Taxi and Private Hire Licensing Team

Guidance to Becoming a Hackney Carriage or Private Hire Driver

PLEASE READ THIS DOCUMENT CAREFULLY AND RETAIN FOR REFERENCE
To drive a Hackney Carriage or Private Hire vehicle, by law, you require a licence issued by the local
Licensing Authority (the Council). This document will provide you with all the information you need
to know regarding the application process to become a licensed driver.

Please read carefully.

1.  Application Pack

The pack is available from the Council Licensing office or online at www.adur&worthing.gov.uk the
pack includes an Application Form, and Medical Form. A copy of the Taxi and Private Hire Handbook
is also available online. All applications have to include a Disclosure and Barring Service check
(formally CRB). For security reasons the guidance and application form for this can only be provided
directly from the council’s Taxi and Private Hire Licensing Office.

2.  Suitability
Before deciding to make an application you need to know if you are capable of meeting the criteria
to determine whether you may qualify to be a licensed driver.

a) Driving Licence - All applicants must have held a full UK or EU licence that is valid for the last
12 months before an application can be made. If you are the holder of an EU licence this must be
transferred to a UK licence before you submit your application.

b)  Fitness - You are required to provide a completed medical by your registered G.P this will be
checked to ensure that you comply with the council medical standards of DVLA group 2. Please note
that DVLA Group 2 standards are more stringent than those required for an ordinary DVLA driver
licence. Information on the DVLA Group 2 driver licence medical requirements can be found in the.
“At a Glance” leaflet at: www.dvla.gov.uk/medical. Alternatively, drivers can call the DVLA on 0870
240 0009. If in any further doubt, you should contact the council’s Licensing Unit for advice at your
earliest opportunity.

c) Proper -In order to determine that you are a proper person an Enhanced Disclosure and Barring
Service (DBS) check will be undertaken. Taxi licensing is exempt from the Rehabilitation of Offenders
Act. The council has an overriding obligation for public safety and has to determine whether an
applicant is a fit and proper person to hold a licence. As a result all applicants’ previous convictions
are considered. You must disclose on your application form all previous convictions, cautions,
ASBOs and fixed penalty notices whether or not they are spent. If you have previous convictions
they may, or may not, prevent you from being granted a licence, but if you have withheld information
this will adversely affect your application. You are strongly advised to make contact with the licensing
officer at Adur & Worthing Council Services for advice. If you have not been a citizen in the UK
for more than 5 years then you will be required to obtain a certificate of conduct from the
countries you have lived in during the five year period prior to your application.
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If you are unable to produce certificate(s) of conduct then your application will be deemed
incomplete. All relevant documentation must be submitted with your completed application.

d) Insurance - Please note vehicle insurance for Hackney Carriage or Private Hire Drivers can
be very expensive particularly if you are a younger driver (under 25) or if you have held a UK or EU
driver licence for less than three years. In some cases you may find it extremely difficult or too
expensive to get taxi driver insurance. If you are in either category; it is advisable to obtain the
relevant information before going any further with your application

3. Making your application.
Applications are only accepted via the Councils licensing portal which is accessible via the Councils
website of via the following link: https://envhealth.adur-worthing.gov.uk/
You will be required to make an account and select which type of licence you would like to apply for.
Please ensure that you select either Private Hire or Hackney Carriage Drivers Licence and please
ensure you select either Adur District or Worthing Borough. It is important that you select the correct
type of licence and authority.
Please ensure you submit the minimum requirements for an application. If you fail to reach the
minimum requirements your application will not be deemed to be duly made and will not be able to
progress therefore delaying your application. The minimum requirements for this type of application
include the following:

e Payment
Copy of Driving Licence to be uploaded - front and back
Passport Photo
Copy of right to work documents (eg.passport or right to work share code) to be uploaded
Copy of national insurance number to be uploaded
DVLA check code
If you have not been in the UK for 5 years then you will be required to provide certificate of
conduct for all countries lived in during the 5 years.

You should allow a minimum of 12 weeks to process your application. No knowledge test can
be taken unless all of the checks and requirements are completed satisfactorily.

4. After the initial application
Once your application has been submitted online via the portal, a member of the licensing team will
contact you to arrange the next steps and requirements.

If you are asked to upload further documents please log into the portal. Select ‘Licensing’ from the
Left hand menu. Then select ‘Licensing Home’. Under the heading, ‘Online Licence Submissions’,
find your application and under ‘Additional Actions’, use the drop down menu to select ‘Files’ and
upload the required documents.

If you are asked to send in an explanation for motoring or criminal convictions please log into the
portal. Select ‘Licensing’ from the Left hand menu. Then select ‘Licensing Home’. Under the heading,
‘Online Licence Submissions’, find your application and under ‘Additional Actions’, use the drop down
menu to select ‘Information’ from the drop down menu and type in your explanation here. Press Save
once complete.
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5. Disclosure and Barring Service (DBS)

You will be required to apply for an enhanced DBS check as part of your application. To apply, go to
https://www.taxiplus.co.uk, click on ’Start your DBS check’ and then select the correct authority (either
Adur District or Worthing Borough). You will be required to create an account and make a payment
of £75.49 direct to taxi plus. Follow the instructions via taxi plus to complete your application. You will
be required to upload photographs of your id documents to verify your identity. Once your application
is complete, your DBS certificate will be posted to your home address.

Please ensure you apply for your DBS certificate as soon as possible as the time frame for processing
can vary and can sometimes take several weeks. Your application will not be able to progress without
a valid DBS certificate. If you delay making the DBS application this may lead to delays with your
licence application.

Once you have received your certificate you can register for the DBS update service. This costs £16
per year and will keep your DBS certificate valid and current. Licence holders need to have a DBS
check every 6 months and the update service is the easiest and most cost effective way to allow for
these regular checks. If you choose not to register for the update service then you will be required to
apply for a new DBS check via taxi plus every 6 months. You can register for the update service here:
https://www.gov.uk/dbs-update-service.

Criminal convictions will not automatically bar an individual from holding a licence. All applications
are considered on their own merit. However, if you have a criminal record the matter will always be
referred to the authorised officer or the Licensing Committee for consideration. It is vital that
applicants have disclosed all convictions (spent or unspent). Information that has been withheld from
the application but subsequently comes to light on a DBS disclosure will adversely affect the
application. If you declare convictions on your application or they are disclosed on your DBS
certificate you will be required to submit a written explanation regarding the convictions to the
licensing office to accompany your application.

6. Medical

You must submit a medical report on the approved form issued and this must be completed and
signed by your own GP or GP practice. If the medical certificate you produce is not satisfactory in
any respect you may be required to submit to further medical examination either by a doctor elected
by the local authority or a medical specialist. In some cases this may delay your application and add
to your expense.

7. Driver Licence Check

The local authority must ensure that your licence is valid. To share your driving licence information,
you will need to provide a DVLA Licence ‘check code’. You can get a licence check code at
www.gov.uk/check-driving-information to share your driving licence information you will need

. your driving licence number

. your National Insurance Number

. The postcode on your driving licence

You MUST upload your code to the portal which will be valid for 21 days and is only valid for one
use. If there is evidence of any motoring offences the application will be referred to the authorised
officer (head of service) or the Licensing Committee for consideration as to the suitability of the
applicant. Information that has been withheld from the application, but subsequently comes to light
may adversely affect the application.
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8. Driving Standard Agency (DSA)

You will need to pass the DSA driving test before you can take your Knowledge Test. This test
must be booked through on of the following providers. Sussex Taxi Training - To book call or text
message 07787515964 during normal office hours or email sussextaxitraining@gmail.com. Or
alternatively Blue Lamp Trust at http://www.bltdrivertraining.co.uk/, or call 0333 4416 847. You
must provide the licensing office with a copy of the pass certificate as well as a copy of the test
sheet completed by the examiner.

9. Disability Awareness Training

You are required to complete and pass disability awareness training. This is an online

course, register at https://adurworthing.equo.training/index/signup

You will be prompted to create an account and will then be able to complete the training. There is a
charge for the training which is payable once you have created your account. The original pass
certificate must be seen by the licensing office.

10. Safeguarding Training

You are required to complete a Taxi Safeguarding course. This is an online classroom course with
the blue lamp trust which must be booked online by using the following link:
www.bltdrivertraining.co.uk Please ensure that you select the virtual classroom taxi
safeguarding training and not the other options that are available to you. The original pass
certificate must be seen by the licensing office.

11. Authorisation to Work in the UK & Points-Based System.

If you do not hold the correct UK passport you must also provide evidence that you are able to live
and work in the UK. Your right to live and work in the UK will be checked with the UK Border Agency.
You should note that if you are living in the UK as a holder of a student visa your application will be
refused a student is unable to work as a self-employed person. You can generate a right to work
share code by using the following link:

https://www.gov.uk/prove-right-to-work.

12. Tax Conditionality Check

You are required to be aware of your tax responsibilities as a self-employed taxi/private hire driver.
Once you have a taxi/private hire driver licence you will be required to generate a tax code every
time you renew your licence. You can access using the following link:
https://www.gov.uk/quidance/complete-a-tax-check-for-a-taxi-private-hire-or-scrap-metal-licence
HMRC has powers to obtain information from licensing authorities under Schedule 23 to Finance
Act 2011 (Data Gathering Powers) and Schedule 36 to Finance Act 2008 (Information and
Inspection Powers). These grant HMRC powers to obtain relevant information from third parties.
This includes licensing bodies being required to provide information about licence applicants.
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13. Written and spoken English

You must have an adequate knowledge of both written and spoken English.

All applicants including those who may be expected to speak English as a first language regardless
of their country of birth must undertake the Versant English Test.

Tests will be charged for. Cost for the Test is £565:00 make payment by calling the Taxi Licensing
Number and once you have paid for your test we will enrol you and send you an email to take the
Versant English Test.

Before starting the test

° Make sure you are in a quiet room with no distractions or background noise
° You must be alone in the room
° Any evidence of acting dishonestly may result in your licence application being refused.

Tips on taking the test

1. Ensure your headset is properly connected (to avoid static or technical issues).

2. Speak clearly at a normal volume (don't shout or whisper).

3. Speak at a normal speed (do not rush or speak extra slowly).

4, Try pronouncing words that you do not know but be aware you should not correct yourself.
5. Consider which words need to be stressed.

6. Pay attention to punctuation (e.g., commas, semi colons, and periods) as these will give
you clues for pauses in your speech.

7. Give a single response that shows your ability. You will not be able to re-record your
answer.

You can buy a practise English Language test directly from the Versant website. This can help you
if you're struggling to pass or if you'd like to do a practice before taking the real test.

14. Fees

The fee for the First Application is £148.00. This fee this includes the first knowledge test; you will
also need to pay £63.00 for the DBS application on receipt of your certificate you will be required to
register on the DBS update service at an annual cost of £13.00

Please note that any further knowledge tests are charged at £74.00

On successful completion of the application a process fee at the current rate will be payable to issue
your licence.


https://versantstore.pearson.com/

15. Knowledge Test

There are 2 tests Part one and Part two: Part one is a computerised test and you will get the result
at the end of your test. You must pass each section to obtain a pass. If you fail the results will tell you
which part(s) you didn’t score enough points on, so you can study further on those areas

° Knowledge Test Part one is multiple choice questions and which lasts 70 minutes
and must be taken by both Hackney Carriage and Private Hire applicants.

The Private Hire Test and Hackney Carriage test Part one

Test Part Pass Mark Points available

Roads for Private Hire 30 40

Roads for Hackney Carriage 36
Literacy

Numeracy

Disability & Equality Awareness
Customer service

Road Signs

Highway Code

Places of interest

Licence conditions/Byelaws
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e Knowledge Test Part two is taken by Hackney Carriage applicants only after part one
has been passed. The test is hand written and the time allowed is one hour. The
applicant will be given 10 route questions on 2 roads 1 called the pick-up and 2 the
destination. You must name each road that you would travel through between the 2
points; the test is to ensure you understand the
Shortest route that should be taken, the test includes 10 questions on the conditions of
licence and Byelaws. These are available on the council website

https://www.adur-worthing.gov.uk/media/Media,153752,smxx.pdf
https://www.adur-worthing.gov.uk/media/Media,153753,smxx.pdf

The Hackney Carriage test Part two

Test Part Pass Mark Points available
Routes 8 10
Licence conditions/Byelaws 8 10

10 working days must be allowed for the exam paper to be marked.

° The tests can only be booked when all your external checks and tests have been completed
satisfactorily.

° The test area will cover the area applied for on your application.

Adur boundaries are SEE ATTACHED SHEET
Worthing boundaries are SEE ATTACHED SHEET

I would advise you to purchase an up to date street map and or use on line mapping services.
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° You will be asked questions involving Public Houses, Clubs, Hotels, Schools, Guest
Houses, Public Buildings, Restaurants, Medical facilities this will be the postal address of the
premises. A roads list is not available and this information you will need to research.

° The test will include all types of roads. The test question will read “Which of these forms a
junction with” The correct answer is, to name and select one of the roads that adjoins it at either
end of the road named in the question, and only one out of the 4 answers is correct.

For example

Q: Which of these forms a junction with Sea Lane?

A: Mulberry Lane - Ashur’s Drive — llex Way — Jeffries Lane

Correct Answer: llex Way

Q: Which of these forms a junction with Shelley Road?
A: Shakespeare Road — Heene Road - Worsdworth Road — Alexander Terrace
Correct Answer: Heene Road

° If you have passed the Knowledge test with 36 out of 40 you can then apply for the part two
test.
° Please note you will be expected to pass your Knowledge test within 12 months of your

application, you may be required to re-submit a complete or partial new application after this time.

° It would also be advisable to read the Taxi and Private Handbook for the area of licence that
you are applying for you can find this at Adur and Worthing Council website https://www.adur-
worthing.gov.uk/licensing-and-permits/taxis/regulation-licensing-handbooks-legislation-
enforcement-complaints/

° On passing your Knowledge test you will be required to show your Driving licence and
verification code from the DVSA to the licensing officer. [f satisfactory — a fee at the current rate will
be payable before you are issued with a licence for three years.

° If you fail, you must book and take your full knowledge test and you will have to wait at least
2 weeks before resitting the test, the licensing office will provide you with the first available test date
after the 2 week period.
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ADVICE TO ALL KNOWLEDGE TEST CANDIDATES

1. You MUST be on time for your examination, entry after the start time will not be
allowed.
2. You MUST NOT become involved in any unfair or dishonest practice in any part of the

examination.
3. You MUST NOT:

° Sit in an examination in the name of another candidate

° Have in your possession any unauthorised material or equipment which might give
you an unfair advantage.

° Possession of a mobile phone or other unauthorised material will not be allowed in

the test centre, even if you do not intend to use it, and you will be subject to penalty and
possible disqualification.

° Do not get attention by Shouting out or clicking your fingers

° Do not read out aloud

4. You MUST not talk to, attempt to communicate or disturb other candidates once you
have started the examination.

5. You MUST follow the instructions of the invigilator.

6. If you require clarification then raise your hand and wait to speak to the invigilator

7. Do not ask the invigilator for the answer or to change your result from a fail to a pass,
as this may result in your application being refused.

8. Photography is not allowed

9. There is no parking on site. The nearest local car parks are in St Peters Place or

Brooklands Park.

The test centre is shared with other council services. Access to the building is via the
reception door on Commerce Way. No other access to the site is permitted.

Smoking on the premises is not permitted; this includes the car park.

When you have finished your test do not shout out or express emotion, respect that other

candidates are sitting the test.

You must leave the room quietly, call or email the office the next working day to discuss the
next stage of your application.

Failure to comply with these instructions may invalidate your application.

Vehicles

If you are thinking of buying a vehicle you need to ensure it will be suitable as a licensed vehicle. You
will find full details of vehicle specifications in the handbook on the Adur and Worthing Council website
as detailed above. Do not purchase a vehicle until you have checked that it is suitable to be licensed,
the council takes no responsibility if a vehicle is purchased incorrectly.

It is advisable not to purchase a vehicle until you have passed your Knowledge test and had your
licence issued.

If you have any questions then contact the licensing office at taxi.licensing@adur-worthing.gov.uk or
call 01273263144
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St. Richard’s Road
Eastbrook Road

St. Aubyn’s Crescent
Manor Hall Road
Mile Oak Road
Highdown

Southwick Hill Tunnel
Mill Hill

Steyning Road
Coombes Road

Titch Hill

Lambleys Lane
Upper Brighton Road
Loose Lane

St. Luke’s Lane

St. Paul’s Avenue

Western Road

ADUR BOUNDARY ROADS



Western Road
Willowbrook Road
Upper Brighton Road
Lambleys Lane
Findon Road
Storrington Rise
Bost Hill
Holneysuckle Lane
Cote Street
Highdown

Titnore Lane
Singleton Crescent
Glynde Avenue
Midhurst Drive
Amberley Drive

Marine Drive
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