
Private Hire Operator

Application for a Private Hire Operator’s Licence




Licensing Service
Block C
Staniforth Road Depot
Staniforth Road
Sheffield
S9 3HD

Visit our web pages: www.sheffield.gov.uk/licensing

Telephone: 0114 2734264

Or email us at: taxilicensing@sheffield.gov.uk 

Opening Times
Monday to Friday
10:00 to 16:00





















[image: /CDM JOBS/Sheffield City Council/01281 SCC Internal Tempates 2010/3 colour horiz logos crop.jpg]





Application Requirements

In making an application for a private hire operators licence, you will need to provide the following:

· Appropriate Fee
· Planning consent or information from planning that consent is not required
· Answers to the questions contained in this application form
· A DBS Basic Disclosure (if not already licensed) for all partners and directors associated with the company
· Right to Work Documents (if not already a licensed)
· Public Liability Insurance
· Information to confirm registration with the Information Commissioner’s Office
· Confirmation you are aware of HMRC guidance relating to tax registration obligations
· Proposed Operator Signage


Before making an application, please read the Private Hire Operator and Vehicle Licence Policy to ensure you fully understand the requirement of operating a private hire operator business in Sheffield. 

A copy of the policy can be found on the licensing website or by email request. 




















Applicant Details

If applying as a company, please list all directors and partners. Please note, all directors and/or partners must supply a Basic DBS Check.

	Company Name
	

	Company Number
	

	Address
	

	Postcode
	

	Telephone Number
	




	Full Name
	

	Date of Birth
	

	Address
	

	Postcode
	

	Telephone Number
	



	Full Name
	

	Date of Birth
	

	Address
	

	Postcode
	

	Telephone Number
	



	Full Name
	

	Date of Birth
	

	Address
	

	Postcode
	

	Telephone Number
	





Business Address and Operating Name

If the address you intend to operate from is different to that of your home address, please provide details below. 

	Address
	

	Postcode
	

	Telephone Number
	



Please provide the name you propose to use on your operating licence along with the telephone number/app.

	Operator Name
	

	Telephone Number/App Information
	



Number of Vehicles to be Operated

Please indicate the number of vehicles and the length of licence you wish to apply for.

	[bookmark: _Hlk124941082]1 Year
	0-50 Vehicles
	£563
	
	1 Year
	51+ Vehicles
	£670
	

	2 Years
	0-50 Vehicles
	£763
	
	2 Years
	51+ Vehicles
	£1070
	

	3 Years
	0-50 Vehicles
	£963
	
	3 Years
	51+ Vehicles
	£1470
	

	4 Year
	0-50 Vehicles
	£1163
	
	4 Year
	51+ Vehicles
	£1870
	

	5 Years
	0-50 Vehicles
	£1363
	
	5 Years
	51+ Vehicles
	£2270
	



Tax Registration

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.

You must read the HMRC guidance about tax registration obligations:

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

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

	Name
	

	Signature
	



Private Hire Operator Application Questions


Legislation and Policy

1.	Please outline the primary legislative requirements for an operator business. 

2.	Please outline the local primary policy requirements for an operator business. 

3.	Please confirm that you have read and understood all such legislation, local policies, and conditions in connection with operating a business. 

4.	How will you ensure that all drivers employed, used, or controlled by you observe obligations contained in their licence conditions and any other legislation relevant to the work of a private hire driver?

5.	How will you ensure that you comply with all the requirements of the Equality Act 2010?

6.	How will you promote public safety and ensure the safeguarding of children and vulnerable adults?

7.	Please state your insurance requirements and provide certificates of insurance taken out.

8.	Please supply a copy of your business plan for your proposed business as a private hire operator.

9.	Please detail in full the proposed customer care policy.


Partners, Directors and Employees

1.	What experience of the private hire trade do you have? Please include dates, types of experience and supporting written evidence?

2.	How will you ensure that you maintain a register of all staff that take bookings and/or are dispatching vehicles?

3.	How will you evidence that you have had sight of a Basic DBS Check for staff that take bookings and/or dispatch vehicles?

4.	Explain your policy on employing ex-offenders in booking and dispatch roles?

5.	How will you ensure that you inform the Licensing Authority within 72 hours of any person, company director, partner etc. named on the licence having received or having had imposed on them any:

· criminal convictions 
· cautions
· reprimands 
· warnings
· fixed penalty notices
· restorative justice disposals


Premises

1.	Please detail the premises you intend to use for accepting bookings as a private hire operator. You must include the full postcode, a copy of the planning permission permitting its use for private hire operator purposes; brief lease/rental details; room sizes etc.

Please note that an operator licence will only be granted to a premises in the district of Sheffield. 

2.	How will ensure that the premises from which you operate will conform to all legal requirements, including the Health Act 2006 and the Regulatory Reform (Fire Safety) Order 2005, and that Health and Safety at Work Regulations are adhered to?
	
Record and Acceptance of Bookings

1.	How will you ensure that you keep an accurate record of every booking undertaken? Booking information must include, as a minimum:

(i)	The full name of the passenger
(ii)	The time and date the booking was received and, if required, any subsequent cancellation
(iii)	The method by which the booking was received (e.g. telephone, email, electronic application etc.)  
(iv)	The name of the individual taking and the booking (or in the case of a computer system, the identity, including the site/location of where the booking was received)	
(v)	The name of the individual that dispatched the vehicle (or in the case of a computer system, the identity, including the site/location of where the booking was dispatched)
(vi)	The time and date of the journey
(vii)	The address/premises from which the journey will commence and the address/premises of the destination 
(viii)	The vehicle registration number and licence plate number of the hackney carriage or private hire vehicle that is to be used for the booking
(ix)	The name, licence number and call-sign of the driver to be used for the booking
(x)	Remarks, including details of any subcontracting to another licenced operator 

2.	How will you ensure that where bookings are subcontracted, you can evidence a record, including all information stated in question 2, as well as the time the job was sub-contracted and any additional contact information?

3.	How will you ensure that you only operate private hire and hackney carriage vehicles licensed by Sheffield City Council?

4.	How will you give information about fares to customers?

5.	On what basis will you establish the fares to be charged by drivers of private hire vehicles operated by you?

Details of Vehicles

1.	How will you ensure and what method will you use to ensure a detailed list is maintained of vehicles operated? This should include, as a minimum:	

(i)	The registration mark issued in respect of the vehicle under the Vehicles (Excise) Acts 
(ii)	A copy of the current private hire or hackney carriage vehicle licence as issued by the Licensing Authority
(iii)	A copy of the current insurance certificate for the vehicle, clearly stating the permitted drivers and permitted use of the vehicle 
(iv)	The date on which the vehicle commenced to be operated by the licensee
(v)	The date on which the vehicle ceased to be operated by the licensee
(vi)	Any radio/computer call-sign/number allocated to the vehicle by the licensee

2.	How will you ensure that you only operate vehicles licensed by Sheffield City Council?

3.	How will you ensure that all vehicles operated by you are displaying the correct signage?

4.	How do you intend to ensure that the driver of any private hire vehicle operated by you does not ply for hire without a licence?

5.	How do you intend to ensure that every vehicle operated by you is and remains insured?

6.	How do you intend to ensure that every vehicle operated by you is and remains safe?

7.	How do you intend to ensure that every vehicle operated by you is and remains clean and otherwise fit for public service?

Details of Drivers

1.	How will you ensure and what method will you use to ensure a detailed list is maintained of drivers? This should include, as a minimum:

(i)	The name, address, and date of birth of the driver of the vehicle
(ii)	A copy of the Hackney Carriage and Private Hire Driver’s Licence as issued by the Licensing Authority
(iii)	The date in which the driver commenced driving each vehicle
(iv)	The date on which the driver ceased driving each vehicle


2.	What steps will you take to ensure that drivers of vehicles employed, used or controlled by you observe and perform the conditions attached to their Hackney Carriage and Private Hire Driver’s Licence?

3.	What steps will you take to ensure that drivers employed, used, or controlled by you observe all statutory requirements, including road traffic regulations?

4.	How do you intend to ensure that every vehicle operated by you is and remains licenced?

5.	How do you intend to ensure that every driver of every vehicle operated by you is and remains licenced?

Complaints

1.	What method will you use to ensure that a register of complaints made by the public is maintained?

2.	How will you ensure that you inform the Licensing Authority in writing of a ‘specified complaint’ within 72 hours of receiving?

NB: A specified complaint is considered as any allegation of criminal behaviour whilst acting as a private hire or hackney carriage driver; these may include:

· Sexual misconduct, sexual harassment or inappropriate sexual attention
· Racist behaviour
· Violence
· Dishonesty
· Exploitation
· Discrimination
· Drugs offences
· Breaches of equality

3.	How will you ensure that you maintain a register of ‘low level complaints’ for inspection by the Licensing Authority? 

Low Level complaints are those that are indicative of a professional development need, of concealing some potential significant offending or allegations of unsafe behaviour. 

Complaints of this nature shall be kept for a minimum of 12 months.	

4.	How will you ensure that a customer can speak to a person in the event of a complaint or problem with the journey?

Data Protection 

1. Please supply a copy of your Privacy Policy. 

Further information and support on how to create a privacy policy, please visit https://ico.org.uk/for-organisations/advice-for-small-organisations/make-your-own-privacy-notice/ 

2.	How will you ensure that all booking records are retained for a minimum period of 12 months?

3.	What method will you use to retain booking records?

4. 	Please confirm if you intend to store  records electronically.

5.	How will you ensure driver records are retained for a minimum period of two years?

6.	What method will you use to retain driver records? 

7. 	What steps will you take to minimise the risk of any unauthorised access to personal data you store?

8. 	Please supply a copy of your lost property policy, outlining what actions you will take to assist in returning lost items to customers. 

	Privacy Notice

	

	How we will use your information

	The information provided to us will be used to help us process your application for a licence. 

Your personal data is processed under a contract to which you are party to through your application for a license (as per Article 6(1)(b) of the General Data Protection Regulation). In terms of special category data including criminal records or health information, your information is processed as it is necessary for the performance of a task carried out in the public interest (as per Article 9(2)(g) of the General Data Protection Regulation).

Your application will be processed in line with the following pieces of legislation and guidance:

•	Town Police Clauses Act 1847
•	Local Government (Miscellaneous Provisions) Act 1976


	Who we will share your information with

	
We may share your information with the following third parties, including:

· Driving and Vehicle Licensing Agency (DVLA)
· Disclosure and Barring Service (DBS)
· Taxi Plus
· Big Change App (Online applications)
· Home Office
· NR3 National Register of Taxi Licence Refusals and Revocations
· Department for Environment, Food and Rural Affairs (DEFRA)
· Other Licensing Authorities
· Other Council services
· Any other service/organisation as referenced in the Town Police Clauses Act 1847 and the Local Government (Miscellaneous Provisions) Act 1976
We are required to maintain and publish Public Registers, which includes data of licence holders. 
We will also share data with the Cabinet Office for the purposes of a data matching exercise called the National Fraud Initiative. The purpose of the exercise is to detect fraud and error. The Council is legally required to participate in this exercise.


	How long we will keep your information

	
The information you provide will be kept for the duration of your licence, plus six years, after which time it will be deleted. 

The information will be stored either in paper form and/or electronically on a secure council database.

In the event that your licence is revoked, or an application refused, information will be uploaded to the NR3 Register and the information kept for 11 years. 


	What are your rights

	
You have rights under Data Protection law. For further details about your rights, the contact details of our Data Protection Officer and your rights to make a complaint, please see our Data Protection web page:

https://www.sheffield.gov.uk/privacy

If you do not have access to the internet, please contact us and we will be able to provide paper versions of the information you require.





Signatures and Check List

I hereby make an application for a private hire operator’s licence. 

I have read the Private Hire Operator and Vehicle Policy and agree to comply as appropriate. 

I undertake that if a licence is granted to comply with any conditions attached to it. 

I understand that it is illegal to make a false statement or omit any important fact in making this application and declare that all the information given is true and accurate.

I authorise the Council to make such enquiries as it sees fit in relation to this application. 

Please ensure you have enclosed the following documents.

· Planning Consent, if required 
· Answers to the Private Hire Operator Questions
· DBS Basic Disclosure(s)
· Right to Work Documentation
· Public Liability Insurance Certificate
· Information Commissioners’ Office Registration 
· Confirmation you are aware of HMRC guidance relating to tax registration obligations
· A copy of the proposed operator signage








	Name
	

	Signature
	

	Date
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