
PRIVATE HIRE AND HACKNEY CARRIAGE  
APPLICATION NOTES 

  
PLEASE COMPLETE ALL DOCUMENTS  
IN BLACK INK AND BLOCK CAPITALS 

 

7.01.08 

BOROUGH COUNCILBOROUGH COUNCIL

1. Retain white documents for your information.  
 

2. Careful study of ALL of the documents is recommended. 
 
3. Any form incorrectly completed may be returned to the applicant and cause a delay in processing the 

application. 
 
4. Part of the application process requires the completion of a Criminal Records Bureau (CRB) disclosure form 

to check what, if any, criminal or driving convictions an applicant may have.   It will also be necessary for 
any applicant who originates from outside of the UK to obtain the equivalent of a CRB check via the 
embassy or High Commission of their country of origin.   It is recommended that this is obtained 
BEFORE submitting an application to this Council.   If any recorded convictions are recent or felt to be 
relevant to the application, whether spent or not under the terms of the Rehabilitation of Offenders Act 1974, 
as amended, the matter may be referred to the Licensing Committee for a decision.   The Head of 
Environmental Health and Building Control has delegated authority to approve applications but not to refuse 
them, this can only be done by the Licensing Committee, which is made up of Borough Councillors.   If the 
Licensing Committee refuses an application, the applicant may appeal to Staines Magistrates Court within 
21 days of notification of the refusal.  

 
5. The application process normally takes between four and eight weeks to complete whilst waiting for 

the CRB check to be returned.   During this period an applicant can take the knowledge test and licence 
conditions test, as above, and also have any vehicle inspected.  

 
6. It will be necessary for private hire and hackney carriage driver applicants (unless exempted) to 

successfully undergo a test on their geographic knowledge of Spelthorne and the Licensing 
Regulations detailed in forms C and K for private hire or N, P(HC), fare tariff and bylaws for hackney 
carriage.  PLEASE NOTE THAT THE PASS MARK FOR BOTH OF THESE TESTS IS APPROXIMATELY 
87%.   IF AN APPLICANT IS UNSUCCESSFUL IN A TEST, THERE WILL BE A FEE TO TAKE THE 
TEST AGAIN. 

 
7. A delay may occur in you arranging a medical for the completion of Form E.   If this happens, please do not 

delay submitting the other documents when completed and forwarding the medical form in a sealed 
envelope marked PRIVATE AND CONFIDENTIAL as soon as possible afterwards. 

 
8. When submitting a vehicle application, please note that the Vauxhall Zafira will be licensed for four 

passengers only.   It is felt that the two rear seats are not suitable for passengers to be carried in due to size 
restrictions and also speed of escape in the event of an emergency.  

 
9. To submit your application, please CONTACT the Licensing Department at the        

COUNCIL OFFICES, KNOWLE GREEN, STAINES, MIDDX. TW18 1XB on 01784 446439 or 444202 to 
make an appointment.   This will ensure that all the documents are completed correctly and allow the CRB 
form to be completed at the same time.   Please note that only original support documents, e.g. 
passport, driving licence and vehicle documents, must be submitted.   PHOTOCOPIES WILL NOT 
BE ACCEPTABLE.  

 
10. Please make cheques payable to ‘SPELTHORNE BOROUGH COUNCIL’.   Please note that if  

an application is withdrawn or refused, a proportion of the application fee will be retained to cover 
the Council’s administration costs.   

 
11. A PERSON MAY NOT DRIVE A HACKNEY CARRIAGE OR A PRIVATE HIRE VEHICLE IN            

SPELTHORNE UNTIL THE BOROUGH HAS ISSUED THE APPROPRIATE DRIVER LICENCE TO THAT 
PERSON. 

 
If you have any queries with regard to the application, please call the Licensing Department on 01784 
446439 / 444202. 
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SPELTHORNE BOROUGH COUNCIL 
PRIVATE HIRE LICENCE 

CONDITIONS OF LICENCE 
LOCAL GOVERNMENT (MISCELLANEOUS PROVISIONS) ACT 1976 

 
1.0 Definitions 
 
In these conditions the following terms have the definitions assigned to them 
 
“Council”  means Spelthorne Borough Council 
“Driver” means a person holding and acting in accordance with a private 

hire driver’s licence issued by the Council 
“Licence”                    means a private hire vehicle licence issued by the Council 
“Licence plate”           means the plate issued by the Council for the purposes of 
                                   identifying the vehicle as a private hire vehicle duly licensed by the 
                                   Council 
“Proprietor”                 means the holder of a private hire vehicle licence 
“Operator” means the holder of a private hire vehicle operator’s licence 

granted by the Council 
“Vehicle”  means a private hire vehicle licensed by the Council 
 
(A) THE DRIVER 
 
1.0 Conduct of Driver 
 
The Driver shall: 
 
a) afford all reasonable assistance with passengers’ luggage; 
b) at all times be clean and respectable in their dress and person and behave in a 

civil and orderly manner; 
c) take all reasonable steps to ensure the safety of passengers conveyed in, 

entering or alighting from the vehicle driven by them; 
d) not without the express consent of the hirer eat or drink in the vehicle; 
e) not without the express consent of the hirer play any radio or other sound 

producing instrument or equipment in the vehicle other than for the purpose of 
sending or receiving messages in connection with the operation of the vehicle;  

f) at no time cause or permit the noise emitted by any radio or other previously 
mentioned equipment in the vehicle which they are driving to be a source of 
nuisance or annoyance to any person, whether inside or outside the vehicle. 

g) at no time smoke or permit any person to smoke in the vehicle whether it is being 
used as a private hire vehicle or not. 
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2.0 Passengers 
 
The Driver shall: 
 
a) not convey or permit to be conveyed in a private hire vehicle a greater number of 

persons than that prescribed in the licence of the vehicle; 
b) not allow there to be conveyed in the front of a private hire vehicle: 

i) any child below the age of ten years; or 
ii) more than one person above that age; and 

c) not without the consent of the hirer of the vehicle convey or permit to be 
conveyed any other person in that vehicle. 

 
3.0 Lost Property 
 
The driver shall: 
 
a) immediately after the termination of any hiring of a private hire vehicle or as soon 

as practicable thereafter carefully search the vehicle for any property which may 
have been accidentally left there; 

b) any property found in a vehicle will be deposited at a police station within 48 
hours and left in the custody of an officer on the giving of a receipt; and 

c) be entitled to receive from any person to who the property shall be re-delivered 
an amount equal to five pence in the pound of its estimated value (or the fare for 
the distance from the place of finding to the police station, whichever is the 
greater) but not more than five pounds. 

 
4.0 Written receipts 
 
The driver shall if requested by the hirer of a private hire vehicle provide them with a 
written receipt for the fare paid. 
 
5.0 Animals 
 
If a passenger is disabled and is dependent upon a guide, hearing or other assistance 
dog the driver MUST allow the dog to be carried, at no charge, unless exempted under 
section 37 of the Disability Discrimination Act 1995 and the vehicle is clearly displaying 
the statutory exemption certificate.   Assistance dogs are trained to sit in the front 
passenger foot well with their owners.   REFUSAL TO CARRY AN ASSISTANCE DOG 
WITHOUT GOOD REASON OR EXEMPTION IS AN OFFENCE.   The driver shall not 
convey in a private hire vehicle any animal belonging to or in the custody of themselves, 
the proprietor or operator of the vehicle, and any animal, not being a guide, hearing or 
other assistance dog, belonging to or in the custody of any passenger, which in the 
driver’s discretion may be conveyed in the vehicle, shall only be conveyed in the rear of 
the vehicle.    
 
6.0 Prompt attendance 
 
The driver of a private hire vehicle shall, if they are aware that the vehicle has been hired 
to be in attendance at an appointed time and place, or has otherwise been instructed by 
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the operator or proprietor of the vehicle to be in attendance at an appointed time and 
place, punctually attend at the appointed time and place, unless delayed or prevented by 
some sufficient cause.  
 
7.0 Change of details 
 
The driver shall notify the Council, in writing and within fourteen days of any material 
change in the circumstance on the basis of which the licence was granted during the 
period of the licence.  In particular the driver must inform the Council of: 
 
a) any change of address giving their new address; 
b) illness or injury affecting their fitness to drive in any way; and 
c) convictions recorded against them. 
 
8.0 Return of the driver’s badge 
 
The driver shall upon expiry (without immediate renewal), revocation or suspension of 
this licence forthwith return to the Council the driver’s badge issued to the driver by the 
Council when granting this licence. 
 
9.0 Use of licence 
 
THE HOLDER OF A SPELTHORNE PRIVATE HIRE LICENCE CAN ONLY WORK 
FOR A PERSON OR COMPANY WHO POSSESSES AN OPERATOR’S LICENCE. 
 
 
(B) THE VEHICLE 
 
1.0 Every proprietor of a vehicle shall ensure that: 
 

a) The vehicle together with all its fittings and equipment, is kept in an 
efficient, safe, watertight, clean and tidy condition and all relevant 
statutory requirements are fully complied with, including in particular 
those contained in the current Motor Vehicles (Construction and Use) 
Regulations; 

b) No material alteration or change in the specification, design, condition or 
appearance of the vehicle without the approval of the Council at any time 
while the licence is in force. 

c) The seats are properly cushioned or covered; and 
d) The floor is provided with proper carpet, mat or other suitable covering 
 

2.0 Licence plate 
 
The proprietor shall at all times ensure that the licence plate shall be fixed in an upright 
position and displayed outside and near the rear of the vehicle either immediately above, 
on or below the bumper in such a position that the vehicle’s registration number is not 
obscured and with the details of the licence plate clearly visible.   Any bracket used to 
secure the licence plate to the vehicle must not obscure the registration plate illumination 
light. 
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The proprietor or driver shall not wilfully or negligently cause or suffer the licence plate 
attached to the vehicle, in pursuance of this condition, to be concealed from public view 
nor shall the proprietor allow the licence plate to be so defaced that any figure or 
material particular is illegible.   A supplementary double-sided licence badge will be 
supplied by the Council and is to be displayed on the inside of the windscreen together 
with contact information for the public.   These must be displayed in a position not 
obscuring the drivers view to the front or side of the vehicle. 
 
The licence plates shall remain the property of the Council and where a licence lapses or 
is suspended or revoked, shall be returned within seven days to the Council. Any 
deposit, which may from time to time be determined by the Council, shall be refunded 
upon the plate being returned in a satisfactory condition. A deposit will be forfeited where 
formal procedures have to be adopted by the Council to secure the recovery of the plate. 
 
3.0 Advertising, signs, notices etc 
 
Save for the requirements of displaying the licence plate and a “No smoking” sign, the 
proprietor shall ensure that the vehicle is not displaying or carrying any signs, notices, 
advertisements, plates, numbers, letters, figures, symbols, emblems or devices 
whatsoever, on, in or from the vehicle without authority, save for the name and 
telephone number of the operator or proprietor which may be displayed on the front side 
doors or bonnet of the vehicle on a plate or sign written in characters not more than 4 
inches (10cm) in height.   Any signs must not obscure the driver’s vision in any direction. 
 
4.0 Change of details 
 
The proprietor of a vehicle shall notify the Council, in writing and within fourteen days of 
any material change in the circumstances on the basis of which the licence was granted 
during the period of the licence including: 
 
a) change of address giving their new address; and 
b) convictions recorded against them or if the proprietor is a company or 

partnership, on any other director or partner. 
 
5.0 Compliance with licence conditions 
 
The proprietor must ensure that all persons involved in the driving or operation of the 
vehicle are fully aware of these licence conditions and the proprietor must also ensure 
that the conditions are fully observed and carried out.   The proprietor of a licensed 
private hire vehicle commits an offence is he or she permits any person to drive the 
vehicle who is not the holder of a private hire or hackney carriage driver licence issued 
by Spelthorne Borough Council.   Any person who drives a licensed private hire vehicle 
also commits an offence if he or she is not the holder of a current private hire or hackney 
carriage driver licence issued by Spelthorne Borough Council. 
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SPELTHORNE BOROUGH COUNCIL 
TAXI AND PRIVATE HIRE LICENSING 

 
IF THIS IS YOUR FIRST DRIVER APPLICATION, PLEASE CAREFULLY READ ITEM 5 
ON THE INFORMATION SHEET OF THE APPLICATION PACK. 
 
IF SUBMITTING A RENEWAL APPLICATION, PLEASE ENSURE THIS IS DONE THREE 
WEEKS BEFORE THE EXPIRY OF THE LICENCE.  
 
FOR OFFICIAL USE ONLY –  PLEASE LEAVE BLANK 
 
Existing licence plate or 
badge number 

  
Date of expiry of current 

licence 

 

 
TICK THE LICENCES YOU ARE APPLYING FOR; 
 HACKNEY CARRIAGE DRIVER  PRIVATE HIRE DRIVER 
 HACKNEY CARRIAGE VEHICLE  PRIVATE HIRE VEHICLE 
 PRIVATE HIRE OPERATOR  CHANGE VEHICLE TEST 
 NEW OR RENEWAL  (DELETE NOT APPLICABLE) 
VEHICLE REGISTRATION NUMBER  
 
 
ALL DRIVERS complete sections, 1 – 6, and DECLARATION. New drivers must also 
complete 7. 
PRIVATE HIRE AND HACKNEY CARRIAGE VEHICLE PROPRIETOR complete sections 
1 - 6, 8 - 10 and DECLARATION 
PRIVATE HIRE OPERATORS complete sections 1, 3 - 6, 11 a) – i) and DECLARATION. 
 

PLEASE COMPLETE THE FORM IN BLACK INK AND BLOCK LETTERS 
CONTINUING ON A SEPARATE SHEET IF NECESSARY 

 
APPLICANT DETAILS 

 
 
1.    Title *(Mr / Mrs / Miss / Ms / Other) ……………………………..       
 
Forename(s) ………………………………………… SURNAME ……………………………………………………….. 
 
Address ……………………………………………………….……………………………………………………………… 

……………………………………………………………………………………………………………………..…………… 

Postcode …………………… Telephone no. ………………..…………… Mobile ……………………….…………….. 

E-mail address (if available) ………………………………………………………………………………………………... 

Date of birth …………………….………   Place and country of birth …………………………………………………… 

National Insurance number ………………………………………………………………………………………..……….. 
2.    If applying for a private hire driver licence show the name of the private hire operator you will receive 

work from. ……………………………………………………………………………………………………………………… 

Previous convictions 
3(a).    NEW APPLICATIONS ONLY    Have you ever been convicted or bound over for any criminal or 
motoring offences?  PLEASE INCLUDE SPENT CONVICTIONS                      *YES / NO 
If yes, please supply details on page 4 or a separate sheet. 
 
3(b) FOR DRIVER AND VEHICLE RENEWAL OR CHANGE VEHICLE LICENCES ONLY.   
Have you been convicted for ANY criminal or motoring offences since the issue of your most recent licence?    
YES / NO       If YES, please give details on page 4 or a separate sheet. 
 
4.   Are there any charges or summonses pending against you at the date of this application?      *YES  /  NO  
If YES, please give details on page 4 or a separate sheet. 
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Miscellaneous 
5.    Have you ever previously held a private hire operator’s licence, a private hire or hackney carriage driver 
licence or a private hire or hackney carriage vehicle licence?      *YES  /  NO 
If YES, please state which council or licensing authority, dates and type of licence.  Continue on page 4 or a 
separate sheet if necessary.  …………………………………………………………………………………………. 

6.   Have you ever been refused or had suspended or revoked any of the licences in 5 above?     *YES / NO 
 
If YES, please state which council or licensing authority and dates.   Continue on page 4 if necessary. 
…………………………………………………………………………………………………………………………………… 

References 
7.   NEW DRIVERS ONLY   If applying for your FIRST private hire or hackney carriage driver licence with this 
borough, please supply the names and addresses of  two persons that the Council can contact for a reference.   
One must be your last or current employer and the other should have known you for at least three years.   These 
people must not be taxi or private hire related, a relative or proposed taxi or private hire employer.  
a)     Last or current employer.     Name 
 
Address and telephone number 
……………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………
…………………………………………………………………Tel. no. ……………………………………………………… 
b)     Personal reference.     Name 
 
Address and telephone number 
……………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………
………………………………………………………………………Tel. no.…………………………………………..……… 

VEHICLE DETAILS 
 
8.   Make and model …………………………………………….…………………………………………………....             
 
Colour…………………………………Registration number ……………………………………………….………      
 
Last five numerals of chassis or VIN number ……………………………………………………………………………… 
 
Engine capacity …………………………………cc                   PETROL  /  DIESEL 
 
Year of first registration ……………….……………… (MAX 7/10 YEARS)    Passenger seating capacity …...…… 
 
9.   Are you the sole proprietor of the vehicle?                *YES  /  NO 
 
10.   If NO, state full names and addresses of the other persons who are proprietors of the vehicle, or are 
concerned in the keeping, employing or letting on hire of the vehicle.   Continue on page 4 if necessary. 
 
Surname …………………………………………………… Forename (s) ………….……………………………………... 

Address …….………………………………………………………………………………………………………………..…. 

…………………………………………………………………………………………………………………………………… 

Postcode ………………………………………  Telephone number ………………………………………………………. 
 
Nature of interest …………………………………………………………………………………………………..……..…… 

PRIVATE HIRE OPERATOR APPLICATION 
11.   (a)  If applying for a private hire operator licence ONLY         

Name of company  ………………………………..………………………………………………………………………….. 

Show details of address of operator, if different to 1 above.         

Address ……………………………………………………………………………………………………..………………… 

…………………………………………………………………………………………………………………..……………… 

Tel. No. …………………………………….……………Fax no. …………………………………………..………………. 

E-mail address ……………………………………………………………………………………………..………………… 

(b)     If the applicant is part of any partnership or limited company please show the following details of 
each company.   (Continue on page 4 or on a separate sheet if necessary.) 
 
Company trading name ……………………………………………………………………….……………………………… 
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Address of company  …………………………………………………………………………………………………………. 
(if different from above) 
…………………………………………………………………………………………………………………………………… 

Postcode………………………………………….. Telephone number…………………………………………………….. 

 (c)    If the applicant is a partnership or limited company, please supply the full names and addresses of all 
partners or directors and secretary.  Continue on page 4 or a separate sheet if necessary. 
 
Full name ………………………………………………………………………………………………………………………. 

Address  …………………………………………………………………………………………………………..………….… 

…………………………………………………………………………………………………………………………………… 

Date of birth ………………………………………  Place of birth …………………………………………………………. 

(d)   Has the applicant, and in the case of a partnership or limited company, a partner or director, ever applied for 
a private hire operator licence with this or any other council or licensing authority previously?    * YES  /  NO 
 
(e)     If YES, give full details, including local authority, dates, and outcome of application together with operating 
dates if applicable and details of any suspension or revocation.  Continue on page 4 or further sheet.  
……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………… 

(f)     Has any person listed in items 1 or 11 c)  above ever been refused a hackney carriage driver or vehicle 
licence, private hire driver or vehicle licence, a private hire operators licence or had a licence as described 
revoked or suspended?    * YES / NO 
If YES, give full details of the council and dates, type of licence.  
……………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………… 

(g)     What trade, business or profession has each person named in items 1 or 11 c) above carried on over 5 
years prior to applying for this licence and where?   (Continue on page 4 or on a separate sheet if necessary.) 
………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………… 
(h)   How many private hire vehicles do you intend to operate from your base?         ………………………………… 
 
(i)    Have there ever been any convictions in relation to any offences recorded against your company?   
        *  YES / NO 
If YES, please supply full details, including dates, place and offence(s) continuing on page 4 if necessary.   
……………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………… 

DECLARATION 
 

PLEASE NOTE THAT, UNDER LEGISLATION, YOU ARE NOT PERMITTED TO DRIVE A 
PRIVATE HIRE VEHICLE FOR A SPELTHORNE OPERATOR, OR A HACKNEY CARRIAGE, 
UNTIL YOU ARE ISSUED WITH THE RELEVANT SPELTHORNE DRIVER LICENCE. 
   
I declare to the best of my knowledge the details given on this document are correct and if a licence is 
granted that I undertake to comply with the conditions attached.    
 
PLEASE NOTE – This Council may be required under part IV of the Data Protection Act 1998 to pass information 
to other Government agencies to assist in the prevention and detection of fraud and crime.   
 
(APPLICANTS ARE ADVISED THAT TO MAKE KNOWINGLY OR RECKLESSLY, A FALSE STATEMENT OR 
OMIT ANY INFORMATION FROM THIS APPLICATION, IS A CRIMINAL OFFENCE AND COULD RENDER 
THEM LIABLE TO PROSECUTION.) 
 
Signature …………………………………………………………………..….  Date ……………………………………….. 
If signing on behalf of a partnership or limited company, please state in what capacity. 
 
THIS COUNCIL IS SOMETIMES ASKED BY THIRD PARTIES FOR DETAILS OF DRIVERS AND VEHICLES 
IN ORDER TO SEND THEM INFORMATION ON TAXI AND PRIVATE HIRE RELATED PRODUCTS.   IF YOU 
DO WISH THE COUNCIL TO FORWARD YOUR DETAILS IF REQUESTED, PLEASE PUT A CROSS IN THIS 
BOX.   

P.T.O. 
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ON COMPLETION OF THIS DOCUMENT, PLEASE CONTACT THE OFFICE BELOW TO 
ARRANGE FOR YOUR APPLICATION TO BE SUBMITTED, BRINGING WITH YOU THE 
INDICATED DOCUMENTS (ORIGINAL DOCUMENTS ONLY, NO PHOTOCOPIES). 
 
Licensing Department,  
Environmental Health and Building Control,  
Spelthorne Borough Council,  
Council Offices,  
Knowle Green, Staines, TW18 1XB.     01784 444202 
 
NEW DRIVERS;   
i) Form E  Completed medical document.  
ii) Form H  Statutory Declaration form of any previous convictions document duly sworn 

before a Solicitor / Commissioner of Oaths.   
iii) Form L  Together with a cheque for the appropriate fee(s) as indicated made payable to 

‘Spelthorne Borough Council’. 
iv) Your birth certificate or passport,  
v) Your driving licence, with counterpart where applicable, 
vi) A recent utility bill for the address shown on page 1 
vii) Four passport size photographs (white background, without sunglasses), 
 
RENEWAL DRIVER LICENCES 
i) DVLA driving licence.  If photocard licence, bring counterpart. 
NOTE: - If the address on your driving licence is NOT your current address, you must bring with you a 
utility bill or similar official document showing details of your correct address. 
 
VEHICLES; 
i) Vehicle registration document (form V5) 
ii) Certificate of insurance 
iii) If the vehicle is over 1 year old from the date of first registration with DVLA or construction, 

whichever is the sooner, an MoT certificate 
 
PRIVATE HIRE OPERATOR; 
i) Form H     Statutory Declaration document of any previous criminal or motoring convictions 

duly sworn before a Solicitor / Commissioner of Oaths. 
 
 
PLEASE CONTINUE ON A SEPARATE SHEET IF NECESSARY 
 
 
  




