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1. PURPOSE OF REPORT AND EXECUTIVE SUMMARY 
 
1.1 The process for grant and renewal applications for private hire (PHD) and 

hackney carriage (HCD) vehicle driver’s licences has been reviewed by officers. 
Sections specifically relating to the process for providing a Disclosure & Barring 
Service (DBS) enhanced certificate (criminal record check) and the issuing of 
licences on renewal require updating. This report will address making changes 
to how applicants apply for a DBS certificate and withdrawing the issuing of 
‘entitlement to drive’ letters to drivers on renewal of their licence. Officers 
believe that the combination of these two changes will result in streamlining 
of the application process.  

 
 
2. RECOMMENDED ACTION 
 
2.1 That Members approve the Options proposed at 4.2 below 
 
 
 
3. POLICY CONTEXT 
 
3.1.1 The draft Reading Borough Council ‘Hackney Carriage and Private Hire Policy’ 

details the processes regarding the issuing of all licences with respect to 
hackney carriages and private hire vehicles. Periodic revision of these policies 
is required in order to keep up to date with current technology and 
streamlining processes to benefit both the Council and the public.  
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4. THE PROPOSAL 
 
4.1 Current Position: 
 
4.1.1 The current process regarding DBS certificates and the renewal of licences 

have not been reviewed for some time. There have been advances in 
technology that now mean the issuing of DBS certificates can be done 
electronically rather than the time consuming paper application process 
currently used. The issuing of ‘entitlement to drive’ letters has not been 
reviewed and an alternative process can be used to speed up the renewal of 
PHD and HCD licences. The draft policy is attached in background papers. 

 
4.1.2 Officers have been working in consultation with hackney carriage and private 

hire trade to create a policy. The consultation was sent twice due to 
amendments made to the proposed changes, the consultation period was 
extended by seven days to allow sufficient time for responses to be received.  
One objection from Mr Manzoor Hussain of Yellow cars was received in respect 
of the changes proposed in 4.2 below and one response from an operator Mr 
Anthony Roe of 1st Class Travel who stated that he is happy with the changes. 
All correspondence in relation to the consultation can be found in background 
papers. 

 
4.1.3 The proposed policy sections are attached in background papers and below in 

4.2 explains the proposed changes and amendments and the reasons for them. 
 
 
4.2 Options Proposed 
 
4.2.1 Disclosure & Barring Service –  
 

The proposal is for applicants to sign up to the Disclosure & Barring Service 
(DBS) online update service. This is a service offered by DBS which allows the 
driver to keep their criminal record and barring checks up to date and prevent 
long delays when applying for the grant or renewal of a hackney carriage or 
private hire vehicle driver’s licence.  

 
 Current draft guidance 
 3.5.6 The Council is bound by the rules of confidentiality. The applicant for a 

DBS disclosure will be required to complete the DBS application form 
and forward it to the Council. The Council will verify the details on the 
form and send to Disclosure Barring Service for processing. The results 
of the DBS check will be sent to the applicant’s home address. The 
applicant is required to provide the DBS report to the Council as this 
report will form part of their application. 

 
 Proposed wording 
 In addition to the above the following to be added; 

3.5.7 The applicant is required to sign up to the DBS update service on 
receipt of the their new DBS certificate and pay any annual fees for the 
service as required for the duration of the time they hold a current 
private hire or hackney carriage vehicle driver’s licence. The Council 
will check the DBS certificate of the applicant using the update service 
for future renewals or as required. Once the applicant has signed up to 
the DBS update service, they will not be required to apply for a paper 
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DBS enhanced certificate as long as the status of the certificate does 
not change and they continue to pay the relevant annual fee to the 
Disclosure & Barring Service.  

 
With the current system drivers can be waiting for three months or more for a 
DBS check to be completed.  With the update service, records are checked by 
DBS every week and the certificate updated accordingly. The Licensing 
administration officers can then check the status of the driver’s certificate 
online negating the wait for a paper certificate to be issued.  

Driver’s licences are issued for three years and a valid certificate is required 
for every renewal. By signing up to the update service the driver will save £5 
in fees over the three years; a £39 cost of the annual update service over the 
three years as opposed to the £44 cost of a paper certificate every three years 
on renewal. The update service will mean that officers can check the status of 
the driver’s DBS certificate online, speeding up the application process and 
reducing officer time spent on processing the paper application forms.  
 
As long as there are no changes to the DBS certificate, and the driver 
continues to pay the £13 annual fee, they would not need to apply for another 
DBS certificate.  

Officers propose that this policy would be effective for all private hire and 
hackney carriage vehicle driver’s licence applications received from 01 June 
2018. 

 
How the update service works 
The driver will apply for a DBS check as usual (and pay the £44 fee). They 
then sign up to the update service by paying a £13 fee which is then renewed 
annually. The records are regularly checked by DBS for any new information 
since the certificate was last issued. For enhanced checks would be done on a 
weekly basis. If there is a change to the status of the certificate the driver 
will be informed by email. If there is a status change the driver would then 
need to apply for a DBS enhanced certificate in the usual way, thus incurring 
a £44 fee. The status will change if the following happens: 

For all DBS certificates: 
• new convictions, cautions, reprimands or warnings have been added 

to police records; or 
• an amendment has been made by the police to current convictions, 

cautions, warnings or reprimands. 
For enhanced DBS certificates: 
• as above plus any new, relevant police information. 
For enhanced certificates with a check against either of the barred 

lists: 
• as above plus if the person becomes barred for either/both barred 

lists. 
 

 
4.2.2 Renewal applications and ‘entitlement to drive’ letters –  
 
 Current guidance 

You should submit your renewal application at least six weeks before your 
licence runs out. A complete application is required before expiry of the 
current licence to be eligible for an entitlement to drive.  
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If you submit an incomplete application you may lose your entitlement to 
drive a licensed vehicle. 

 
In the last 12 months, officers have issued approximately 300 ‘entitlement to 
drive’ letters with some drivers requiring more than one letter before their 
application has been completed. This has cost implications regarding officer’s 
time to produce the letters along with those for printing and postage. These 
costs have been kept to a minimum by emailing the letters when possible. The 
administration cost of these letters was not taken into account when fees for 
driver’s badges were calculated. The proposal to change to issuing the licence 
will address the impacts the current policy has on officer time and associated 
cost implications.  

 
 Proposed wording  

3.10.6 An application for the renewal of a driver’s licence, including all 
relevant paperwork and associated fees, must be submitted a 
minimum of four weeks before the current licence expires. If the 
renewal application is received within this time the new three year 
licence will be issued on expiry of the current licence. If the driver is 
awaiting the outcome of a DBS check, DVLA check or visa status the 
licence will be issued with a covering letter informing the licence-
holder that the licence is issued subject to the satisfactory completion 
of the application process and that the licence may be suspended or 
revoked if they do not subsequently meet the expected criteria.  

 
3.10.7 Applications received less than four weeks before the expiry date may 

result in a licence not being issued due to insufficient administration 
time for the licence to be produced. The applicant will not hold a valid 
licence in order to continue to drive. A licence will be issued at the 
discretion of the Council and will be subject to reasonable 
administration timescales.   

 
Licensing officers propose that the full three year licence is issued on the date 
of renewal if all paperwork and fees have been paid a minimum of four weeks 
before the renewal date, even if DVLA, DBS or VISA status checks have not yet 
been completed. This would replace the current system of issuing ‘entitlement 
to drive’ (ETD) letters. The inclusion of a covering letter with the licence will 
inform the driver that they still need to meet the required standard and 
enforcement action will be taken should any issues arise during the application 
process. Officers are proposing that renewal applications are received a 
minimum of four weeks before expiry to ensure that the administration 
procedures surrounding applications can be completed and allow the licence to 
be produced before expiry.   
 
This policy is similar to that of a number of neighbouring Licensing Authorities. 
Officers contacted six Licensing Authorities to gauge what their policies were 
in relation to the renewal of driver’s licences. The Authorities that were 
consulted consisted of those neighbouring Reading Borough area as well as two 
others that have a similarly large number of driver’s licences that they have 
issued. This correspondence is attached in background papers. 
 
The four week processing period, together with the proposed changes to the 
system for checking DBS certificates proposed in 4.2.1 above, should result in 
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licences being issued with all the relevant checks completed. Officers are 
expecting that issuing a licence with a covering letter, as proposed above, to 
be an exception as opposed to the norm. 
 
 

5. CONTRIBUTION TO STRATEGIC AIMS 
 
5.1 The hackney carriage and private hire trade provides a valuable service to the 

public by being available to transport customers throughout the borough on a 
24-hour basis and to provide safe transport for the most vulnerable members 
of the community. The proposed changes will allow officers to ensure the most 
effective systems are in place to protect the public and maintain the Council’s 
high standards with regards to issuing hackney carriage and private hire 
vehicle driver’s licences.  

 
 
6. COMMUNITY ENGAGEMENT AND INFORMATION 
 
6.1 Regular monthly meetings with trade representatives and consultation on any 

changes to conditions, specifications and policy. 
 
 
7. EQUALITY IMPACT ASSESSMENT 
 
7.1 Under the Equality Act 2010, Section 149, a public authority must, in the exercise of 

its functions, have due regard to the need to— 
• eliminate discrimination, harassment, victimisation and any other conduct that is 

prohibited by or under this Act; 
• advance equality of opportunity between persons who share a relevant protected 

characteristic and persons who do not share it; 
• foster good relations between persons who share a relevant protected 

characteristic and persons who do not share it. 
 
7.2      An Equality Impact Assessment (EIA) is not relevant to the decisions made 

regarding the proposals in 4.2 above. 
 
 
8. LEGAL IMPLICATIONS 
 
8.1    Section 51 (1) Local Government (Miscellaneous Provisions) Act 1976 states; 

‘Subject to the provisions of this Part of this Act, a District Council shall, on 
the receipt of an application from any person for the grant to that person of a 
licence to driver private hire vehicles, grant to that person a driver’s licence: 
Provided that a district council shall not grant a licence –  

(a) unless they are satisfied that the applicant is a fit and proper person 
to hold a driver’s licence’.  

 
8.2 Section 51 (2) Local Government (Miscellaneous Provisions) Act 1976 states ‘a 

district council may attach to the grant of a licence under this section such 
conditions as they may consider reasonably necessary’. 
 

8.3 Section 52 (2) Local Government (Miscellaneous Provisions) Act 1976 states 
‘Any person aggrieved by –  
(1) the refusal of the district council to grant a driver’s licence under section 
51 of this Act; or  
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(2) any conditions attached to the grant of a drivers licence; may appeal to a 
magistrates’ court  

8.4 Section 51 (1) Local Government (Miscellaneous Provisions) Act 1976 states; 
(1)Notwithstanding anything in the Act of 1847 or in this Part of this Act, a 
district council may suspend or revoke or (on application therefor under 
section 46 of the Act of 1847 or section 51 of this Act, as the case may be) 
refuse to renew the licence of a driver of a hackney carriage or a private hire 
vehicle on any of the following grounds:—  

(a)that he has since the grant of the licence— 

(i)been convicted of an offence involving dishonesty, indecency or violence; or 

(ii)been convicted of an offence under or has failed to comply with the 
provisions of the Act of 1847 or of this Part of this Act; or  

(b)any other reasonable cause. 

(3)Any driver aggrieved by a decision of a district council under subsection (1) 
of this section may appeal to a magistrates’ court. 

9. FINANCIAL IMPLICATIONS

9.1  None. 

10. BACKGROUND PAPERS

i. Consultation notices
ii. Replies to consultation notices
iii. Correspondence with Authorities regarding renewal policies
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