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Licensing Team 
Business & Consumer Protection 

Place Directorate:  Homes & Communities 
Email:  taxis@shropshire.gov.uk 

Tel:  0345 678 9046 
Web:  www.shropshire.gov.uk 

Hackney Carriage/Private Hire Driver’s Licence  
New Application Procedure/Guidance Notes 

It is your responsibility to read the relevant parts of the full Hackney Carriage and Private 
Hire Licensing Policy 2023-2027 before applying for a licence to ensure that you meet the 
criteria which came into effect on the 1st April 2023.  This document is available to view at 
www.shropshire.gov.uk/licensing. 
 

• In order for your application to be accepted you must ensure you send in the following 
information: 

- Completed application form (Please note all fields must be completed, including an 
email address as the Licensing Team will forward correspondence via email.  Email 
correspondence from the Licensing Team will be sent from taxis@shropshire.gov.uk.  
Therefore, you are advised to add this email address to your contacts.) 

- Completed Five Year Address History Form  

- Completed DVLA Mandate Form 

- One passport sized photograph taken within the last 3 months that shows a true 
likeness 

- A copy of the receipt for payment of the application fee.  A full list of the fees is 
included within this application pack and is also available at www.shropshire.gov.uk.  
Payments can be made online at https://www.shropshire.gov.uk/pay/   

(Please note that if you are providing a copy of a Disclosure and Barring Service 
(DBS) certificate, that meets all criteria listed below, please pay the new application 
fee which excludes the DBS) 

- On initial application the Council will accept an Enhanced Disclosure and Barring 
Service (DBS) certificate issued as part of an application made through a separate 
organisation, providing: 

• it is to the same standard 

• the original DBS certificate is presented to the Council 

• the applicant has subscribed to the DBS Update Service 

• the applicant has authorised the Council to access the relevant online 
record 

 

• Before your application can be determined, you will also need to submit a group 2 medical 
form completed by your own GP or a doctor who has had full access to your medical 
records.  A blank group 2 medical form will be forwarded to you by email for you to take to 
your medical examination appointment. 

 
 
 

mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
http://www.shropshire.gov.uk/licensing
mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
https://www.shropshire.gov.uk/pay/
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If any part of the application form is incomplete, or if the fee or other relevant 
information/supporting documentation is not provided, the applicant will be requested to 
provide the missing information/documentation and informed that the application will not 
be processed until such time as all the information/documentation is provided.  If the 
applicant fails to provide all the information to complete the application, the application 
will be rejected. 

 

• Once your application has been validated and accepted, the Licensing Team will contact 
you by email detailing: 

 
- How to complete a Disclosure and Barring Service (DBS) check - as part of this 

process you will receive an email from noreply@employmentcheck.org.uk which will 
contain access details for our online system to enable you to complete your DBS 
application online and submit it electronically 

- How to complete a right to work check - your right to work in the UK will be checked 
as part of your licence application, this could include the Licensing Team checking 
your immigration status with the Home Office 

- How and when to attend the driver awareness course which includes the knowledge 
test 

- When and where to attend for your road safety and ability test (driving assessment) 
appointment  

- How and when to attend the safeguarding and disability awareness training 

 

• In addition, the Licensing Team will:  
 

- Make enquiries through the Councils adults and children’s social care teams, West 
Mercia Police (or other relevant force), other local authorities and any other 
organisation, agency or person that the Council has deemed appropriate to seek 
information from 

- Complete an online DVLA driving licence check 

- If applicable, complete an online tax registration check  

- Make enquiries through the national register for hackney carriage and private hire 
licence revocations, refusals and suspensions (NR3S) 

- Where applicable, complete an online DBS Update Service check 

- Where applicable, complete an online tax registration check 

 
Once all the checks have been completed and the results received, providing Officers are 
satisfied that an applicant is a ‘fit and proper’ person, applying the Council’s policy, a licence will 
be granted.  In all other cases, the application will be referred to the Licensing Panel for 
determination.  You will be notified in writing if your application is to be determined by the 
Licensing Panel. 

 
Please note:  Applicants are advised that it is a requirement of the Councils application process 
that the applicant must subscribe to the DBS Update Service within 30 calendar days of the 
DBS certificate being issued.  Information on how to subscribe to the DBS Update Service can 
be found on the GOV.UK website at https://www.gov.uk/government/organisations/disclosure-
and-barring-service/about  
  

mailto:noreply@employmentcheck.org.uk
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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Hackney Carriage and Private Hire Vehicle, Driver and Operator Fees 2024/25 
 

Licence Type  Current Fee (£)  

Drivers  

Driver’s Joint Badge – New Application (includes DBS, DVLA, first knowledge test, 
first driver assessment and safeguarding awareness course) 

317.00 

Driver’s Joint Badge – New Application (includes DVLA, first knowledge test, first 
driver assessment and safeguarding awareness course, excludes DBS) 

260.00 

Driver’s Joint Badge – Renewal Application (includes DVLA and safeguarding 
awareness course, excludes DBS) 

219.00 

Driver’s Joint Badge – Renewal Application (includes DBS, DVLA and 
safeguarding awareness course) 

273.00 

Driver's Knowledge Test - Resit  52.00 

Driver’s Knowledge Test 59.00 

Driver Assessment   70.00 

Safeguarding Awareness Course 48.00 

Additional DBS 59.00 

Driver Badge Replacement following damage or loss 45.00 
  

Vehicles  

Standard Private Hire Vehicle - New  203.00 

Standard Private Hire Vehicle - Renewal  209.00 

Standard Private Hire Vehicle - Licence Transfer   203.00 

Standard Private Hire Vehicle - Licensee Transfer   98.00 

Executive Private Hire Vehicle - New 195.00 

Executive Private Hire Vehicle - Renewal 213.00 

Executive Private Hire Vehicle – Licence Transfer 195.00 

Executive Private Hire Vehicle – Licensee Transfer 98.00 

Novelty Private Hire Vehicle - New 190.00 

Novelty Private Hire Vehicle - Renewal 201.00 

Novelty Private Hire Vehicle – Licence Transfer 186.00 

Novelty Private Hire Vehicle – Licensee Transfer 98.00 

Hackney Carriage Vehicle - New  193.00 

Hackney Carriage Vehicle - Renewal  194.00 

Hackney Carriage Vehicle - Licence Transfer   194.00 

Hackney Carriage Vehicle - Licensee Transfer   98.00 

Exterior plate replacement following damage or loss  45.00 

Internal plate replacement following damage or loss  45.00 

Fare Card replacement following damage or loss  3.00 

Private Hire Door Signs (pair)  45.00 

Additional plate for a trailer 45.00 
  

Private Hire Operators – New Application   

Private Hire Operator – up to and including 30 vehicles and one base 328.00 

Private Hire Operator – 31 vehicles and more and/or more than one base 874.00 
  

Private Hire Operators – Renewal Application  

Private Hire Operator – up to and including 30 vehicles and one base 371.00 

Private Hire Operator – 31 vehicles and more and/or more than one base 851.00 
  

Additional Administrative Charges   

Licence holder change of details (e.g. change of residential address/other minor 
changes) 

26.00 
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Licensing Team 
Business & Consumer Protection 

Place Directorate:  Homes & Communities 
Email:  taxis@shropshire.gov.uk 

Tel:  0345 678 9046 
Web:  www.shropshire.gov.uk  

 

Driver Licence - Advice for Applicants 
 
Shropshire Council can accept applications for drivers’ licences from any area, however before 
a person applies they need to consider where they will be primarily working. 
 
If, once a driver’s licence has been granted, it is the intention to apply for a hackney carriage 
vehicle licence, our hackney carriage vehicle application form asks the following: 
 

“Please indicate the geographical area you will primarily work from and the 
amount of time spent working there” 

 
Where a person indicates that a vehicle will be used outside the administrative area of 
Shropshire Council, the application will be considered by the Council’s Licensing Panel.  The 
Panel Members will decide whether the Council can reasonably fulfil its obligations to enforce.  
It may be that if the area is some distance away, the licence will not be granted. 
 
Applicants should consider the possibility of not being able to licence their vehicle before going 
to the expense of licensing as a Shropshire Council hackney carriage/private hire driver as no 
refunds can be given after a licence has been granted. 
 
Our Licensing Panel meet once a month, therefore applicants may need to wait for up to a 
month before an application for a vehicle licence is determined. 
  

mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
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Licensing Team 
Business & Consumer Protection 

Place Directorate:  Homes & Communities 
Email:  taxis@shropshire.gov.uk 

Tel:  0345 678 9046 
Web:  www.shropshire.gov.uk 

 

Application for a Hackney Carriage/Private Hire  
Driver’s Licence 

To assist you in completing this application form please read the guidance notes provided 
Local Government (Miscellaneous Provisions) Act 1976 

Town Police Clauses Act 1847 
 

1. Applicants Details: 
(Please complete all fields) 

Title (delete as appropriate):  Mr/Mrs/Miss/Ms/Mx/Other:  

Surname: 

Forenames: 

Address: 

 

 

Postcode: 

Email address: (the licensing team will forward 
correspondence via email – failure to provide an email 
address may result in a delay in the application process) 

                           

Telephone number: 

Mobile number: 
   

2. National Insurance 
Number 

 

   

3. Date of Birth  

   

4. Place of Birth  
(Please state town and country) 

 

   

5. Right to Work in the UK: 
(You must provide proof of your 
right to work in the UK) 

How many years have you been resident in the UK?  ________ 

Do you hold a valid passport?  Yes   No  

Which country was your passport issued by?  ______________ 

Do you have the right to work in the UK? Yes   No  
   

6. DVLA or Other Relevant 
Driving Licence Details: 

How many years have you held a full driving licence? 
(This can be found on the reverse of the card part of DVLA issued licences by 
checking the Valid From date of Category B on your licence) 

 

  

mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
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7. Online DVLA check code 
(You are required to provide a 
DVLA check code to allow 
Shropshire Council to undertake a 
check of your DVLA driving 
licence) 

Please note the DVLA check code is case sensitive, therefore, 
please provide clearly and exactly as shown on the website: 

 

 

For further details on creating a check code please visit 
https://www.gov.uk/view-driving-licence. 
Please note the check code will only remain valid for 21 days, 
therefore, please forward your completed application to the 
Licensing Team as soon as possible 

   

8. Have you ever held a 
Hackney Carriage/Private 
Hire driver licence issued 
by any Local Authority 
(including Shropshire 
Council)? 

Yes   No   

If no, please go to question 10 

If yes, please give details of the Local Authority: 

Local Authority Licence 
Number 

Dates licence was 
held 

   

   

Please continue on a blank sheet if required. 

   

9. Have you ever been 
refused / revoked / 
suspended or received a 
written warning as a 
hackney carriage / private 
hire driver by any Local 
Authority (including 
Shropshire Council)  

and/or  

had a licence lapse whilst 
licensed by any Local 
Authority (including 
Shropshire Council)? 

Refused: Yes   No  

Revoked: Yes   No  

Suspended: Yes   No  

Written Warning: Yes   No  

Lapsed Yes   No  

 

If yes, please provide details in the table below.  Please continue on a blank sheet if required. 

 Refused / Revoked / 
Suspended / Written 
Warning / Lapsed 

Local Authority Date Reason for refusal / revocation / 
suspension / written warning / 
lapse 

 
 

   

 
 

   

   

  

https://www.gov.uk/view-driving-licence
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10. Tax Registration Check: 
(You are required to provide a tax 
check code if you already hold a 
valid hackney carriage or private 
hire drivers licence with another 
authority, or, you held a hackney 
carriage or private hire drivers 
licence that ceased to be valid less 
than a year ago) 

If applicable, please provide your 9-character online tax check 
code.  Please note the check code is case sensitive, therefore, 
please provide exactly as shown on the gov.uk website: 

 

 

For further details on obtaining a code please visit 
https://www.gov.uk/guidance/changes-for-taxi-private-hire-or-
scrap-metal-licence-applications-from-april-2022 

  

11. Details of Previous 
Convictions.   
Have you ever:   

(All previous unprotected 
convictions, unprotected cautions, 
unprotected warnings, driving 
endorsements, fixed penalty 
notices and community resolutions 

must be disclosed to the Council.   
Please ensure that you answer all 
the questions accurately.   
For further Guidance see 
Appendix I of the Hackney 
Carriage and Private Hire 
Licensing Policy 2023-2027) 

Been convicted of any offences 
(including driving / motoring offences) 

Yes   No  

Been cautioned for any offences 
(including driving / motoring offences) 

Yes   No  

Received warnings for any offences 
(including driving / motoring offences) 

Yes   No  

Received any driving endorsements, 
including period of disqualification, for 
any offences 

Yes   No  

Received fixed penalty notices or 
community resolutions for any offences 
(including driving / motoring offences) 

Yes   No  

  
 

If yes, please provide details in the table below.  Please continue on a blank sheet if required. 
 Date of Conviction / 

Caution / Warning / 
Driving Endorsement / 
Fixed Penalty etc. 

Date of Offence Offence Sentence 

  
 

   

  
 

   

  
 

   

  
 

   

  
 

   

   

   

12. Are you currently subject 
of an outstanding charge 
or summons or currently 
awaiting trial? 

Yes   No   

If yes, please provide details: 

 

  

https://www.gov.uk/guidance/changes-for-taxi-private-hire-or-scrap-metal-licence-applications-from-april-2022
https://www.gov.uk/guidance/changes-for-taxi-private-hire-or-scrap-metal-licence-applications-from-april-2022
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13. To be completed by the 
Private Hire Operator / 
Prospective Employer (if 
applicable) 

(Please note:  
Operators/prospective employers 
must take into account sections 
3f.48 to 3f.59 of the Councils 
Hackney Carriage and Private Hire 
Licensing Policy 2023-2027 before 
answering the following questions) 

(a) Have you satisfied yourself that the applicant is a fit and 
proper person to be employed in this capacity applying the 
Councils Hackney Carriage and Private Hire Licensing Policy 
2023-2027?     Yes   No  

(b) Have you satisfied yourself that the applicant has a good 
knowledge of the area?   Yes   No  

(c) Have you informed the applicant of the basics of the law 
relating to the service?   Yes   No  

(d) Have you confirmed that the applicant has the Right to Work 
in the UK?      Yes   No  

   

  Signature of Operator / 
Prospective Employer: 

 

 

   

  Printed Name:  

   

  Name of Company:  

   

  Address including 
postcode: 

 

 

   

  Date:  

   

   

14. Correspondence details: 
(eg agent or if you prefer 
Shropshire Council to contact you 
via your proposed 
operator/employer) 

Would you prefer Shropshire Council to contact you through your 
Operator or Agent regarding this application? 
(eg to arrange appointments or general queries) 

 Yes    No  

 

Do you give consent for Shropshire Council to discuss the details 
of your application with your Operator or Agent? 
(eg to provide an update on what is required to complete the application process) 

 Yes    No  

  If yes, please provide details below: 

  Title (delete as appropriate):  Mr/Mrs/Miss/Ms/Mx/Other:  

Surname: 

Forenames: 

Address: 

Postcode: 

Email address: (the licensing team will forward correspondence via 
email as the preferred method of contact) 
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Please note:  if any part of the application form is incomplete, or the fee not paid, or other 
relevant information/supporting documentation is not provided, your application will not 
be processed until such time as all the information/documentation is provided.  If you fail 
to provide all the information to complete the application, the application will be rejected. 

Please tick  Yes 

 • I have enclosed a fully completed application form, which includes an 
email address 

 

 • I have enclosed a completed five year address history form  

 • I have enclosed a completed DVLA mandate  

 • I have enclosed a copy of the receipt for the fee paid  

 • I have enclosed a colour passport sized photograph taken within the last 
3 months 

 

 • I understand that if I do not comply with the above requirements my 
application will not be processed and may be rejected 

 

 
 

Data Protection 
The information provided will be used in the process of considering the application and may be 
sent to authorised bodies including Police, Benefits, Councillors, Inland Revenue, other local 
authorities. 
 

Please be aware that 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. 
 

Shropshire Council is under a duty to protect the Public Funds that we handle and to this end 
we may share your information internally or with other organisations for the prevention and 
detection of a crime or any matters connected to a breach of Shropshire Councils Licensing 
Policy.  We will not transfer your personal data outside the European Economic Area or disclose 
it to any third party other than for the purposes outlined. 
 

Authorisation and Declaration of Applicant 
I, the undersigned, hereby give permission for Shropshire Council to be given information 
regarding myself to assist them in making a determination on my application under the relevant 
Acts. 
 

I give permission for enquiries to be made with relevant police forces, other local authorities or 
any other agencies that the Council may deem appropriate in order to determine my application.  
These enquiries will include requests to Children’s and Adult’s Social Care regarding 
safeguarding information and requests to the Councils Passenger Transport Commissioning 
Group regarding passenger/schools contracts. 
 

I am aware that my right to work in the UK will be checked as part of the application, which may 
include sharing information with the Home Office in order to check my immigration status.  I am 
aware that where I have shared my immigration status using the Home Office online checking 
service ‘prove your right to work to an employer’ the ‘profile’ page confirming my right to work 
will be copied and retained by the Council.  Where a manual check is carried out, I am aware 
that a copy of any document provided will be retained by the Council.  I am aware that if there 
are restrictions on the length of time I may work in the UK, my licence (if granted) will not be 
issued for any longer than this period.  I understand that if I am later disqualified from holding a 
licence because I have not complied with the UK’s immigration laws, my licence will lapse and I 
must return it to Shropshire Council. 



 

2023-2027_HCPH Driver Licence New Application_V1.2 From 1st April 2024 

Page 10 of 15 

 

Applicants who do not need to complete a tax check must review the HMRC guidance about tax 
registration obligations, see below website for further information: 
 

• PAYE information:  www.gov.uk/income-tax/how-you-pay-income-tax 
• registering for Self Assessment:  www.gov.uk/register-for-self-assessment 
• Corporation Tax information:  www.gov.uk/corporation-tax 

 

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

I have read and understood the conditions of licence and will abide by them. 
 

I declare that the information I have supplied in this application is true, complete and accurate to 
the best of my knowledge. 
 

If any person knowingly or recklessly makes a false statement or omits any material 
particulars in giving information he/she shall be guilty of an offence.   
 

Applicant Signature:  

 

Date:  

 

Full name  

(In CAPITALS): 

 

 
 
 
  

http://www.gov.uk/income-tax/how-you-pay-income-tax
http://www.gov.uk/register-for-self-assessment
http://www.gov.uk/corporation-tax
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Licensing Team 
Business & Consumer Protection 

Place Directorate:  Homes & Communities 
Email:  taxis@shropshire.gov.uk 

Tel:  0345 678 9046 
Web:  www.shropshire.gov.uk 

Five Year Address History Form 
Please provide all addresses where you have lived in the past 5 years.  There must be no gaps in dates, 
however, overlapping dates are acceptable.  All fields must be completed for each address. 
 

Current address: 

Address:  
 

 
Town:  County:  
Postcode:  Country:  

Date from: 
(Month & Year) 

   

 

Previous addresses (start with the most recent): 

Address:  
 

 
Town:  County:  
Postcode:  Country:  

Date from: 
(Month & Year) 

 Date to: 
(Month & Year) 

 

 

Address:  
 

 
Town:  County:  
Postcode:  Country:  

Date from: 
(Month & Year) 

 Date to: 
(Month & Year) 

 

 

Address:  
 

 
Town:  County:  
Postcode:  Country:  

Date from: 
(Month & Year) 

 Date to: 
(Month & Year) 

 

If the space is not sufficient, please continue on a blank sheet 
 
  

mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
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Licensing Team 
Business & Consumer Protection 

Place Directorate:  Homes & Communities 
Email:  taxis@shropshire.gov.uk 

Tel:  0345 678 9046 
Web:  www.shropshire.gov.uk 

DBS Update Service Guidance notes 

What is the DBS Update Service? 
The DBS (Disclosure and Barring Service) Update Service is an online subscription service that 
lets you keep your enhanced DBS certificates up-to-date.  It also allows employers to check a 
certificate online, with your consent. 
 
You can use your certificate again when you apply for a position within the same workforce, 
where the same type and level of check is required. 
 
How do you access the Update Service? 
You need to register for the Update Service online at www.gov.uk/dbs-update-service 
 
How much does it cost to subscribe to the Update Service? 
It costs £13 per year and you can pay by debit or credit card. 
 
If you are in the process of getting an enhanced DBS check 
You will need your DBS application reference number which will be provided by the Licensing 
Team. 
 
If you already have an enhanced DBS certificate 
You will need your DBS certificate number.  You must register for the Update Service within 30 
days of the DBS certificate being issued. 
 
Joining online is quick and simple  
You will need to provide your:  

• name  

• gender  

• date of birth  

• email address  

• DBS application reference number or DBS certificate number  
 
Remember  
If you wait to join with your DBS certificate number you must register within 30 days of the DBS 
certificate issue date.  
 
Once you are in receipt of your DBS certificate, complete the consent form overleaf and return 
to the Licensing Team with a full copy of the DBS certificate used to register with the DBS 
Update Service. 
 
  

mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
http://www.gov.uk/dbs-update-service
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Licensing Team 
Business & Consumer Protection 

Place Directorate:  Homes & Communities 
Email:  taxis@shropshire.gov.uk 

Tel:  0345 678 9046 
Web:  www.shropshire.gov.uk 

DBS Update Service Consent Form 

 

Name (as it appears on the DBS 
certificate)  

DBS certificate number  

Date of birth  

Hackney carriage/private hire 
drivers licence number (where 
applicable) 

 

 
 
Authorisation and Declaration of Applicant 

Please tick  Yes 

I confirm that I have registered with the DBS Update Service 
 

 

I have enclosed a full copy of the DBS Certificate as listed in this consent 
 

 

I hereby give permission for Shropshire Council to carry out a DBS Update Service 
check and to receive up to date information in relation to the DBS certificate listed 
above 
 

 

I understand that if I wish to withdraw consent I must notify Shropshire Council in 
writing 
 

 

I declare that the information I have supplied in this consent form is true, complete 
and accurate to the best of my knowledge 
 

 

 
 

Applicant signature:  

 

Date:  

 

Full name  

(In CAPITALS): 

 

mailto:taxis@shropshire.gov.uk
http://www.shropshire.gov.uk/
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