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North Kesteven District Council

NORTH KESTEVEN DISTRICT COUNCIL

CRIMINAL RECORD CHECKS AND RIGHT TO WORK IN THE U.K

Important information for applicants for a Hire Drivers Licence
(to drive a Private Hire Vehicle or Hackney Carriage)

As part of the application process applicants will:
e Undergo a criminal record check by the Disclosure and Barring Service (DBS).

These checks are done for new applicants and then every 3 years as part of the renewal
process.

e Have their right to work in the UK checked as part of the licensing application, this
could include checking the applicant’s immigration status with the Home Office.

Applicants who have no restrictions on their right to work in the UK (e.g. a British citizen or
national of a European Economic Area country or Switzerland) will only need to undertake
the check once.

If there are restrictions on the length of time you may work in the UK, your licence will not
be issued for any longer than this period. In such circumstances, the check will be repeated
each time you apply to renew or extend your licence. If, during this period, you are
disqualified from holding a licence because you have not complied with the UK’s
immigration laws, your licence will lapse and you must return it to the licensing authority,
failure to do so is a criminal offence.

How we perform the checks

We conduct the DBS and Right to Work checks at the same time. This is because most of the
required ID documents are common to both checks.

Applicants must attend the Council Offices in Kesteven Street, Sleaford, with their completed DBS
application and supporting original documentation for both the DBS and Right to Work checks.
The documentation must be sufficient to enable checks to be made of criminal records and
immigration status. (See the guidance notes, pages 3 — 8 for DBS and pages 9 -10 for Right to
Work).

APPLICANTS WILL NOT BE SEEN WITHOUT AN
APPOINTMENT
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Original documents are required.
We cannot accept photocopies or scanned copies.

DBS CHECKS

As part of the check we will need to see documentary evidence of the applicants National
Insurance Number such as:

Recent Payslip

Recent Pension statement

Any documentation from the Department for Work & Pensions

P45, P60 or any documentation from HM Revenue & Customs

Alternatively contact the National Insurance Contributions Office on 0845 915 7006 who
may be able to provide documentary evidence of your National Insurance Number.

agrwnE

DBS applications will not be accepted if they are forwarded by post, delivered by any person on
behalf of the applicant.

Where applicants cannot produce any of the Group 1 documents (see over) then we are
required to employ an external ID validation service to conduct an ID check. The cost of this will
be borne by the applicant.

Before attending make sure you have sufficient documentation for us to perform the checks.

If we do not see the correct documents we cannot process the checks and applicants will have
to make another appointment. This will delay the licence application process.

To make an appointment or if you need any further information please contact us:

North Kesteven District Council
Licensing Team

Council Offices

Kesteven Street

Sleaford NG34 7EF

T: 01529 308339
E: licensingteam@n-kesteven.gov.uk
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DBS CHECKS

What documents do | need to produce?

The applicant must be able to show:
« one document from Group 1, below
and
« 2 further documents from either Group 1, or Group 2a or 2b, below

At least one of the documents must show the applicant’s current address.

If the applicant doesn’t have any of the documents in Group 1, then they must be
able to show:

« one document from Group 2a
and
« 2 further documents from either Group 2a or 2b
At least one of the documents must show the applicant’s current address.

We must then also use an appropriate external ID validation service to check the
application. The cost of this will be borne by the applicant.
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DBS - VALID IDENTITY DOCUMENTS

Group 1: Primary identity documents

Document Notes
Passport Any current and valid passport
Biometric residence permit UK

Current driving licence
photocard - (full or provisional)

UK, Isle of Man, Channel Islands and EEA

Birth certificate - issued within UK, Isle of Man and Channel Islands - including those issued by UK
12 months of birth authorities overseas, eg embassies, High Commissions and HM Forces

Adoption certificate UK and Channel Islands

Group 2a: Trusted government documents

Document
Current driving licence photocard - (full or provisional)

Current driving licence (full or provisional) - paper
version (if issued before 1998)

Birth certificate - issued after time of birth
Marriage/civil partnership certificate
HM Forces ID card

Firearms licence

All driving licences must be valid.
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Notes

All countries outside the EEA (excluding Isle of
Man and Channel Islands)

UK, Isle of Man, Channel Islands and EEA

UK, Isle of Man and Channel Islands

UK and Channel Islands

UK

UK, Channel Islands and Isle of Man
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Group 2b: Financial and social history documents

Document Notes
Mortgage statement UK or EEA
Bank or building society statement UK and Channel Islands or EEA

Bank or building society account opening

confirmation letter UK

Credit card statement UK or EEA

Financial statement, eg pension or endowment UK

P45 or P60 statement UK and Channel Islands
Council Tax statement UK and Channel Islands

Non-UK or non-EEA only - valid only for

Letter of sponsorship from future employment applicants residing outside of the UK at

provider time of application
Utility bill UK - not mobile telephone bill
Benefit statement, eg Child Benefit, Pension UK

Central or local government, government agency, or
local council document giving entitlement, eg from
the Department for Work and Pensions, the
Employment Service, HMRC

UK and Channel Islands

EEA National ID card -

Cards carrying the PASS accreditation logo UK, Isle of Man and Channel Islands

UK - for 16 to 19 year olds in full time

Letter from head teacher or college principal education - only used in exceptional
circumstances if other documents cannot
be provided
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Issue date
and validity
Issued in
last 12
months
Issued in
last 3
months
Issued in
last 3
months
Issued in
last 3
months
Issued in
last 12
months
Issued in
last 12
months
Issued in
last 12
months

Must still
be valid

Issued in
last 3
months
Issued in
last 3
months

Issued in
last 3
months

Must still
be valid

Must still
be valid

Must still
be valid
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Applicants who aren’t a national of the UK or the European Economic Area (EEA)

An applicant who wants to do paid work and isn’t a national of the UK or European Economic Area (EEA) must
be able to show:

e one primary document - see below
e 2 supporting documents

If an applicant is unable to provide this documentation they can’t submit a DBS check. This is because the
right to work in the UK can’t be established. They can’t use any other route.

Documents for non-EEA nationals doing paid work

The documents must be originals, not copies.

At least one of the documents must show the applicant’s current address.

Primary Documents

Document Notes
A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home UK
Office to the holder indicating that the person named is allowed to stay indefinitely in the UK,

or has no time limit on their stay in the UK.

A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home UK

Office to the holder which indicates that the named person can currently stay in the UK and is
allowed to do the work in question.

Any
A current passport endorsed to show that the holder is exempt from immigration control, is current
allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limiton  and valid
their stay in the UK. Passport
Any
A current passport endorsed to show that the holder is allowed to stay in the UK and is current
currently allowed to do the type of work in question. and valid
Passport

A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the
Immigration (European Economic Area) Regulations 2006, to a family member of a national of

a European Economic Area country or Switzerland stating that the holder is permitted to take UK
employment which is less than 6 months old together with a Positive Verification Notice from

the Home Office Employer Checking Service.

An Application Registration Card issued by the Home Office stating that the holder is UK
permitted to take the employment in question, together with a Positive Verification Notice
from the Home Office Employer Checking Service.

Applicants providing one of the following documents must also provide a current valid
Passport:

A current Residence Card (including an Accession Residence Card or a Derivative Residence
Card) issued by the Home Office to a non-European Economic Area national who is a family
member of a national of a European Economic Area country or Switzerland or who has a
derivative right of residence.

A current Immigration Status Document containing a photograph issued by the Home Office to
the holder with a valid endorsement indicating that the named person may stay in the UK, and
is allowed to do the type of work in question, together with an official document giving the
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person’s permanent National Insurance number and their name issued by a Government
agency or a previous employer.

A current Immigration Status Document issued by the Home Office to the holder with an
endorsement indicating that the named person is allowed to stay indefinitely in the UK or has
no time limit on their stay in the UK, together with an official document giving the person’s
permanent National Insurance number and their name issued by a Government agency or a
previous employer.

Supporting documents

The applicant must be able to show 2 documents from any of these groups.

Group 1

Document Notes

Passport Any current and valid passport

Biometric residence permit UK

Current driving licence photocard - (full or provisional) UK, Isle of Man, Channel Islands
and EEA

Birth certificate - issued within 12 months of birth UK, Isle of Man and Channel
Islands - including those issued by
UK authorities overseas, for
example embassies, High
Commissions and HM Forces

Adoption certificate UK and Channel Islands

A passport or biometric residence permit can only be used as a supporting document if it’s not already been used as a
primary document.

Group 2a
Document Notes
Current driving licence photocard - (full or provisional) All countries outside the EEA
(excluding Isle of Man and Channel
Islands)
Current driving licence (full or provisional) - paper version (if issued before UK, Isle of Man, Channel Islands and
1998) EEA
Birth certificate - issued after time of birth UK, Isle of Man and Channel Islands
Marriage/civil partnership certificate UK and Channel Islands
Immigration document, visa or work permit (for applicants living and Issued by the country where the
working outside the UK) role’s based
HM Forces ID card UK
Firearms licence UK, Channel Islands and Isle of Man
All driving licences must be valid.
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Group 2b

Document

Mortgage statement

Bank or building society statement
Bank or building society statement
(for applicants living and working

outside the UK)

Bank or building society account
opening confirmation letter

Credit card statement

Financial statement, for example
pension or endowment

P45 or P60 statement

Council Tax statement

Letter of sponsorship from future
employment provider

Utility bill

Benefit statement, for example Child
Benefit, Pension

Central or local government,
government agency, or local council
document giving entitlement, for
example from the Department for

Work and Pensions, the Employment

Service, HMRC

EEA National ID card

Cards carrying the PASS accreditation

logo

Letter from head teacher or college
principal

DBS_guide_April_2018

Notes
UK or EEA
UK and Channel Islands or EEA

Countries outside the EEA

UK

UK or EEA

UK

UK and Channel Islands

UK and Channel Islands

Non-UK or non-EEA only - valid only for
applicants residing outside of the UK at time of
application

UK - not mobile telephone bill

UK

UK and Channel Islands

UK, Isle of Man and Channel Islands

UK - for 16 to 19 year olds in full time education
- only used in exceptional circumstances if other
documents cannot be provided

Issue date and validity
Issued in last 12 months
Issued in last 3 months
Issued in last 3 months -
branch must be located in
the country in which the
applicant lives and works
Issued in last 3 months

Issued in last 3 months

Issued in last 12 months

Issued in last 12 months
Issued in last 12 months

Must still be valid

Issued in last 3 months

Issued in last 3 months

Issued in last 3 months

Must still be valid

Must still be valid

Must still be valid
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Lists of acceptable documents for right to a licence checks

RIGHT TO WORK CHECKS

The lists of documents are based on those prescribed to show evidence of a right to work.

List A: No immigration restrictions on right to a licence in the UK. Once an applicant has
undertaken the necessary check once they will not have to repeat the check when they
subsequently apply to renew or extend their licence.

1.

A passport showing the holder, or a person named in the passport as the child of the
holder, is a British citizen or a citizen of the UK and Colonies having the right of abode
in the UK.

A passport or national identity card showing the holder, or a person named in the
passport as the child of the holder, is a national of a European Economic Area country
or Switzerland.

A Registration Certificate or Document Certifying Permanent Residence issued by the
Home Office to a national of a European Economic Area country or Switzerland.

A Permanent Residence Card issued by the Home Office to the family member of a
national a European Economic Area country or Switzerland.

A current Biometric Immigration Document (Biometric Residence Permit) issued by
the Home Office to the holder indicating that the person named is allowed to stay
indefinitely in the UK, or has no time limit on their stay in the UK.

A current passport endorsed to show that the holder is exempt from immigration
control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has
no time limit on their stay in the UK.

A current Immigration Status Document issued by the Home Office to the holder with
an endorsement indicating that the named person is allowed to stay indefinitely in the
UK or has no time limit on their stay in the UK, together with an official document
giving the person’s permanent National Insurance number and their name issued by a
Government agency or a previous employer. An example of an Immigration Status
Document may be found here.

A full birth or adoption certificate issued in the UK which includes the name(s) of at
least one of the holder’s parents or adoptive parents, together with an official
document giving the person’s permanent National Insurance number and their name
issued by a Government agency or a previous employer.

A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland,
together with an official document giving the person’s permanent National Insurance
number and their name issued by a Government agency or a previous employer.

10

A certificate of registration or naturalisation as a British citizen, together with an
official document giving the person’s permanent National Insurance number and their
name issued by a Government agency or a previous employer.
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List B: Immigration restrictions on the right to a licence in the UK. Licence may be issued
(subject to statutory limitations) up to the expiry date of the permission to work in the UK,
Immigration status will be checked each time they apply to renew or extend their licence.

1. A current passport endorsed to show that the holder is allowed to stay in the UK and is
currently allowed to do the type of work in question.

2. A current Biometric Immigration Document (Biometric Residence Permit) issued by the
Home Office to the holder which indicates that the named person can currently stay in
the UK and is allowed to do the work in question.

3. A current Residence Card (including an Accession Residence Card or a Derivative
Residence Card) issued by the Home Office to a non-European Economic Area national
who is a family member of a national of a European Economic Area country or
Switzerland or who has a derivative right of residence.

This guidance provides further information on checking a non-European Economic Area
national family member’s right to a licence.

4, A current Immigration Status Document containing a photograph issued by the Home
Office to the holder with a valid endorsement indicating that the named person may stay
in the UK, and is allowed to do the type of work in question, together with an official
document giving the person’s permanent National Insurance number and their name
issued by a Government agency or a previous employer.

1. A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2)
of the Immigration (European Economic Area) Regulations 2006, to a family member of a
national of a European Economic Area country or Switzerland stating that the holder is
permitted to take employment which is less than 6 months old together with
Verification from the Home Office Evidence and Enquiry Unit. The licence may be
granted for six months from the date of the Certificate of Application.

2. A Verification issued by the Home Office Evidence and Enquiry Unit to you, which
indicates that the named person may stay in the UK because they have an in time
application, appeal or administrative review and which is outstanding. The licence may
be issued for six months from the date of the licence decision.
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