
 

GUIDANCE NOTES FOR APPLICANTS APPLYING A FOR 
HACKNEY CARRIAGE / PRIVATE HIRE DRIVERS' LICENCE 

 
 
INTRODUCTION 
 
Applicants must be over 21 years of age and have held a full UK Driving Licence for at least 
12 months. We welcome applications from holders of an EU Driving Licence. However all EU 
Licence Holders will have to pass a UK Driving Test and obtain a UK Driving Licence within 3 
years of being resident in the UK. They must also be adjudged by the Council to be fit and 
proper persons to hold a licence. 
  
The Council determines all applications in accordance with the Town Police Clauses Act 1847 
and Part II of the Local Government (Miscellaneous Provisions) Act 1976. 
 
All applicants will be required to: 
  

 Undergo checks by the Disclosure and Barring Service (DBS) 

 Undergo a search on the taxi driver licence National Register for Revocation 
and Refusals (NR3) database1. 

 Undergo Disability and Safeguarding training.  
 
In addition to the above, New applicants will have to pass a Knowledge Test based on: 
 

 Local knowledge and a street/road name test 

 Hackney Carriage Bylaws / Private Hire Legislation 

 Driver’s Code of Conduct2 
 
IDENTIFICATION  
  
You must personally bring with you the following documents when you make your 
application (your application will not be accepted if it is incomplete): 
 

 Positive means of identification (i.e. passport) 

 Full UK Driving Licence 

 Proof of residence (i.e. a utilities bill or bank statement – but not a 
mobile phone bill) 

 Your National Insurance number 

 Documentary proof from the your Embassy or Consulate showing 
evidence of good character if you have been in the UK for less than five 
years 

                                                           
1 Full NR3 Details: www.corby.gov.uk/sites/default/files/NR3%20FAQs.pdf 
2 Code of Conduct: 
www.corby.gov.uk/sites/default/files/Driver%20Penalty%20Points%20Scheme%20v%20FINAL.pdf 



 Documentary proof of your right to work in the UK (in accordance with 
S.8 Asylum & Immigration Act 1996 

 The right fee for the DBS Check 

 Any other fees as directed where applicable 
 

The Council can accept cash, cheque, credit and debit cards. Failure to bring in ALL of 
these documents will mean your application cannot be processed. 
 
When submitting an application for a licence, you are required to declare any convictions or 
cautions you may have, both current and ‘spent’ under the Rehabilitation of Offenders Act 
1974. The information you give will be treated in confidence and will only be taken into account 
in relation to your application. 
 
You should be aware that the licensing authority is empowered in law to check with the police 
for the existence and content of any criminal record held in the name of an applicant. 
Information received from the police will be kept in strict confidence while the licensing process 
takes its course and will be retained for no longer than is necessary. The disclosure of a 
criminal record or other information will not debar you from gaining a licence unless the 
authority considers that the conviction renders you unsuitable. In making this decision the 
authority will consider the nature of the offence, how long ago, and what age you were when 
it was committed, and any other factors which may be relevant.  
 
If you should like to discuss what effect a conviction might have on your application, please 
telephone 01536 464067 in confidence, for advice. 
 
All applicants (other than renewals) will have to undertake a Knowledge Test, which consists 
of: 
 

 Reading instructions, and writing down your name, address and some other details.  

 Completing two question papers relating to taxi & private hire regulations, and testing 
your local knowledge of Corby Borough.  

 
The type of knowledge question and model answer for Hackney Carriage driver applicants 
can be found at: 
 
www.corby.gov.uk/sites/default/files/MODEL%20Q%20%20A%20-
%20HACKNEY%20DRIVERS.pdf 
 
The type of questions contained within the Private Hire driver applicant’s exam paper can be 
found at: 
 
www.corby.gov.uk/sites/default/files/MODEL%20Q%20%20A%20-
%20PRIVATE%20HIRE%20DRIVERS.pdf 
 
A Renewal application MUST be submitted at least ONE CALANDER MONTH BEFORE the 
licence expiry date to allow for the application to be processed. For example, if your licence 
runs out on 1st June you will need to submit your renewal by 1sy May.  
 
Any renewal application received after the current licence expiry date will be treated as 
a new application and the full new application process will need to be completed (e.g. 
knowledge test, disability awareness training, etc.) 
 
 



Before an application can be dealt with, you must arrange for a Group 2 medical examination 
to be carried out; this may be done by any doctor. They will need to examine you and complete 
a confidential medical questionnaire. It is your responsibility to arrange and pay for this 
examination, and to bring the completed form together with you when instructed to do so. 
However, if you can produce a medical certificate issued in the previous 12 months for a PSV 
or HGV licence, it will be accepted in lieu of this requirement. 
 
All questions on the application form must be fully completed in order to avoid any 
unnecessary delay in dealing with your application. 
 
The licence fee payable is set by the Council and may be revised from time to time. 
 
A Hackney Carriage/Private Hire driver's licence will remain in force until the expiry date stated 
on the licence, unless suspended or revoked by the Council; and is subject to the conditions 
set out below and the driver’s Code of Conduct. 
 
Any person aggrieved by the refusal of the Council to grant a licence, or by any conditions 
attached to it, may appeal to a Magistrates Court within 21 days of notification by the Council. 
 
 
 

CRITERIA TO BE USED WHEN DETERMINING WHETHER OR NOT TO 
GRANT, RENEW, SUSPEND OR REVOKE A PRIVATE HIRE VEHICLE OR 

HACKNEY CARRIAGE DRIVER’S LICENCE 
 
 
INTRODUCTION 
 
Applicants for Hackney Carriage and Private Hire Drivers licences should be aware that 

as a consequence of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) 

Order 2002 all applicants for a licence are excluded from the provisions of the 

Rehabilitation of Offenders Act 1974 in relation to spent convictions. 

 

For the purposes of licensing drivers there is no such thing as a spent conviction. All 

convictions and cautions including motoring convictions and fixed penalties must be 

declared.  

 

Corby Borough Council Licensing Authority will pay due care and attention to the 

principles of rehabilitation, so there are no unnecessary barriers to the employment of ex-

offenders. However, the Authority’s primary objective is ensuring that the public are safe 

and protected from criminal activity. 

 

Before the Licensing Authority makes any decision it will allow an opportunity for an 

applicant to make comment about any such convictions and cautions. 

 

The Licensing Authority may offer some discretion if the offence is isolated and there are 

mitigating circumstances. This will be only upon the Licensing Authority establishing the 

facts surrounding a unique case. Similarly, multiple offences or a series of offences over 

a period of time are likely to give greater cause for concern and may demonstrate a pattern 

of inappropriate behaviour which will be taken into account. 

 

 



It is the responsibility of each licence holder to inform the Licensing Authority of any 

conviction, caution or fixed penalty arising during the current term of the licence. If licence 

holders fail to inform the Licensing Authority of convictions, cautions or fixed penalty 

notices within 14 days of receiving them this failure will then be referred to the Licensing 

Panel for consideration. 

 
CONSIDERATION OF LICENCE APPLICATIONS 
 
All of the matters in this section will be determined by the Licensing Panel unless stated 
otherwise. If an officer is minded to refuse an application due to an applicant’s previous 
conviction(s) for any of the offence types below, it will be referred to the Licensing Panel for 
final determination 
 
DRIVERS - CONVICTIONS3 
 
As the criteria for determining whether an individual should be granted or retain a hackney 
carriage driver’s licence are identical to the criteria for a private hire driver’s licence, the two 
are considered together. 
 
Where an applicant has more than one conviction showing a pattern or tendency, irrespective 
of time since the convictions, serious consideration will be given as to whether they are a safe 
and suitable person. 
 
In relation to single convictions, the following time periods should elapse following completion 
of the sentence (or the date of conviction if a fine was imposed) before a licence will be 
granted. 
 
Crimes resulting in death or serious injury 
 
Where an applicant or licensee has been convicted of a crime which resulted in the death of 
another person or was intended to cause the death or serious injury of another person they 
will not be licensed. 
 
Exploitation 
 
Where an applicant or licensee has been convicted of a crime involving, related to, or has any 
connection with abuse, exploitation, use or treatment of another individual irrespective of 
whether the victim or victims were adults or children, they will not be licensed. This includes 
slavery, child sexual exploitation, grooming, psychological, emotional or financial abuse, but 
this is not an exhaustive list. 
 
Offences involving violence 
 
Where an applicant has a conviction for an offence of violence, or connected with any offence 
of violence, a licence will not be granted until at least 10 years have elapsed since the 
completion of any sentence imposed. 
 
Possession of a weapon 
 

                                                           
3 The full Criminal Convictions Policy is available here: 
www.corby.gov.uk/sites/default/files/Criminal%20Records%20Policy%202018.pdf 



Where an applicant has a conviction for possession of a weapon or any other weapon related 
offence, a licence will not be granted until at least 7 years have elapsed since the completion 
of any sentence imposed. 
 
Sex and indecency offences 
 
Where an applicant has a conviction for any offence involving or connected with illegal sexual 
activity or any form of indecency, a licence will not be granted. 
 
In addition to the above, the licensing authority will not grant a licence to any applicant who is 
currently on the Sex Offenders Register or on any ‘barred’ list. 
 
Dishonesty 
 
Where an applicant has a conviction for any offence of dishonesty, or any offence where 
dishonesty is an element of the offence, a licence will not be granted until at least 7 years have 
elapsed since the completion of any sentence imposed. 
 
Drugs 
 
Where an applicant has any conviction for, or related to, the supply of drugs, or possession 
with intent to supply or connected with possession with intent to supply, a licence will not be 
granted until at least 10 years have elapsed since the completion of any sentence imposed. 
 
Where an applicant has a conviction for possession of drugs, or related to the possession of 
drugs, a licence will not be granted until at least 5 years have elapsed since the completion of 
any sentence imposed. In these circumstances, any applicant will also have to undergo drugs 
testing at their own expense to demonstrate that they are not using controlled drugs. 
 
Discrimination 
 
Where an applicant has a conviction involving or connected with discrimination in any form, a 
licence will not be granted until at least 7 years have elapsed since the completion of any 
sentence imposed. 
 
Motoring convictions 
 
Hackney carriage and private hire drivers are professional drivers charged with the 
responsibility of carrying the public. Any motoring conviction demonstrates a lack of 
professionalism and will be considered seriously. It is accepted that offences can be 
committed unintentionally, and a single occurrence of a minor traffic offence would not prohibit 
the grant of a licence or may not result in action against an existing licence. Subsequent 
convictions reinforce the fact that the licensee does not take their professional responsibilities 
seriously and is therefore not a safe and suitable person to be granted or retain a licence. 
 
Drink driving/driving under the influence of drugs/using a hand‐held telephone or hand 
held device whilst driving 
 
Where an applicant has a conviction for drink driving or driving under the influence of drugs, 
a licence will not be granted until at least 7 years have elapsed since the completion of any 
sentence or driving ban imposed. In these circumstances, any applicant will also have to 
undergo drugs testing at their own expense to demonstrate that they are not using controlled 
drugs. 
 



Where an applicant has a conviction for using a held‐hand mobile telephone or a hand‐held 
device whilst driving, a licence will not be granted until at least 5 years have elapsed since the 
conviction or completion of any sentence or driving ban imposed, whichever is the later. 
 
Other motoring offences 
 
A minor traffic or vehicle related offence is one which does not involve loss of life, driving under 
the influence of drink or drugs, driving whilst using a mobile phone, and has not resulted in 
injury to any person or damage to any property (including vehicles). Where an applicant has 
7 or more points on their DVLA licence for minor traffic or similar offences, a licence will not 
be granted until at least 5 years have elapsed since the completion of any sentence imposed. 
 
 
A major traffic or vehicle related offence is one which is not covered above and also any 
offence which resulted in injury to any person or damage to any property (including vehicles). 
It also includes driving without insurance or any offence connected with motor insurance. 
Where an applicant has a conviction for a major traffic offence or similar offence, a licence will 
not be granted until at least 7 years have elapsed since the completion of any sentence 
imposed. 
 
Hackney carriage and private hire offences 
 
Where an applicant has a conviction for an offence concerned with or connected to hackney 
carriage or private hire activity (excluding vehicle use), a licence will not be granted until at 
least 7 years have elapsed since the completion of any sentence imposed. 
 
Vehicle use offences 
 
Where an applicant has a conviction for any offence which involved the use of a vehicle 
(including hackney carriages and private hire vehicles), a licence will not be granted until at 
least 7 years have elapsed since the completion of any sentence imposed. 
 
NOTE: 
 
Nothing in these criteria will remove the right to appeal to a Magistrates Court against 
the Council’s refusal to grant or renew a licence, or any decision to suspend or revoke 
a licence, or against any conditions which may have been imposed on any such licence 
by the local authority. Such appeal must be made within 21 days of the refusal or 
decision. 
 
Corby Borough Council as a Registered Body is bound by the Code of Practice governing use 
of disclosures obtained in relation to this or any application. 
 
The Code of Practice states that Disclosure information should only be used in the context of 
a policy on the recruitment of ex-offenders, designed to protect applicants from unfair 
discrimination on the basis of non-relevant past convictions. The DBS has developed a 
specimen policy on the recruitment of ex-offenders to help guide organisations. 
 
Storage of Disclosure information is also important. The Code of Practice requires that the 
information revealed is considered only for the purpose for which it was obtained. It should be 
destroyed after a suitable period has passed - usually not more than six months. 
 
 
 



Organisations must therefore use Disclosure information fairly, and ensure that it is handled 
and stored appropriately. They must also satisfy the DBS that they are complying with the 
Code of Practice, which means co-operating with requests from the DBS to undertake 
assurance checks, as well as reporting any suspected malpractice in relation to the Code or 
misuse of Disclosures. 
 
The DBS can refuse to issue the results of a DBS check if it suspects that the Code of Practice 
is not being adhered to. 
 
A copy of the Code of Practice may be obtained from: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach
ment_data/file/474742/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_1
5.pdf 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/474742/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_15.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/474742/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_15.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/474742/Code_of_Practice_for_Disclosure_and_Barring_Service_Nov_15.pdf


TABLE OF OFFENCES & ELAPSED TIME PERIODS AFTER CONVICTION BEFORE 
LICENCE WILL BE ISSUED 

 
 

                                                           
4 A major motoring offence which results in injury to any person or damage to any 
property (including vehicles). It includes driving without insurance or any offence 
connected with motor insurance.  
 
* Any applicant will also have to undergo drugs testing at their own expense to 
demonstrate that they are not using controlled drugs 
 

Offence Elapsed Time Period After 
Conviction Before Licence Will 

Be Issues 

Crimes resulting in death or serious 
Injury 

Never be Licenced 

Exploitation Never be Licenced 

Sexual and Indecency Offences Never be Licenced 

Violent Offences 10 Years 

Drugs – Supply 10 Years 

Possession of a Weapon 7 Years 

Dishonesty Offences 7 Years 

Discrimination 7 Years 

Major Traffic Offence4 7 Years 

Hackney Carriage & Private Hire 
Offences 

7 Years 

Use of Vehicle Offences 7 Years 

Driving Under the Influence of Drink or 
Drugs* 

7 Years 

Driving Using a Hand Held Mobile 
Device 

5 Years 

Drugs – Possession* 5 Years 

DVLA Licence with 7 or more points 5 Years  


