@ Guidance Notes

Renfrewshire
Council

Private Hire Car Driver

Private Hire
A private hire car driver’s licence allows you to drive only private hire cars.

Applications
Each question on the form must be answered. If a question is irrelevant please mark it “not
applicable” unless otherwise stated.

You are required to submit a valid driving licence entitling you to drive in the UK and 2 coloured
passsport photographs when lodging your driver application. Ensure that you write your full
name on the reverse of the photos.

In addition, the documentation specified below must be enclosed with the application in relation
to checks on previous convictions and entitlement to work.

You must complete the name and address of the private hire company which you intend to work
for.

For renewal applications, licence holders are solely responsible for ensuring their renewal
application form is lodged timeously, ideally around 6 weeks prior to the expiry date of the
licence. Failure to lodge the renewal before the expiry date of the current licence may result in
the licence lapsing.

Checks on Entitlement to Work
For all applicants, evidence must be produced of entitlement to work in the United Kingdom,
whether applying for a new licence or to renew an existing one.

e British citizens should provide their current passport with the application. If an applicant
does not have a current passport, then other documents must be provided as an
alternative form of evidence. Information of alternative forms of evidence can be found
on the government website, details below.

e For an EU national, the applicant’s passport must be provided with the application.

e |If neither a British citizen nor an EU national, the applicant’s passport and residence
permit confirming an entitlement to work in the UK must be provided.

e Original documents require to be exhibited and will be copied and returned to applicants.
e The application may also be passed to the UK Border Agency in relation to any issues

arising on the applicant’s entitlement to work in the United Kingdom.

Please see www.gov.uk for a full list of alternative documents that prove an individual’s right to
work in the UK.
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Checks on Previous Convictions

For applicants seeking a new licence, and who were born or have been resident outside the UK
for 6 months or more, there must be produced with the application form documentation in
relation to criminal record checks.

Applicants need to provide:

e |If the applicant was born outwith the United Kingdom, a criminal record check must be
provided from his or her country of origin. Applicants must also provide a criminal record
check from any other country in which they have been resident for six months or more.

e If the applicant was born in the United Kingdom, but has lived in any other country or
countries for six months or more, they must provide a criminal record check from those
countries.

In all cases, the criminal record checks provided must have been obtained within the six months
prior to submitting the application and must be verified by the relevant UK-based Embassy/High
Commission where obtained from authorities outwith the United Kingdom.

Prior Refusal

If you have applied for and been refused a licence for a private hire car driver’'s licence by
Renfrewshire Council then, unless there has been a material change in circumstances, you
cannot apply for the same kind of licence within one year of the date of refusal.

Application Fees
Payment is due at the time of lodging. For application fees please refer to the civic licensing
application fees which can be access at www.renfrewshire.gov.uk.

No refund of application fees will be made for applications which are subsequently refused or
withdrawn.

Driving Licence
Applicants for a driver’'s badge must be at least 21 years old.

Applications must be submitted along with your original driving licence which will be checked
and returned to you at the time of lodging your application. An application cannot be accepted
for processing unless you have held a licence entitling you to drive in the UK for a continuous
period of 12 months prior to making your application. For holders of the new style driving
licence, both the photocard and the counterpart must be produced. Your driving licence must
show your current home address before any application can be accepted.
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Processing your application

When your application is lodged and the appropriate fee has been paid, a copy of your
application will be sent to Police Scotland. They will carry out their own investigations and
report back to the licensing office.

The legislation allows for consideration of the application within three months and a decision
within six months.

If an objection or representation is received in relation to your application you will be sent a
copy of the letter. Your application and letter of objection or representation will then be referred
to a Regulatory Functions Board meeting. You will be called to a hearing before the Board and
given the opportunity of addressing the Board.

Right of Appeal

If your application is refused, or granted conditionally, you are entitled to ask the Council within
21 days to give reasons for such refusal, or the imposition of such conditions, and thereafter
you are entitled to appeal to the Sheriff against the decision on certain grounds.

If there is an objection to your application and the application is subsequently granted the
objector can also ask the Council to give reasons for such grant and thereafter are entitled to
appeal to the Sheriff also.

You may wish to seek independent legal advice in relation to any appeal.

Conditions of Licence

A copy of Renfrewshire Council’s licence conditions for drivers will be issued to you in the event
that your licence is granted. The Council requires all licence holders to have a thorough
understanding of these conditions and they must be retained as they form part of your licence.

Duration of Licence
Applications for the grant of a licence are generally granted for a period of one year, whilst
applications to renew an existing licence are normally granted for a two year period.

Issue of Licence

Once you are in receipt of your licence you must ensure that it is not altered, erased or defaced
in any way. It should be kept clean and legible and must not be lent to or used by any other
person. Should the licence be lost or become defaced or illegible you must obtain a
replacement from Renfrewshire Council on payment of the appropriate fee.
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Any Further Questions

Should you have a query that is not covered in these guidance notes please feel free to contact

us for further information.

Contact Details

Tel: 0300 300 0300

E-mail: licensing.cs@renfrewshire.gov.uk
Website: www.renfrewshire.gov.uk

Or write to:

Renfrewshire Council
Licensing Section
Renfrewshire House
Cotton Street
Paisley PA1 1TT

Complete applications should be lodged
at:

Renfrewshire Council,

Customer Service Centre

Renfrewshire House,

Cotton Street,

Paisley

PA1 1AN

Phone: 0300 300 0300
Opening Hours

Monday to Friday:
8:00am to 6:00pm




Civic Government (Scotland) Act 1982

Application for private hire car driver’s licence

Note: Applicants should refer to the Guidance Notes when

completing this application form. Please ensure questions Date

are completed accordingly and all required documentation is Receipt

provided. 28 Days
Police Report

0

Renfrewshire

Council

For official use only

1. Personal Details

Full name For official
use only
Address The details on
this application
have been
checked against
the original
documentation
Postcode and verified
i correct
Email address
Home phone Mobile phone
number number
Date of birth Place of birth
New grants O Criminal record check from country of birth (other than UK) .
onIy D Dated within past 6 months CSC Advisor
Verified by the relevant United Kingdom-based Embassy or High Commission
2. Evidence of entitlement to work in the United Kingdom (UK)
(See www.gov.uk for full details of documents that prove a right to work in the UK)
a.British | i | [ current UK passport For official
citizens _ _ use only
(either | i | O an official letter or document from a government agency The details on
. AND this application
ORii) _ _ . - have been
full birth, adoption or naturalisation certificate checked
b. EU [0 current passport against the
nationals original
c. All other (O current passport documentation
applicants AND ggﬂe";“f'ed
O residence permit confirming an entitlement to work in the UK
and date permit expires:
CSC Advisor

3. Are you applying to renew an existing Renfrewshire Council private hire car driver’s

licence?

No [O Go to question 4

Yes OO

Licence Number:
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4. Are you applying for the grant of a new licence?

a. | No [ Go to question 5

Yes [0 Complete the rest of question 4

For official
use only

b. | Have you previously held a taxi driver’s licence or a private hire car driver’s

licence with any local authority?

No [ Go to question 4c

Yes O | Name of local
authority

Length of time
licence held

Date last granted

c. | Have you resided abroad for more than six months?

No [ Go to question 5

Yes [0 Complete question 4d

d. | List each country resided in for more than 6 months, and confirm that evidence

of a criminal record check has been provided for each.

Country:

[0 Criminal record check
Dated within past 6 months

D Verified by the relevant UK-based
Embassy or High Commission

Country:

[0 Criminal record check
|D| Dated within past 6 months

Verified by the relevant UK-based
Embassy or High Commission

The details on
this
application
have been
checked
against the
original
documentation
and verified
correct

CSC Advisor

Additional Information:-

5. Have you ever had alicence refused or suspended by any Local Authority?

No O Go to question 6 | Yes [

Please give details:

6. Please state the name and address of the booking office and operator for whom you will

drive?
Booking Office: Operator:
Name Name
Address and Address and
Postcode Postcode

7. Do you have any medical condition that could affect your ability to drive a private hire

vehicle?

No [ Go to question 8

Yes [ Please provide details below
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8. Have you held a licence enabling you to drive in the UK for a continuous period of one
year or more prior to this application?

No [ Your application | Yes CJ Please complete the rest of question 8 For official
cannot be accepted use only

The details on
this application

Paper Licence Photocard have been
Valid from date checked
i against the
Valid to date original
documentation
Issue number and verified

Driver Number correct

Categories / Summary
of Entitlement

Endorsements as detailed on Licence (enter ‘none’ if there are no
endorsements on the licence)

Court Date of Offence | Date of | Fine | Disqual | Other Penalty
Code Conviction | Code Offence period points

CSC Advisor

9. Details of convictions

PARTICULAR ATTENTION SHOULD BE GIVEN TO THE INFORMATION BELOW WHEN
DETAILING CONVICTIONS AND FIXED PENALTIES

The Rehabilitation of Offenders Act 1974 does not apply to applicants for this type of licence and
you must provided particulars of any convictions against you. This should include any driving
offences or penalties including those detailed at question 8 above. This must also include any
overseas convictions. Please note that it is an offence if you fail to disclose a conviction against
you. If you have none, please state ‘none’ in the box below.

Date of conviction Court of conviction Offence Sentence/Disposal
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The Data Protection Act 1998

The information you have given will be used for the purposes of consulting on and determining
your application for the above licence. The Council may check your details with other information
held and may share these with other Council departments, the police and fire authorities, HM
Revenue and Customs, UK Borders Agency, the statutory consultees and other public bodies for
the above purposes and in order to check the accuracy of the information, to prevent or detect
fraud or crime or to protect public funds.

Any person, who in connection with the making of this application, makes any statement, which
knows to be false or recklessly makes any statement which is false in a material particular, shall
be guilty of an offence and liable on summary conviction, to a fine not exceeding level 4 on the
standard scale.

| declare that all the particulars given by me on this form are true.

Signature Date

For CSC official use only:

The details on this application form have been checked against the original documentation required and verified as
correct on the date this application was accepted at the Customer Service Centre.

Signed
CSC Advisor Date

Complete applications should be lodged at:
Renfrewshire Council

Customer Service Centre

Renfrewshire House

Cotton Street

Paisley

PA1l 1AN

Phone: 0300 300 0300

Opening Hours

Monday to Friday: 8:00am to 6:00pm

For official use only

GRANTED UNDER DELEGATED POWERS

HEAD OF LEGAL & DEMOCRATIC SERVICES DATE
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Renfrewshire Council
Licensing Section
Renfrewshire House
Cotton Street
Paisley

PA11TT

Renfrewshire
Council

Conditions relating to
Private Hire Car Driver’s Licences

Licensing conditions
Last updated in 27 April 2006.

These conditions replace any previous conditions.



Conditions

. When you are using your vehicle for private hire, you must display your private-hire driver’s
licence issued (or other identification issued by us) in a prominent position in the vehicle so
passengers can see it. You must also show your private-hire car driver’s licence or other
identification to any passenger, police officer or authorised officer of the Council who ask to see it.
Any identification we give you will include your name, a recent photograph of you and the date
your licence runs out.

. If you accept a fare, you must provide the service (or arrange for the service to be provided) at
the agreed time and location unless you are prevented from doing so by a good cause. You must
accept all fares unless you have a good reason not to.

. While you are carrying a passenger or passengers, you must never pick up or carry another
passenger without permission from all the passengers who are already in the vehicle.

. You must never carry more passengers than your vehicle is licensed to carry.

. For any fare, you must travel to the final destination by the shortest route possible, unless the
passenger tells you to take or avoid a particular route. If passengers you are carrying at the
same time but for separate fares are being picked up from or taken to different destinations, you
must take the shortest route possible to serve all the passengers.

. If the cost of a journey is not regulated by our fare structure, before the journey starts you must
tell the passenger (or the person hiring you if not the passenger) before the journey:

* that the fare is not regulated; and
* the cost of the proposed journey or the way the cost is calculated.

. If you have a meter fitted in your vehicle, you must use it at all times in the licensed area and in
line with the requirements set by us.

. At least once a day you must inspect the seals on the meter to make sure they are not damaged.

If you discover that any seal is broken or damaged, or that the meter has stopped working

correctly, you must immediately stop using the vehicle for private hire.

. You do not have to carry any passenger:

* who is drunk or otherwise not in a fit state to be carried;

* whose condition or clothing is offensive or likely to damage the inside of your vehicle;

* who is with any animal (other than a guide dog, hearing dog or assistance dog) which is likely
to damage or dirty the inside of your vehicle; or

» for any other good reason.




10. You must not refuse to carry any luggage that can be carried safely in the boot or luggage
compartment of your vehicle.

11. You must not smoke within the private hire car nor allow any passenger to smoke.

12. You must help to load and unload a passenger’s luggage when necessary, but you do not need
to move far from your vehicle to do so.

13. If you are carrying a disabled person travelling with their guide dog, hearing dog or assistance
dog, unless you have a ‘notice of exemption’ issued under regulation 5 of the Private Hire Car
Drivers’ Licences (Carrying of Guide Dogs and Hearing Dogs) (Scotland) Regulations 2004, you
must:

e carry the dog;
* allow it to stay with the disabled person; and
* not make an extra charge for carrying the dog.

14. When you finish work (either for the day or for a break), you must search your vehicle to see if
any property has been left in it. If you find any property you must, within 24 hours, return it to the
owner (if you know who that is) or to any police station.

15. While you are carrying a passenger, you must keep to our current dress code and behave in a
proper and polite way.

16. You must not knowingly allow your vehicle to:

* be used for illegal or immoral purposes;
e carry any dirty, poisonous, explosive, dangerous or unpleasant item; or
* carry any person who has vermin (such as rats) with him or her.

17. You must make sure your vehicle, including all bodywork, upholstery and fittings, is in good
condition and, depending on road and weather conditions, is clean.

18. If you change your address or place of business, within 14 days of the change you must give us
written notice. You must also take your licence to the Head of Legal Services of Renfrewshire
Council so the change of details can be noted on it.

19. You must be at least 21 to get a licence. If you are 65 or over, within 14 days of each birthday
you must provide us with a medical certificate to confirm you are fit to hold a private-hire car
driver’s licence.

20. If you stop working as a private-hire car driver while your licence is still in force, or if your licence
has run out, within three months you must tell us about this and return your licence and driver’s
identification to the Head of Legal Services of Renfrewshire Council.

21. While you are in charge of your vehicle you must not:
* try to pick up fares other than those already booked; or

* do anything to make people think your vehicle is available for
hire for a journey starting there and then.

Clarity
% approved by
Plain English Campaign




Dress Code

Taxi and Private Hire Car Drivers

As from 1 January 1999
all taxi and private hire car drivers must

comply with the following dress code:

Male Drivers

Plain white or navy blue shirt, plain navy blue tie,

navy blue or black trousers and black dress shoes.

Female Drivers

Plain white or navy blue shirt / blouse, navy blue or

black skirt or trousers, black dress shoes.

The following must NOT be worn:
Training shoes
Baseball caps
Tracksuits
Denims
Casual / T-shirts
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