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Revised October 2023
	CIVIC GOVERNMENT (SCOTLAND) ACT 1982 SECTION 13 APPLICATION FOR THE GRANT OR RENEWAL

OF A TAXI OR PRIVATE HIRE CAR DRIVER’S LICENCE



For Use by West Lothian Licensing Team
	Date application complete


	Date for Initial Decision


	Date for Final Decision


	Date Fee Paid


	Amount Paid
	Receipt Number


	The Licensing Team are able to provide general guidance but cannot assist you to complete your application form or provide legal advice on whether a licence is required. You should seek legal advice from a solicitor or advice centre if you are unsure as to whether you require a licence. Once you have read the guidance notes you can start completing the form.


	Please indicate which type of licence you are applying for by ticking one of the boxes below. Incomplete applications will be returned by second class post which will delay the processing of your application. Otherwise we will return incomplete applications sent by email by email. 

It is recommended that you apply as early as possible to ensure your application can be processed in time before your licence expires.
Please note that in the event of an application being refused or withdrawn after being processed no refund of the fee will be made.


	Grant of taxi driver’s licence
	
	Grant of private hire car driver’s licence
	
	Renewal of taxi driver’s licence
	
	Renewal of private hire car driver’s licence
	


   Question 1 – Personal Details (see guidance note 1)
	First name
	Middle name(s)
	Surname

	
	
	

	
	
	

	Previous name(s)
	Date of birth
	Age

	
	
	

	Place of birth (including town and country)
	Nationality
	Length of time in the UK

	
	
	

	Address


	Previous address (only to be completed if you have lived at your address for less than 3 years)


	Post code
	Post code

	Time resident at current address

	Time resident at previous address (only to be completed if you have lived at your address for less than 3 years)



	Home telephone number
	Mobile number

	
	

	National insurance number
	Email address (this will enable us to contact you urgently about your licence)

	
	


Question 2 Tax Conditionality Declaration (see guidance note 2)

Part 1 for New Applicants Only

	Do you hold or have you held the same type of licence with any other licensing authority in the UK within the 12 months preceding this application?
If YES the law requires that you complete a tax check with HMRC and you should now go to Part 2 below.
If NO the law requires that you confirm that you are aware of your tax responsibilities when making an application, please continue to the next box.
	Yes/No

	Declaration of tax responsibilities

I confirm that I am aware of the content of HMRC guidance relating to my tax registration obligations

The guidance can be viewed at the following link https://www.gov.uk/guidance/confirm-your-tax-responsibilities-when-applying-for-a-taxi-private-hire-or-scrap-metal-licence
See also links to HMRC guidance in Guidance Note 2
	Yes/No


Part 2 for Renewal Applications or Applicants who Have Answered Yes to Part 1 Above

If you are applying to renew a licence or you currently or have held the same type of licence within the UK within the 12 months preceding this application you’ll need to complete an online tax check with HMRC prior to submitting your application and provide the 9-character code. Please see guidance note 2

	HMRC 9-character code
The code is valid for 120 days. You should be aware that failure to provide a valid code will prevent the Council from accepting and considering this application.
	


Question 3 – DVLA Licence Details and Share Code (see guidance note 3)
	Have you held a full driving licence issued under the Road Traffic Act 1988 for a continuous period of 12 months prior to the date of this application?
	Yes/ No

	DVLA Driver number

	

	DVLA share code
(the code is case sensitive and must be noted exactly as it is displayed and details of how to obtain the code can be found in guidance note 2)
	


When you have fully completed the application and are ready to submit the form, you must also attach a copy of the front of your DVLA photocard licence along with that or if you don’t have a photocard licence then a copy of your paper style licence. Please ensure that the licence shows your current address and that the information on the licence is clearly visible, failure to do so will mean the application cannot be accepted and will delay the process.
Question 4 – Crimes, offences, fixed penalties and alternatives to prosecution (see guidance note 4)
All crimes and offences must be declared, including any convictions which are spent in terms of the Rehabilitation of Offenders Act 1974, unless they are “protected” convictions as defined in Article 2A of the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2015. Please note that this is not limited to road traffic offences or offences committed in the UK and includes fixed penalties under the Road Traffic Act 1988 which you have accepted and alternatives to prosecution.

	Have you ever been convicted of a crime or offence which is not a “protected” conviction?

Have you accepted a fixed penalty which is not spent? 

Have you been issued with an alternative to prosecution (ATP)? 

If yes please complete the details in the box below and continue on a separate sheet if required.

If you are applying for renewal of your licence and any of your convictions or road traffic fixed penalties have occurred since your licence was granted or since the last renewal did you notify West Lothian Council of the conviction(s) and penalties? If yes please confirm the date of notification with regard to each conviction.

	Yes/No

Yes/No
Yes/No

Yes/ No



	Date of conviction/ fixed penalty/ATP
	Court where convicted or fixed penalty paid 
	Offence
	Sentence/penalty and date notified to WLC (if appropriate) 

	
	
	
	

	
	
	
	

	
	
	
	


   Question 5 – Licence History (see guidance note 5)
	If you are applying to renew a licence please note the licence number and expiry date.
	
	

	Have you ever applied for, and been refused a taxi or private hire car driver’s licence by any council?
	Yes/ No
	If yes, which council refused the licence?

When was it refused?

	Have you ever held a licence which was suspended or revoked? 
	Yes/ No
	If yes, which council suspended or revoked the licence?




Question 6 (see guidance note 6)

Do you know the hire car licence holder or booking office system you will be working for?  If yes please give details below 


	NAME
	ADDRESS

	
	

	
	

	
	

	
	


Question 7 – Health (see guidance note 7) 

Do you suffer from or have you ever suffered from or received medical treatment in relation to any of the conditions mentioned below?

You do not have to answer yes or no to each condition, please answer a single yes or no in the second column.
	· cardiovascular problems – including heart attack, angina, irregular heart beat; treatments such as coronary artery surgery, stents, pacemaker or defibrillator; circulatory problems such as pain in legs when walking

· sudden attacks of giddiness or fainting

· episodes of falling asleep without warning

· sleep problems 

· sleep apnoea or daytime drowsiness

· drug or alcohol misuse or dependency (in the past 3 years)

· mental health problems – including depression, psychosis or disabling anxiety. 

· neurological problems – including epilepsy, seizures, fits or convulsions; loss of consciousness; been knocked unconscious in past 5 years; disease or injury of the brain such as stroke, mini-stroke, haemorrhage, tumour, head injury, multiple sclerosis, Parkinson’s disease or dementia

· diabetes - any form

· serious joint or muscle problems

· cancer diagnosis 

· problems with kidneys or liver

· breathing problems

· difficulties with limbs or spine that might affect ability to drive

· eyesight problems (other than need for spectacles, e.g. double vision, blind spots, blurring, attended eye specialist clinic or wearing glasses with correction stronger than +8 dioptres)

· hearing problems


	Yes/No


	Have you ever had a conviction related to drugs or alcohol, even if the conviction is considered spent?

	Yes/No

	Are there any other medical conditions, mental or physical likely to interfere with the discharge of your duties as a hire car driver?

	Yes/No

	Are you currently taking or been prescribed medication from your doctor?

	Yes/No


Question 8 – Right to work in the UK (see guidance note 8)

If you are applying for grant or renewal of a taxi or PHC driver’s licence for the first time since 1 December 2016 your right to work in the UK will be checked as part of your licence application and this could include the licensing authority checking your immigration status with the Home Office. You must provide evidence of your right to work in the UK in the form of original documentation as part of the application process. Please see guidance note 8 for further information regarding this.
	Do you have the right to work in the UK?
	Yes/ No




Section 9 Declaration by Applicant (see guidance note 9)
By signing this application I confirm that I have read and understood the Council’s licensing conditions which apply to the licence I have applied for.
I declare that the particulars given by me on this form are correct to the best of my knowledge and belief. I enclose a copy of my current DVLA driving licence and passport style photo.
* if sending your application by email please just print your name to sign the form 

	*Name of Applicant


	

	Signature of Applicant (hand written forms only)

	

	Date


	


Privacy Statement – Data Protection

All personal information that you supply will be used to process your application in accordance with data protection law and the Civic Government (Scotland) Act 1982. 

We will share this information with the following bodies:-

Police Scotland

The Taxi Examination Centre operated by The City of Edinburgh Council

We are required by law to protect the public funds we administer. Therefore in line with the National Fraud Initiative (NFI) we may also share your information with other bodies responsible for auditing or administering public funds in order to prevent and detect fraud.  

Some of the information provided by you on this form will be held on a register which is available for inspection by members of the public.

Further information about how we handle your personal information, including how long we retain the information, information about the NFI and how you can complain about our handling of your information, is available in our Privacy Notice which can be found on the Licensing Team’s webpage https://www.westlothian.gov.uk/licensing. A copy of our Privacy Notice is available on request by contacting the Licensing Team, email: licensingservices@westlothian.gov.uk, telephone: 01506 281632.

Application for grant or renewal of taxi or PHC driver’s licence
Guidance notes about how to complete the application
1. Personal Details - please complete all questions regarding personal details and if possible include a mobile telephone number and email address to assist us in contacting you quickly regarding your application.
2. Tax Related Requirements

Legislative Background

From 2 October 2023 the UK Government has brought in new tax-related requirements which apply to hire car driver licences, and how that will affect your application and what information you need to provide will depend on whether you are applying for a new licence or applying to renew an existing licence.

Schedule 23 to Finance Act 2011 (Data Gathering Powers) and Schedule 36 to Finance Act 2008 (Information and Inspection Powers), grant HMRC powers to obtain relevant information from third parties. This includes licensing bodies being required to provide information about licence applicants.

Even if you do not need to complete a tax check the Council are required to give you the following GOV.UK website addresses for HMRC guidance about tax registration obligations:

www.gov.uk/register-for-self-assessment
www.gov.uk/corporation-tax
www.gov.uk/income-tax/how-you-pay-income-tax
Information for First Time Applicants

If you are applying for a licence for the first time*, you must read the HMRC guidance on what you need to do to be properly registered for tax in the future and provide confirmation that you have done so. You can find out more on the government webpage;
https://www.gov.uk/guidance/confirm-your-tax-responsibilities-when-applying-for-a-taxi-private-hire-or-scrap-metal-licence 

*Please note that if you are a new applicant and have held or currently hold the same type of licence anywhere in the UK within the 12 months preceding your application the law requires that you complete the tax check with HMRC referred to below that applies to renewal applications.

Information on How to Renew an Existing Licence
If you are applying to renew your existing licence you’ll need to complete an online tax check with HMRC prior to submitting your application. You can find out more on the government webpage; https://www.gov.uk/guidance/complete-a-tax-check-for-a-taxi-private-hire-or-scrap-metal-licence
You should be aware that failure to comply with the above requirement to complete the online tax check will prevent the Council from accepting your application.

Applicants can complete the tax check through the government website link above, and to complete that you will require a Government Gateway User ID and Password. You will only need to answer a few questions to tell HMRC how you pay any tax that may be due on income you earn from your licensed trade. If you do not already have a Government Gateway account, you must sign up to get one at the start of the process for completing the online tax check and a link to allow you to do that can be found on the webpage noted above.

When you’ve completed the tax check, you’ll get a 9-character code, tax check codes are valid for 120 days. You must note this code on your application form. We cannot proceed with your application until the tax check is completed and we have checked your code with HMRC. Please note we will not have access to information about your tax affairs.

If you are applying to renew a licence and fail to provide a valid tax check code your licence will expire on whichever of the following dates is the latest:

•
28 days after we request from you a valid tax check code

•
the date your licence expires

3. DVLA Licence Details and share code  - in terms of section 13(3) of the Civic Government (Scotland) Act 1982 a licensing authority cannot grant a taxi driver’s licence or a private hire car driver’s licence to anyone unless they have held, throughout the 12 months immediately prior to the date of their application, a licence authorising them to drive a motor car issued under Part III of the Road Traffic Act 1988 or a licence which would at the time of the application entitle them to such a licence without taking a test, not being a provisional licence. 
This means that if your licence has been revoked or suspended by DVLA or you have been disqualified by a court for any period (however short) during the last 12 months you cannot apply for a licence or to renew your licence unless you have held your licence for a continuous period of 12 months prior to the date of your application. Your driving licence must contain your current address or your application will not be processed.
Your entitlement to drive needs to be verified and to do that you will need to supply a note of a share code which will be provided by DVLA, to obtain the share code please go to the DVLA website;

https://www.gov.uk/view-driving-licence 

· Select “View or Share” your driving licence

· Then select “Start Now” and enter your DVLA driving licence number, your National Insurance number and your Postcode

· Then Click on the “I agree” box 

· Your details will appear on the screen 

· Then select share your licence information 

· Then select “Get a code”

Your check code will be displayed, the code is case sensitive and you must take a note of your code exactly as it is displayed and add the code to the form. 
4. Crimes, offences, fixed penalties and alternatives to prosecution - the attention of applicants is especially drawn to question 3 of this form. It is essential that the whole form, including question 3, is completed in full otherwise the application cannot be processed.  The provisions of the Rehabilitation of Offenders Act 1974 are complex in relation to applications for taxi and private hire car driver’s licences.  The general position is that all offences must be declared, even if they are otherwise “spent” for the purposes of the Rehabilitation of Offenders Act 1974, unless they are “protected” convictions.  In addition, unspent fixed penalties must be declared. A guidance note explaining the difference between “spent” and “protected” convictions is available on the council’s webpages under “what convictions must be declared?”:
https://www.westlothian.gov.uk/article/34799/Taxi-Driver-s-Licences
https://www.westlothian.gov.uk/article/34797/Private-Hire-Car-Driver-s-Licences
You should seek legal advice from a licensing solicitor if you are in any way unsure what convictions to declare in your application. The council’s Licensing Team can provide general guidance and information regarding the law and the council’s application forms and processes but cannot provide legal advice including which convictions should or should not be declared.  

If you are uncertain as to the dates or details of any of your convictions, you should contact Disclosure Scotland https://www.mygov.scot/organisations/disclosure-scotland  Alternatively you can also call at any police office and pick up the appropriate Data Protection Form, requesting ‘subject access’ to your record.

Your application will be subject to vetting by Police Scotland, however, you must still declare your relevant convictions and fixed penalties as explained above, Failure to disclose your relevant convictions will delay the processing of your application and may result in an adverse report being submitted by Police Scotland regarding your application.

5. Licence History – if you are applying to renew a licence please give the details of that licence.  In terms of paragraph 6 of Schedule 1 to the Civic Government (Scotland) Act 1982, where a licensing authority have refused an application for the grant or renewal of a licence, they shall not, within 1 year of their refusal, entertain a subsequent application from the same applicant for the grant of the same kind of licence, unless in the council’s opinion there has been, since their refusal, a material change of circumstances. If you believe that there has been a material change of circumstances please supply a separate email or letter explaining these.
6. Details of Employer or Booking Office - if you are a new applicant and you have already agreed to work for a hire car licence holder or a booking office or if you are applying to renew a licence and you already work for a hire car licence holder or a booking office you should note the details at this part of the application

7. Health - in terms of section 13(4) of the Civic Government (Scotland) Act 1982, the council may at any time for the purposes of satisfying itself that an applicant or licence holder is physically fit to drive a taxi or private hire car, require an applicant or licence holder to submit to a medical examination, by a medical practitioner arranged by the council. The council has adopted the Group 2 medical standards as applied by DLVA to bus and lorry drivers to the medical assessment of taxi and private hire car drivers. You must answer all four parts of question 5 honestly. Certain medical conditions may exclude you from driving a taxi or private hire car and you should discuss your medical history and the application of the Group 2 standards with your own GP prior to submitting your application as additional tests may require to be arranged by your doctor before you can be certified as fit to drive a hire car. It is council policy that new applicants for hire car driver’s licences must be certified fit to drive a hire car for at least one year. You should therefore bring any additional information/reports which your doctor provides to the medical examination.
Medical assessments will be required for all drivers over 45 and will be arranged for applicants under 45 depending on your circumstances. If you are selected for medical assessment you will usually be assessed every five years or more frequently as required by the council’s medical advisor; those over 65 are assessed annually. Additional medical assessments may be undertaken at the request of the council’s medical advisors.

When a medical assessment has been arranged you will be emailed a confirmation of the appointment and a leaflet explaining what the assessment will entail. If you are unable to provide an email address a copy of the leaflet is available to view on the taxi driver’s licence and PHC driver’s licence webpages. 
8. Right to Work in the UK - in terms of section 13 of the Civic Government (Scotland) Act 1982 as amended by the Immigration Act 2016 the council as licensing authority is under a duty not to grant or renew a taxi or private hire car driver’s licence to any person who does not have the right to work in the UK.  In order to discharge this duty as part of the application process the council has to check that that you hold one of a number of documents showing that you have permission to work in the UK. This check will be made for all new applications and for renewals where applicants have a restricted right to work in the UK.  You will be required to attend an interview and provide evidence of your right to work in the UK within 3 months of the date on which your application is made.  Should you fail to do so, your application will be treated as incompetent and will not be processed further.  Further information is available on the council’s webpages under “will my application be subject to a right to work check?”

You should be aware that in those circumstances and as your application has otherwise been fully processed no refund of your application fee will be payable. However, if your application is deemed incompetent for the that reason it will not affect your right to submit any future applications of this type.

     https://www.westlothian.gov.uk/article/34799/Taxi-Driver-s-Licences
https://www.westlothian.gov.uk/article/34797/Private-Hire-Car-Driver-s-Licences
If there are restrictions on the length of time you may work in the UK, your licence if granted will not be issued for any longer than this period. In such circumstances the check will be repeated each time you apply to renew your licence. If, during the period in which you hold your licence, you are disqualified from holding a licence due to your immigration status, your licence will cease to have effect and you must return it to the council as licensing authority, as failure to do so will constitute a criminal offence.
9. Declaration by Applicant - any person who in making an application for the grant of a licence, makes any statement, which he knows to be false, or recklessly makes any statement that is false in a material particular, shall be guilty of an offence and shall be liable on conviction, to a fine not exceeding £2500.   
It is important that applicants for hire car licences read and understand the council’s standard conditions which will be applied to their licences if granted. The licence conditions are available to view on the council’s website https://www.westlothian.gov.uk/taxi-and-private-hire-cars.  Applicants are reminded that on signing the form that they are confirming that they have read and understood the Council’s licensing conditions which apply to the licence they have applied for. 

How do I submit applications for the grant or renewal of a taxi or PHC driver’s Licence?
Applications may be lodged in two ways -

By email: You should check that the form has been fully completed and email it along with any supporting documentation to licensingservices@westlothian.gov.uk You will receive an emailed acknowledgement if it has been successfully delivered. Once your form and documents have been checked by the Licensing Team you will be emailed with information about how to make an online payment of the fee. Details of fees are available at the bottom of the webpage for each licensing scheme. 

By post: You should check the form has been fully completed and post it along with any supporting documentation and a cheque for the fee to the Licensing Team, West Lothian Council, West Lothian Civic Centre, Howden South Road, Livingston EH54 6FF. Details of fees are available at the bottom of the webpage for each licensing scheme. Alternatively, you are able to post the form and once that has been checked a note of the fee and a link to allow a card payment can be emailed to you and copies of any supporting documents can also be received by email.
The following are also required to be sent along with the application;

· A recent passport style photo (if sending by email this can be a selfie as long as the image is clear and the background is plain)
· A copy of the front of your DVLA photocard licence or a copy of your old style DVLA licence if you don't have a photocard, please ensure that all the information on the photocard or paper licence is clearly visible and it must be in your current address
· DVLA share code

Please note that applications cannot be submitted at the Civic Centre or at Arrochar House or other Council offices
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