licence  /  Mandate  /  DBS  /  Photo  /  Med  /  E.M. Form  /  Authorisation to Work  /  Language Skills

DSA Date ____________ DBS Date ____________ REF 1 Date ____________ REF 2 Date ____________ BTEC Date ____________

Language Certificate ____________ 

Licence   fee £ ___________________________ /   DBS fee £ ___________________________ 

Licence No. Issued   PH/HC ___________________________________________________________________________________________

Date Application Received _____________________      By Person      Officer ___________________________________________________

Licence issued on ___________________________ /   Valid From _________________________   Until _____________________________

Reference 20__ / _____ / HCFA
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Criminal Convictions/Cautions

Please give details of all Criminal Convictions/Cautions (if none write none)

Date of Conviction Court Offence Penalty

3. Declarations

WARNING It is an offence knowingly or recklessly to make a false statement or to omit any material particular:
DISCLOSURE AND BARRING (DBS) Brighton and Hove City Council complies with the DBS Code of Practice. Available
on request.
Give details of all Convictions (whether or not spent), Cautions, Conditional Cautions, Community Resolutions,
Anti Social Behaviour Orders, Criminal Behaviour Orders, County Court and High Court Injunctions, including Injunctions
to prevent nuisance and annoyance or Fixed Penalty Notices (personally or business related) recorded against you and
any Pending Proceedings. 
Note: Failing to disclose cautions / convictions or any of the above will be regarded as a serious breach of the terms of
the licence and action will normally take place. An applicant’s failure to disclose any of the above will be taken into
consideration when assessing their propriety to become a licenced driver. See guidance on page 5.

Conditional Cautions, Community Resolutions, Anti Social Behaviour Orders, Criminal Behaviour 
Orders, County Court and High Court Injunctions, including Injunctions to prevent nuisance and
annoyance or Fixed Penalty Notices (personally or business related)

Please give details of all as above (if none write none)

Date Court Type of Record Penalty / Action

Pending Court/Criminal Proceedings

Please give details of all Pending Proceedings (if none write none)

Date of Conviction Court Offence Penalty

Motoring Convictions

Please give details of all Motoring Convictions accrued in last 4 years (if none write none)

Date of Conviction Court Offence Penalty



4. Your Health

Have you visited your GP or a medical consultant within the last twelve months for any reason?     YES   ❑ NO   ❑

If YES, give details:  __________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

Are you receiving any medical treatment or taking any medication?     YES   ❑ NO   ❑

If YES, give details:  __________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

5. Other Information

Is there any other material information or fact not disclosed on this form that you consider may adversely affect your application and

which the council may need to consider before deciding whether to grant you a licence?     YES   ❑ NO   ❑

If YES, give details:  __________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________

6. References

Give details of two householders not related to you who have known you for at least two years and who have agreed to give you a
character reference in support of this application:

(a)   Mr. / Mrs. / Miss. / Ms.  __________________________________________________________________________________________

Address  _______________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

(b)   Mr. / Mrs. / Miss. / Ms.  __________________________________________________________________________________________

Address  _______________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________
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7. Licences

Do you hold or have you ever held a licence to drive a Hackney Carriage or Private Hire Vehicle issued by this or any other 
Council?

YES   ❑ NO   ❑

If YES, give details:  _________________________________________________________________________________________________

___________________________________________________________________________________________________________________

Hackney Carriage driver’s badge number  ___________________   Expiry Date  _________ / _________ / _________

Private Hire driver’s badge number         ___________________   Expiry Date  _________ / _________ / _________

Name of Council _________________________________________

Have you had any Hackney Carriage Driver or Private Hire Licence suspended or revoked?      YES   ❑ NO   ❑

If yes please specify:  ________________________________________________________________________________________________

___________________________________________________________________________________________________________________

8. Employment/Education

All applicants must have an adequate knowledge of both written and spoken English and must show proof of competency by means

of relevant certificate/qualification at the time of submitting application. For example GCSE English Examination Certificate or a ESOL

English:Entry Level 2 Certificate from a Language School etc. If officers are not satisfied with the standard of spoken or written English

language a further certificate of competency from an English Language School before an application will be considered further.

GCSE English Examination Certificate(s) YES   ❑ NO   ❑

ESOL English: Entry Level 2 Certificate(s) YES   ❑ NO   ❑

Are you currently employed?   YES   ❑ NO   ❑

If YES, please give name and address of employer:  _____________________________________________________________________

___________________________________________________________________________________________________________________

Are you currently at school, college or university?   YES   ❑ NO   ❑

If YES, please give details: ___________________________________________________________________________________________

___________________________________________________________________________________________________________________

9. Authorisation to Work in the UK & Points-Based System

To comply with ss15 – 25 of the Immigration, Asylum and Nationality Act 2006 as amended we are required to check your eligibility

to live and work in the UK. This applies to all applicants including EEA members who have the right to work.

Please confirm that you are able to live and work in the UK and you will provide this evidence. YES   ❑ NO   ❑

Are you an EEA National? YES   ❑ NO   ❑

Evidence of eligibility to live and work in the UK provided. YES   ❑ NO   ❑

All applicants must be able to provide a full 5 years UK address history for their Disclosure and Barring Check (DBS). Applicants

who have resided outside the UK for all or any part of the 5 years, prior to the date of application will be required to submit official

written confirmation of their good character, from the country(s) in which they have lived during that 5 year period. This information

will need to be translated into English if necessary and verified as accurate and reliable by the country(s) corresponding Embassy(s)

in London.

5 year UK address history provided. YES   ❑ NO   ❑
Please see attached list for documentary evidence.
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Some notes to help you fill in this form

FIRST TIME APPLICATION

1. If you want to drive a Hackney Carriage or Private Hire Vehicle, either full or part time you need a Hackney Carriage Private 
Hire Dual Licence or a Private Hire Driver Licence.

2. To apply for a licence you need to:

★ have held a full UK or EU driving licence for at least 3 years;

★ be medically fit;

★ be of good character;

★ have a good working knowledge of the roads and routes in Brighton & Hove;

★ apply to the Disclosure & Barring Service (DBS) for a Police Disclosure.

★ provide a full 5 years UK address history for their Disclosure and Barring Check (DBS). Applicants who have resided outside the
UK for all or any part of the 5 years, prior to the date of application will be required to submit official written cionfirmation of their
good characer, from the country(s) in which they have lived during that 5 year period. This information will need to be translated
into English if necessary and verified as accurate and reliable by the country(s) corresponding Embassy(s) in London.

★ pass the Driving Standards Agency (DSA) Hackney Carriage and Private Hire Assessment Test

★ pass the Level 2 BTEC award in Introduction to the role of the Professional Taxi & Private Hire Driver.

★ prove you meet the required level of literacy eg. GCSE English Examination Certificate or ESOL English: Entry Level 2 Certificate

3. To help us decide if you meet the above requirements we need to know:

★ all your names, (please give first middle and last names) and we also need to see your birth certificate or passport;

★ two people who can give references about you. We can normally only accept references from people who have known you for
at least two years, live in the Brighton & Hove area and who are not closely related to you;

★ if you have any motoring convictions (i.e. speeding) or other convictions/cautions (i.e. theft, assault etc.). If you don’t have any
convictions/cautions write none on the form provided. All convictions/cautions must be declared.

★ failure to disclose convictions and cautions could in itself amount to criminal offence and could lead to the revocation or suspension
of your licence.

★ if you have any Criminal Behaviour Orders, County Court and High Court Injunctions, Fixed Penalty Notices recorded against
you and any pending proceedings.

★ your medical history and current state of health. To help us decide if you are medically fit to drive a Hackney Carriage or Private
Hire vehicle we need your own doctor to fill in a medical questionnaire.

4. We need four recent colour passport sized photographs for your driver identity badge.

5. And finally, if your application is satisfactory and you pass your ‘knowledge’ and driving test we will issue you with a licence. 
If your application is refused for any reason you have the right to appeal to a magistrates court.
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10. Your Declaration, All applicants - read this section and sign the declaration below

“The information you have provided will be used for the purposes of licensing hackney carriage/private hire drivers, 
but it may be used for other Council purposes where this is permitted by law. The Council is registered under the Data
Protection Act 1998 for these purposes. This Authority is under a duty to protect the public funds it administers. We 
may check information that you provide, or information provided by a third party, with other information we hold, such as
Council Tax and Housing Benefit, to check the accuracy of information; to prevent or detect crime; and to protect public
funds in other ways as permitted by law. We may also share this information with other public bodies administering
public funds for these purposes, the Police, Revenue and Customs, UK Border Agency, Department for Work and
Pensions (DWP). These may also include other government departments and other local authorities. We will not disclose
information about you to anyone, unless the law permits us to. The Council is the Data Controller for the purposes of the
Data Protection Act 1998. If you want to know more about the information we have about you, or the way we use your
information, please write to the Council’s Data Protection Officer, King’s House, Grand Avenue, Hove”
I hereby consent to the use of such material for such purposes.

Declaration Please issue me with the licence I have applied for on this form.  I declare that to the best of my 
knowledge and belief the statements made on this form are true and correct and that no material particular has been
omitted.  I hereby consent to the Medical Adviser to the Licensing Authority receiving reports from my doctors and 
specialists about my medical condition.

Signed  ___________________________________________________  Date  _________ / _________ / _________

WARNING: You will be liable to prosecution if you knowingly give false information in order to obtain a Licence.

If you require any help filling in this form please telephone (01273) 294429
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GUIDELINES RELATING TO THE RELEVANCE OF CAUTIONS AND CONVICTIONS,
CRIMINAL BEHAVIORAL ORDERS, INJUNCTIONS TO PREVENT NUISANCE AND

ANNOYANCE, COUNTY COURT AND HIGH COURT JUDGMENTS AND FIXED
PENALTY NOTICES WHEN DETERMINING APPLICATIONS FOR HACKNEY

CARRIAGE AND PRIVATE HIRE LICENCES.

The council is empowered in law to check for the existence and content of any criminal record held in respect of an applicant for a
hackney carriage or private hire vehicle, driver or operator licence so when submitting an application for such a licence an
applicant is required to declare all convictions (whether or not spent), Cautions, Conditional Cautions, Community Resolutions,
Criminal Behaviour Orders, County Court and High Court Injunctions, including Injunctions to prevent nuisance and annoyance or
Fixed Penalty Notices (personally or business related), they have recorded against them, and any pending proceedings.

Note: Failing to disclose cautions / convictions or any of the above will be regarded as a serious breach of the terms of the license
and action will normally take place. An applicant's failure to disclose any of the above will be taken into consideration when
assessing their propriety to become a licensed driver.

As the idea of what “Fit and Proper” means, has not been defined, it will be at the officers discretion to decide what is relevant
information and from what source it can be obtained. To be relevant, evidence has to be more than mere suspicion or innuendo.
Public protection is an important function and as such all information that may mean that a person or persons are not fit and
proper will be considered. 

Where there are aggravating factors such as hate crime (homophobia; racism and so on), this will be taken into account. 

In making its decision the council will consider the nature of the information, its own guidelines on the relevance of Cautions,
Convictions, Conditional Cautions, Community Resolutions Anti-Social Behaviour Orders, Criminal Behaviour Orders, Injunctions to
prevent nuisance and annoyance, County Court and High Court Judgments and Fixed Penalty Notices (personally or business
related), in the licensing process and any other factors which may be relevant. These guidelines will also be taken into account in
relation to renewal applications, and decisions to suspend, revoke or not to renew a licence. 

• Each case will be decided on its own merits with the overriding objective of protecting the public.

• A person with a conviction for a crime need not be permanently barred from obtaining a licence but should be expected to
remain free of any conviction for, at least 3 to 5 years, before any application is entertained. The nature of the offence will be taken
in to account when deciding on the period that they should be offence free.  However, persons with convictions for sexual offences
of any nature or any offences related to children, vulnerable adults or other serious crime will not normally be issued with a licence.
Persons subject to pending proceedings for such offences will be properly investigated and if appropriate will have any licence
suspended pending the outcome of the hearing of the case at court. If they are subsequently convicted then the matter will be
reviewed again. 

• Some discretion may be appropriate if the serious offence is historic, isolated and there are exceptional mitigating
circumstances. However, as stated above, the overriding consideration must be the protection of the public.

• Hackney carriage and private hire drivers are classed as 'regulated occupations' by the Rehabilitation of Offenders Act 1974
(exemption order as amended) which means that the Rehabilitation of Offenders Act 1974 does not apply to them (and thus their
convictions are never spent). Furthermore, in respect of applications or renewals for Hackney Carriage Proprietor or Private Hire
Operators Licences, the Council as a judicial authority under the Rehabilitation of Offenders Act 1974 may take into account spent
convictions involving serious offences, (e.g. Death by Dangerous Driving, Drug Offences, Offences of Violence, Sexual offences,
Dishonesty Offences or offences of an habitual nature). 

• Cautions require an admission of guilt and are never spent. The Council must therefore treat a caution as an admission of guilt
and cannot be required to go behind the decision of the police or enforcing body. The age and gravity of the offence for which the
caution has been accepted be taken into account as for convictions.

• Fixed penalty notices and Community Resolutions are now used in relation to a range of offences and they will be taken into
consideration depending upon their number, the nature of the offence and all the circumstances including the applicant's lack of
compliance.

• Civil actions including injunctions are also a relevant factor where it has an impact on the driver being fit and proper. These will
be assessed on a case by case basis.
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Note: Suspension and Revocation 

The authority has the power to use its discretion to suspend or revoke or refuse to renew a drivers' licence depending on the
seriousness of any established misbehaviour. Since the 2012 case of Singh v Cardiff City Council it has been ruled that an
Authority cannot impose an interim suspension so the decision to suspend, revoke or refuse to renew must be a final one made
after a considered determination of all the facts in a particular case. This will include the driver having an opportunity to put their
case in person to an officer in the spirit of natural justice.

Fresh case law and or government guidance may change this position.

Immediate Suspension

The Council in determining its powers of immediate suspension or immediate revocation, will consider each case according to its
merits. Where, after investigation, it is satisfied that the interests of public safety require such a course of action or an offence is
committed of such a serious nature as to warrant such action, the decision will normally be to suspend or revoke with immediate
effect. For the purpose of these guidelines, cautions will be treated as convictions.

Police Bail

Hackney Carriage and Private Hire Drivers are expected to adhere to this Policy's definition of “fit & proper” person. A person who
already holds a licence with the Authority, if arrested for an alleged offence, and subsequently released by the Police on Bail,
depending upon the nature of the alleged offence, can expect action to be a possibility.  Where Suspension is put in place,
normally the suspension shall remain in force until (the licence expires or) such time as the case is resolved by either the Police or
by the Courts. The matter will then be reviewed.

Police Recommendation

Hackney Carriage and Private Hire drivers maintain close contact with the public, often carrying unaccompanied and vulnerable
passengers, and are therefore expected to adhere to this Policy's definition of a “fit and proper” person. Any person, who in the
view of the Police Officer represents a threat to the safety and well-being of the public, should expect action by the Director of
Public Health. Any suspension shall remain in force until (the licence expires or) such time as the case is resolved by either the
Police or by the Courts

Offences or allegations involving an element of sexual exploitation or violence against children or
vulnerable persons

Except in the most exceptional of cases an existing driver or applicant that is charged, cautioned or convicted of offences that fall
into the above category will have his/her licence suspended, revoked, refused or not renewed.

Child Protection and Safeguarding

When considering whether an applicant or driver is fit and proper and moreover what risk the driver presents to others, the
authority will take into consideration all information that represents more than gossip, speculation and unsubstantiated innuendo.

In making its enquiries the authority will rely on all relevant information provided by other departments of the council. This will
include information provided by Children's Services and the Local Authority Designated Officer (LADO) responsible for child
protection. Issues raised on any DBS check will also be pursued and may be relevant evidence even where no charge follows.
Enquiries will be made of the Police.

Where the authority has reasonable cause for concern based on the information from these and other relevant sources it will act
appropriately to safeguard children and young persons. As the prevention of child sexual abuse is such an important issue, there
will be a presumption in favour of protective measures. This also extends to other vulnerable groups who may be at risk of
exploitation such as vulnerable adults. This may mean that based on this information an applicant will not be allowed to proceed or
an existing driver may have his/her licence suspended, revoked or not renewed.

Drugs

An applicant or existing driver with a caution / conviction for a drug related offence should normally be required to show a period
of at least three years free of any caution / convictions before any application is entertained or a minimum of three years after
detoxification treatment if applicant was drug dependent. Where there is evidence of prohibited drug use the applicant or existing
driver will be expected to produce medical evidence to confirm to the Council's satisfaction that they are free of illegal substances.
The Council reserves the option to seek its own expert medical evidence where necessary.  

Violence

As hackney carriage and private hire drivers maintain close contact with the public, a grave view will be taken with applicants who
have cautions / convictions for grievous bodily harm, wounding, assault causing ABH, assault PC or common assault. Dependent
on the nature of the assault a minimum of three years free of cautions / convictions should be shown before an application is
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entertained and even then a strict warning will be administered. An existing licence holder could expect his licence to be suspended
or revoked if convicted of these offences. The same applies where evidence of violent behaviour has been adduced before the civil
courts.

Criminal Damage

As this offence covers a wide range of behaviours each case will be judged on its own merits. A serious view will be taken if the
offence involves deliberate fire setting, the offence was committed in a group, the damage caused was of high value or the offence
had a clear racial/ religious or homophobic motivation. An applicant with this type of more serious conviction/caution should normally
be required to show a period of at least three years free of any caution / convictions before any application is entertained. Existing
drivers convicted or cautioned for these types of serious criminal damage offences could normally expect to have their licence
revoked.

Dishonesty

Licence holders are expected to be person of trust. The widespread practice of deliveries for companies, taking children to school
and families on holiday shows this trust. It is easy for dishonest drivers to defraud foreign visitors when giving change, or other
customers by taking them by other than the shortest route. Lost property can be kept by unscrupulous drivers. For these reasons a
serious view will be taken of any cautions / convictions involving dishonesty. In general, a period of at least three years free of any
cautions / convictions will be required before entertaining an application for a hackney carriage or private hire drivers licence by the
Council. Any existing driver convicted of offences involving dishonesty may expect any licence held to be suspended or revoked and
a possible ban on holding a hackney carriage or private hire driver's licence for three year period at minimum after conviction. The
same applies where evidence of dishonest behaviour is adduced before the civil courts.

Discrimination / Hate Offences

An applicant with a caution / conviction or legal findings against them in the civil courts for a discrimination related offence should be
required to show a period of at least three years free of any caution / convictions before any application is entertained.  

Minor Road Traffic Offences

Isolated convictions or fixed penalty notices for minor traffic offences should not prevent a person from proceeding with an
application. Any new applicant must have held a full drivers licence as issued by DVLA for a period of twelve months without any
period of suspension during those twelve months. Licence holders convicted during the period of licence of such an offence may be
warned as to future conduct, and that any disqualification from holding a full DVLA licence will lead to revocation of any hackney
carriage or private hire licence held with the Council.

Major Road Traffic Offences

Where there is an isolated historic conviction for reckless driving, dangerous driving or driving without due care and attention and
similar offences, these will merit for new applicants at least a warning as to future driving and advice on the standards expected of
hackney carriage and private hire drivers. However, for applicants with more serious offences such as convictions for causing death
by dangerous/careless driving a licence will not normally be granted.  Existing drivers can expect their licence to be revoked and no
further application will normally be considered until a period of at least three years free from convictions has elapsed.

Drunkenness

• With a motor vehicle.
A serious view will be taken of cautions / convictions for driving or being in charge of a vehicle whilst under the influence of drink or
failing to provide an evidential specimen. An isolated and historic incident will not necessarily debar an applicant provided they have
been at least three years free of cautions / convictions after the restoration of their full DVLA licence but strict warnings will be given
as to future behaviour. More than one caution / conviction for these offences will raise grave doubts as to an applicant's fitness to
hold a hackney carriage or private hire drivers' licence. At least one year should elapse (after the restoration of the full DVLA driving
licence), before an applicant is considered for a hackney carriage or private hire driver's licence. If the applicant is found to be alcohol
dependent a minimum period of five years should elapse after treatment is completed before a licence application is considered.

• A driver found guilty of driving passengers for hire and reward whilst under the influence of alcohol will normally have his hackney
carriage or private hire drivers licence revoked immediately and be banned from holding a hackney carriage or private hire drivers
licence with the Council for a minimum period of three years after the restoration of their full DVLA licence.

• Drunk but not in a motor vehicle.
An isolated caution / conviction for drunkenness need not debar an applicant from obtaining a licence, however, a number of
cautions / convictions for drunkenness could indicate alcohol dependency necessitating a medical examination.



Insurance Offences

• With a motor vehicle.
A serious view will be taken of any caution / convictions of driving or being in charge of a vehicle without insurance. An isolated
incident in the past will not necessarily debar an applicant provided he has been three years free of any caution / conviction, but
strict warning will be given as to future behaviour. More than one caution / conviction for these offences will raise grave doubts as to
an applicant's fitness to hold a hackney carriage or private hire licence. 

• A driver found guilty of driving passengers for hire and reward whilst without insurance will normally have his hackney carriage or
private hire driver's licence revoked immediately and be banned from holding a hackney carriage or private hire driver's licence with
the Council for a minimum of five years.

• Any applicant with three insurance offences or more will not normally be considered fit and proper to hold a hackney carriage or
private hire licence with the Council.

Breaches of Licensing Conditions, other Local Authority Offences and Fire Authority Offences 

Isolated convictions / cautions for breach of licensing conditions or other local authority offences should not prevent a person from
proceeding with an application but these offences may be considered when determining if an applicant should be granted a licence.
Licence holders committing offences during the period of licence may be warned as to future conduct and may lead to revocation of
any hackney carriage or private hire licence held with the Council.  

Criminal Behaviour Orders / Injunctions or any other order under the Anti-Social Behaviour and Policing Act
2014  

Criminal Behaviour Orders / Injunctions to prevent nuisance and annoyance during their current term or within three years of their
final date should not prevent any person from proceeding with an application, but it will be considered, taking into account all the
circumstances, and severity of the behaviour, when determining if an applicant should be granted a licence. 

County/High Court Injunctions

Any Court injunction and / or order relating to anti-social behaviour especially those for harassment or violence (including domestic
violence) within the last three years should not prevent any applicant from proceeding with an application, but will be considered
when determining if an applicant should be granted a licence, taking into consideration the nature and severity of the behaviour and
all relevant circumstances.

Scanners

Anyone convicted of the use of a radio scanner will normally be banned from holding any licence for a minimum of a five-year period.

Notes

Any information disclosed to the Council will be kept in strict confidence and will only be taken into account in relation to the
application and will be retained no longer than necessary. It is an offence for any person knowingly or recklessly to make a false
statement or to omit any material particular in giving information required by the application for a licence, punishable by up to seven
years imprisonment upon conviction. 

Under the Immigration, Asylum and Nationality Act 2006, all employers have a responsibility to prevent illegal working in the United
Kingdom (UK). Under sections 15-25 of the Act employers are required to make document checks on every person they intend to
employ. It is a criminal offence to employ someone who has no right to work in the UK. The Act gives a statutory defence against
prosecution to employers where they can show they have checked and copied certain original documents. Employers are also
obliged to ensure that recruitment practices do not discriminate against individuals on racial grounds.
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Under the Immigration, Asylum and Nationality Act 2006, all employers have a responsibility to prevent illegal working in the United
Kingdom (UK). Under sections 15-25 of the Act employers are required to make document checks on every person they intend to
employ. It is a criminal offence to employ someone who has no right to work in the UK. The Act gives a statutory defence against
prosecution to employers where they can show they have checked and copied certain original documents. Employers are also
obliged to ensure that recruitment practices do not discriminate against individuals on racial grounds.

Countries Which are Part of the EEA

3.1
Nationals of countries in the European Economic Area (EEA) and Switzerland can live and work in the UK without needing to apply
under the UK's points-based system. Nationals of the following countries can work here without any restrictions:

Austria
Belgium
Bulgaria
Cyprus
Czech Republic
Denmark
Estonia
Finland
France
Germany

However, we must not employ any individual on the basis of his or her claim to be a national from an EEA country or Switzerland and
documentation which must be requested to prove the right to work in the UK

Appendix A: List of acceptable documents

List A
Validity of passports and travel documents
You should, where possible, check current passports or travel documents which have not expired. However, if a person does not
have one then you can accept evidence of their right to remain and work in the UK in an expired passport or travel document. It is
crucial that you check that the stamp or endorsement in the document continues to allow the person to work by virtue of their status
(i.e. their stay is indefinite) or the date of the end of their permitted stay has not expired.
If you have to rely solely on an expired passport or travel document to show you that a person has the right to remain and work in
the UK, then you must take particular care when examining photographs and comparing these with the current appearance of the
person presenting them. Also, you should note the date of birth on the expired document and satisfy yourself that this is consistent
with the current appearance of the holder.
You should note however that there are two instances when this does not apply. A Certificate of Entitlement to the Right of
Abode must be endorsed in a valid passport and a Biometric Residence Permit must not have expired to be considered
acceptable as evidence of right to work.

1. A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of
the United Kingdom and Colonies having the right of abode in the United Kingdom.
2. A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a
national of the European Economic Area or Switzerland.
3. A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office,
the Border and Immigration Agency or the UK Border Agency to a national of a European Economic Area country or Switzerland.
4. A permanent residence card issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the
family member of a national of a European Economic Area country or Switzerland.
5. A Biometric Residence Permit issued by the UK Border Agency to the holder which indicates that the person named in it is
allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom.
6. A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay
indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United
Kingdom.
7. An Immigration Status Document issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the
holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time
limit on their stay in the United Kingdom, when produced in combination with an official document giving the person’s National
Insurance Number and their name issued by a Government agency or a previous employer.

Netherlands 
Norway
Poland
Portugal
Romania
Slovakia
Slovenia
Spain
Sweden
Switzerland

Greece
Hungary
Iceland
Irish Republic
Italy
Latvia
Liechtenstein
Lithuania
Luxembourg
Malta
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8. A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents, when
produced in combination with an official document giving the person’s National Insurance Number and their name issued by a
Government agency or a previous employer.
9. A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents
when produced in combination with an official document giving the person’s National Insurance Number and their name issued by
a Government agency or a previous employer.
10. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official
document giving the person’s National Insurance Number and their name issued by a Government agency or a previous employer.
11. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official
document giving the person’s National Insurance Number and their name issued by a Government agency or a previous employer.
12. A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document giving
the person’s National Insurance Number and their name issued by a Government agency or a previous employer.
13. A letter issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the holder which indicates
that the person named in it is allowed to stay indefinitely in the United Kingdom when produced in combination with an official
document giving the person’s National Insurance Number and their name issued by a Government agency or a previous employer.

List B
1. A passport or travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the
type of work in question, provided that it does not require the issue of a work permit.
2. A Biometric Residence Permit issued by the UK Border Agency to the holder which indicates that the person named in it can stay
in the United Kingdom and is allowed to do the work in question.
3. A work permit or other approval to take employment issued by the Home Office, the Border and Immigration Agency or the UK
Border Agency when produced in combination with either a passport or another travel document endorsed to show the holder is
allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office, Border and
Immigration Agency or UK Border Agency to the holder or the employer or prospective employer confirming the same.
4. A Certificate of Application issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to or for a
family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take
employment which is less than 6 months old when produced in combination with a positive confirmation letter from our Employer
Checking Service.
5. A residence card or document issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to a
family member of a national of a European Economic Area country or Switzerland.
6. An Application Registration Card issued by the Home Office, the Border and Immigration Agency or the UK Border Agency stating
that the holder is permitted to take employment, when produced in combination with a positive confirmation letter from our
Employer Checking Service.
7. An Immigration Status Document issued by the Home Office, the Border and Immigration Agency or the UK Border Agency to the
holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and is allowed to do the type of
work in question, when produced in combination with an official document giving the person’s National Insurance Number and
their name issued by a Government agency or a previous employer.
8. A letter issued by the Home Office, Border and Immigration Agency or UK Border Agency to the holder or the employer or
prospective employer, which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in
question when produced in combination with an official document giving the person’s National Insurance Number and their name
issued by a Government agency or a previous employer.

Appendix B: Documents That Are Not Acceptable For Proving Right To Work

The following documents are not acceptable for proving a person has the right to work in the UK and will not provide you with a
statutory excuse against payment of a civil penalty:

1. A Home Office Standard Acknowledgement Letter or Immigration Service Letter (IS96W) which states that an asylum seeker can
work in the UK. If you are presented with these documents then you should advise the applicant to call us on 0151 237 6375 for
information about how they can apply for an Application Registration Card;
2. A National Insurance number on its own in any format;
3. A driving licence issued by the Driver and Vehicle Licensing Agency;
4. A bill issued by a financial institution or a utility company;
5. A passport describing the holder as a British Dependent Territories Citizen which states that the holder has a connection with
Gibraltar;
6. A short (abbreviated) birth certificate issued in the UK which does not have details of at least one of the holder’s parents;
7. A licence provided by the Security Industry Authority;
8. A document check by the Criminal Records Bureau;
9. A card or certificate issued by the Inland Revenue under the Construction Industry Scheme.
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