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Any enquiry should be addressed to:

Licensing Department
Havant Borough Council

 Public Service Plaza
Civic Centre Road

Havant
PO9 2AX

Telephone 023 92 446660

Email: licensing@havant.gov.uk

mailto:licensing@havant.gov.uk
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Guide to Hackney Carriage/Private Hire Licensing

Why do I need a licence?

If you want to drive a Hackney Carriage or Private Hire Vehicle 
licensed in the Havant Borough, you must hold a driver’s licence 
issued by Havant Borough Council.  The licensing system exists 
to ensure that the public will be able to travel safely and with 
confidence.  A licensed driver has to be able to treat passengers 
in a fair and courteous way and to conduct business in a 
professional manner.

The Law

There are several pieces of legislation covering Hackney 
Carriages, Private Hire Vehicles and their drivers and operators.

The main Act of Parliament is the Local Government 
(Miscellaneous Provisions) Act 1976.  The Town Police Clauses 
Act 1847 relates to the licensing of Hackney Carriages and their 
drivers.

In the Borough of Havant a dual driver’s licence is issued 
allowing the holder to drive both Hackney Carriage and Private 
Hire vehicles.

Who can hold a driver’s licence?

The law requires that before the Council can issue a driver’s 
licence, several conditions must be met:

1) You must be a “fit and proper” person to hold a driver’s 
licence;
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2) You must have held a full motor car driving licence issued by 
DVLA for at least 12 months;

3) You must be over 18 years of age.
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SMOKING

It is unlawful for anyone to smoke in a private hire vehicle or 
hackney carriage at any time whether the vehicle is being used 
for private hire and reward or not.

PARKING

Apart from Hackney Carriages which may use Taxi ranks, both 
Hackney Carriages and Private Hire vehicles have no more 
rights to park or wait on the highway than any other road user.  
Parking or waiting in contravention of yellow lines or double-
parking, aside from being unlawful, can be hazardous and a 
cause of nuisance.

OPERATOR CHANGES

Should a private hire driver change operator, the Licensing 
Department should be notified immediately.

CHANGE OF ADDRESS

A driver should inform the Licensing Department of any change 
of address within 14 days. This is to enable any renewal forms 
etc to be sent to the correct location.
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What is the application procedure?

1) You must complete the Council’s application form.

2) You must complete a Disclosure & Barring Service (DBS)   
check form and pay the appropriate fee to enable enquiries 
to be made relating to your offence history.

3) Any applicant unable to provide a full 5 year address history 
in the UK must provide a Certificate of Good Conduct from 
their Embassy or Home Country Police and a Home Country  
Traffic Police Record, with English translation where 
necessary, to complete a total 5 year history.

4) You must complete an Intelligent Data Systems mandate.

5) You must book an appointment for a knowledge test with 
Havant Borough Council and a driving assessment with the 
Driving Standards Agency (DSA) or The Blue Lamp Trust.

6) You must produce both parts of your DVLA driving licence.

7) You must nominate two persons who will support your 
application by giving written references (not members of 
your family or persons connected with the Hackney Carriage 
or Private Hire trade).

8) You must prove that you meet the required medical standard 
by arranging for a D4 DVLA medical questionnaire to be 
completed by your doctor and submitted to the Council. The 
questionnaire may be sent to the Council’s medical adviser 
for assessment. 
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9) You must provide 2 recent passport sized photographs.

Note:  The 9 parts of the process can proceed at the same time. 
However, you may choose to postpone the medical 
assessment, DSA or knowledge test until the other elements of 
the process have been approved.  This will necessarily extend 
the application period, which normally takes about 6-8 weeks.

Granting the Licence

The Council will assess the application, references, DBS report 
and medical report and make a decision as to whether or not 
you meet the required criteria. If there are any complications, 
your application may have to be considered by a Council 
committee and you will be asked to attend the meeting. 

If your application is approved we will contact you to arrange a 
collection appointment of your licence document and badge.  
The licence fee is payable upon issue.

If your application is refused, you will be advised in writing of 
your right of appeal.

Renewal of licence

When a licence is due to expire you will be sent a reminder 
letter.  A simpler process exists for renewals, there being no 
automatic referral to the Police, or the need for fresh references. 
A new medical will be required if your medical condition has 
changed and also at the age of 45 and every five years after 
that until age 65, when an annual medical is required.  A new 
DBS is due every three years as is the completion of the IDS 
mandate.
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All drivers are expected to report any suspicion or concerns that 
a child or young person is being transported for the purposes of 
sexual abuse.

Where a driver becomes aware or concerned that they or other 
drivers are transporting a young person or a number of young 
people to specific premises or venues either accompanied or 
alone on a regular basis and they suspect the young person 
may be subject to exploitation they must report their concerns to 
Hampshire Constabulary as a matter of urgency on the above 
number.

Drivers are also expected to inform their manager that they 
have reported their concerns to Hampshire Constabulary.

Failure to report a suspicion or concern that a young person or 
young people may be being sexually exploited could lead to the 
licence being revoked and the individual could also be 
considered complicit in the sexual exploitation in any 
subsequent criminal investigation.

WEARING OF IDENTIFICATION BADGES

The law requires that all drivers wear their badges.  This 
serves to identify drivers to customers, especially at night, 
and enhances the feeling of security which the public must 
feel when hiring a car.

CLEANLINESS OF VEHICLES

Passengers are entitled to expect a car, which is odour free and 
clean inside and out.  This extends to the boot, where luggage 
should not be at risk of soiling.
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SAFEGUARDING

Everyone has a responsibility for protecting and safeguarding 
children and adults who may be vulnerable. In the event that the 
Hackney Carriage Driver, Private Hire Driver, Hackney carriage 
Operator or Private Hire Operator has concerns a child or adult 
is suffering or is likely to suffer from any form of maltreatment 
(whether financial, physical, sexual, emotional or neglect) this 
should be reported in the following ways:

1. If a child or vulnerable adult is in immediate danger or left 
alone, contact the police or call an ambulance on 999; or 101.
 
2. In all other cases involving children, referrals should be made 
to Hampshire Children’s Services  Tel. 0300 555 1384 (daytime) 
0300 555 1373 (out of hours)

3. In all other cases involving adults, referrals should be made 
to Hampshire Adult Services  Tel. 0300 555 1386

CHILD SEXUAL EXPLOITATION AND ABUSE

Sexual exploitation of under 18’s includes situations, contexts 
and relationships where something is received in exchange for 
them participating in sexual activities.  This could be food, 
accommodation, drugs, alcohol, cigarettes, affection, gifts or 
money.

Those exploiting them have power over them due to their age, 
intellect, strength or lack of resources.  Violence, coercion and 
intimidation are common.
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Children and young people may be taken to public or private 
venues, rooms, hotels or houses for the purpose of sexual 
abuse.
Note:

1) A licence will last for 36 months from the date of issue or 
such lesser time as may be determined;

2) All licences have conditions attached and these, along with 
the general legislation will indicate how you are expected to 
conduct yourself

3) The law allows for a licence to be suspended or revoked.  A 
right of appeal to the Magistrates’ Court exists.

How can I use my licence?

Once you have been granted a driver’s licence you can drive a 
Havant licensed Hackney Carriage or Private Hire Vehicle in the 
Havant Borough.  You can only use a Private Hire Vehicle to 
undertake journeys pre-booked through a Havant licensed 
Private Hire Operator.

How do I licence a vehicle?

A licensing system exists for Hackney Carriages and Private 
Hire vehicles.  The system includes a stringent mechanical test 
and requires the vehicle to meet an extensive specification, 
which includes an age restriction.  For further details, contact 
the Licensing office.

How do I become a Private Hire Operator?

If you wish to run your own Private Hire Operator’s business, 
you must hold an Operator’s licence.  Please note that the 
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information contained in this leaflet if for general guidance only.  
If you have any queries, please contact the Licensing office on 
023 9244 6660.
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Hackney & Private Hire Licensing

What the Licensing Department commits to the trade:

We undertake to provide all licence holders with written copies 
of the Councils conditions governing their licence upon its initial 
issue. We also undertake to inform licence holders in writing of 
any amendment to those conditions during the duration of their 
licence.

We do not provide copies of the legislation governing licences, 
but upon request will do our best to answer specific questions 
upon the relevant legislation. As with the law generally, licence 
holders are expected to make themselves conversant with the 
legislation that governs their chosen trade, and ignorance of the 
law is not an excuse for failure to comply with it. A good start in 
understanding the legal requirements of the trade can be found 
in this booklet. An in depth understanding of the subject can be 
obtained through the book ‘Taxi’ by James Button, which can be 
obtained through bookshops.
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DRESS

Drivers are required to be clothed to the satisfaction of the 
Council.  
It is the view of the Council that the minimum requirements are:

For men – A short sleeved shirt and long trousers.
For women – A short sleeve blouse and a knee length skirt or 
long trousers.
For men & women – Footwear suitable for driving (i.e. not flip-
flops or clogs or bare feet).

Generally a smart, well-groomed appearance is expected and 
close attention to personal hygiene is necessary, particularly in 
summer.

CUSTOMER CARE

Passengers are customers who have different expectations and 
will make varying demands.  This is to be expected as part of 
the job and drivers should endeavour to assist all customers as 
much as possible.  Courtesy is a prerequisite and actions such 
as opening doors and helping with luggage are expected.  
Drivers should take a pride in their occupation and strive to 
provide a service of which they can be proud.

Complaints can also be expected and should be dealt with 
calmly and promptly.  Where a complaint is made to a company, 
it should be part of the training of the telephone or counter staff 
to deal with the matter properly.
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Too often the Council is called on to resolve complaints 
because the trade have been discourteous and unsympathetic 
to the complainant.
Remember – A soft answer turneth away wrath.
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CODE OF CONDUCT

The Council recognises the valuable service provided to the 
public by Hackney Carriage and Private Hire cars and in order 
to assist in the provision of the highest quality service, the 
following guidance is offered.

SOUNDING OF CAR HORNS

It is expected that drivers knock on the door of premises where 
they are picking up a fare and do not sit in the car sounding the 
horn.  This practice, apart from being unlawful (under Police and 
Local Authority noise legislation) serves to annoy people in the 
vicinity and is the single most prevalent cause of complaint.

CHARGES

The rates of fare must be displayed in all cars and no difficulty 
should arise if the customer is aware of the charges before the 
journey starts.  Where pre-payment is made – such as airport 
runs – it is very important to ensure that the booked journey is 
undertaken as arranged.  The responsibility lies with the 
company taking the booking who is liable to court action for 
failure to fulfil an agreement.

ROADCRAFT

Compliance with the Highway Code is expected from drivers at 
all times.
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The answers to frequently asked questions:

DRIVERS

What do I need to provide the Council with when applying for a 
licence?

A Disclosure & Barring Service check (DBS), a medical report, 
the date of your Havant Borough Council Knowledge test, a full 
driving licence held for at least 12 months, 2 passport sized 
photos, a completed HBC application form and IDS mandate. 
Full details are provided in an application pack obtainable from 
the Licensing Department, in person or by post. 

Any applicant unable to provide a full 5 year address history in 
the UK must provide a Certificate of Good Conduct from their 
Embassy or Home Country Police and a Home Country Traffic 
Police Record, with English translation where necessary, to 
complete a total 5 year history.

Can I use my Disclosure & Barring Service check and medical 
obtained else where for my application with you?

You may be able to if they have been obtained very recently. 
The Licensing Officers will be able to give you more specific 
advice as cases can vary. 

How long does a licence last?

3 years from the date of issue.
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Must I wear my badge?

Yes. Customers expect to see a driver is licensed not only when 
they are in the car but also when they call at the address to 
collect their passenger. It is a matter of public safety and 
reassurance.

When must I wear a seat belt when working?

Seat belt regulations state that a private hire driver is exempt 
from wearing a seat belt when there are customers in the 
vehicle and must wear a seat belt when there are no customers 
in the vehicle.  Hackney Carriage drivers do not have to wear a 
seat belt at all whilst working.

Havant Borough Council recommends that all drivers 
licensed by the Council where their seat belts at all times 
for their own safety and that of their customers.

Can I use my car horn to let customers know I have arrived?

No. The unnecessary use of a vehicle horn is a criminal offence 
and contrary to the Council’s code of conduct for drivers. The 
use of horns is a source of complaint to the Council from 
residents who readily identify licensed vehicles.

Can I stop at a ‘taxi rank’?

Only if you are driving a hackney carriage and are with the 
vehicle.  Private hire drivers are not permitted to stop at a ‘taxi 
rank’.
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OPERATORS

How long does a licence last?

5 years from date of issue.

Can I sub-contract bookings to other operators?

Yes, bookings can be sub-contracted to other operators 
licenced in Havant Borough or to another operator licenced in 
another Local Authority area (i.e. outside of Havant), and vice 
versa. 

Who is responsible to the customer for the booking, the driver or 
operator?

The operator is always responsible, as the contract is between 
the operator and the customer. Where an operator sub-
contracts the job to another operator the original operator 
remains responsible for ensuring the contract is properly fulfilled 
and holding records of the booking and to whom it was sub-
contracted.
  
Do I need to keep a record book of all the bookings I take?

Yes, full details of the details required are contained in your 
Operator Licence.

Do I need a separate licence for each premises from which I 
operate?

Yes, although an operator’s licence is a personal licence it 
applies to a particular premises.
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Can friends and members of my family drive the car once it is 
licensed?

Only if they also hold a licence to drive hackney 
carriages/private hire vehicles issued by this Council. The 
dictum in law is that ‘once a licensed vehicle always a licensed 
vehicle’ until the licence has been surrendered, revoked or has 
expired.

What do I have to do if I sell my licensed vehicle?

Within 14 days of the transfer you are required to notify the 
Council in writing of the name and address of the person to 
whom the vehicle has been transferred.

What do I do if I have an accident in my licensed vehicle?

If the accident effects the appearance, performance or safety of 
the use for which it is licensed you must report the accident to 
the Council as soon as reasonably practicable and in any case 
within 72 hours of the accident.

Can I put advertising on my vehicle?

If it is approved by the Council. The Council consent, without 
reference to them, to advertising on the front doors and sun 
strip, giving details of the operator and their telephone number 
only. All other advertising must be referred for approval. 
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Can I pick someone up who approaches my vehicle or waves 
me down?

Not if you a driving a private hire vehicle.  This is ‘plying for hire’ 
and is illegal.  Bookings must be made by the customer through 
your operator.  Only Hackney Carriage drivers can ply for hire.  

Can I take bookings on my own behalf?

Hackney carriages can, but private hire vehicles cannot, all their 
bookings must go through a Havant licensed operator. 

Can I drive for a company in another local authority area?

No. All 3 licences, driver’s, vehicle’s and operator’s, must be 
issued by Havant. However you may hold driver’s licences for 
several areas.
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VEHICLES

What do I need to do to get a vehicle licensed?

Before a vehicle can be licensed it has to be of a model and age 
acceptable to the Council and have passed a mechanical 
inspection at the Council Depot. Full details of the vehicle 
specification and a list of currently licensed models are available 
at www.havant.gov.uk/havant-8888. Other vehicles will be 
inspected on request.

What is the oldest vehicle I can licence?

5 years from the date of registration of the vehicle.

Is there an upper age limit beyond which licences cannot be 
renewed?

No. The current licence holder may continue to renew the 
vehicle licence for as long as the vehicle remains fit for the 
purpose. See the vehicle specification available at 
www.havant.gov.uk/havant-8888.

What vehicles are the Council looking to licence?

Large family saloons, estates, and MPV’s. The Licensing 
Department provides a list of models of vehicles it has accepted 
for licensing and is willing to examine any vehicle that may be 
appropriate.

How long does a licence last?

A year from date of issue.
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If I substitute one vehicle for another during the year is it 
cheaper?

No. The licence is charged at full fee throughout the year.

If I surrender my licence am I due a refund for the unused 
portion?

No. There is no provision for refunds on any unused portion of 
any licence.

Can I renew the licence of a vehicle I have obtained from 
somebody else?

Yes, if the vehicle is 5 or less years old and the previous licence 
holder has notified the licensing office in writing that they have 
transferred the vehicle to you. If the vehicle is older the transfer 
must take place on or before the expiry of the current licence 
otherwise the vehicle is not licensable.

Do I always have to display the licence plate?

Yes. The plate must be displayed in the manner set out in the 
licence so long as the vehicle is licensed.  The only exceptions 
to this are for stretched limousines, ‘special vehicles’ (vintage 
cars or replica vintage cars) and executive vehicles.  An 
exemption certificate is issued at the point of licensing these 
particular vehicles.

Does taking the licence plate off unlicence the vehicle?

No, the licence plate is merely to identify the vehicle as a 
licensed vehicle it is not the licence, therefore its removal does 
not alter the status of the vehicle.
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