
 
 

GUIDANCE NOTES FOR CITY CENTRE 
RESIDENT PARKING PERMIT APPLICANTS 

 
Please retain these guidance notes for future reference 

 
 
1.0 RESIDENT  For the purposes of the scheme a resident is defined as a person whose usual place of 
residence is within an eligible residential property within the area defined in the GCC (City Centre)(Controlled 
Parking Zone) Order 2003.  An applicant will be required to provide documentary evidence of bona fide 
residential status within the area. 
 
2.0 PROOF OF RESIDENCE  Documentary evidence confirming the applicant’s current address. Proof 
must be in the form of one of the following: Current Council Tax bill or Gas/Electricity or Land Line 
Telephone bill dated within the last 3 months.   ** see below 
 
3.0 ELIGIBLE RESIDENTIAL PROPERTY  An eligible residential property is a dwelling house built or 
converted, for residential use prior to 1st January 2000.  GCC records will be checked to confirm this criterion 
has been met.  However, where this check is inconclusive, the applicant will be required to provide documentary 
evidence in support of their application (title deeds)  
 
4.0 VEHICLE  The vehicle must be registered in the name and address of the applicant, except as 
provided for in paragraphs 4.1 – 4.4 below. The scheme makes no provision for shared or borrowed 
vehicles. The vehicle registration document (V5) must be submitted with the application.  **see below 
 

4.1 Where the vehicle is a company car, a letter on company headed notepaper, signed by the 
Company Secretary, must be submitted along with the registration (V5), confirming the applicants’ 
exclusive use of the vehicle and the requirement to provide parking for it at applicant’s address. 

 
4.2 Where a hire or leasing company owns the vehicle, the hire/lease agreement must be 
submitted, along with a letter from the employer where applicable. 

 
4.3 Where the registration document is unavailable through a recent change of vehicle ownership, a 
bill of sale or sales invoice for the vehicle must be submitted with the application.  A quarterly permit will 
be issued in this instance.  The appropriate registration document (V5) will require to be presented with 
any subsequent renewal application. 

 
4.4 Where the registered keeper name and address shown on the registration document (V5) differ 
from that shown as the applicant on the permit application, the change of keeper name and address 
portion of the registration document should be completed prior to submission.  GCC Parking Unit will then 
pass this to the DVLA. 

 
5.0 PERMITS  A Resident Parking Permit entitles the holder to park in any parking place within the parking 
zone shown on your permit, but does not guarantee the use of any particular parking bay. The permit should be 
displayed in such a fashion as to ensure that all relevant details can be read from the footway. Please note that 
you should continue to pay and display until you have received and are displaying your permit. 
 

5.1 A permit will be valid only within the particular zone for which it is issued.  You must pay and 
display when parked in any pay and display place which is outwith your permit zone.  A list of streets 
within your zone will be issued to you with your new permit. 

 
5.2 Where a permit is lost or stolen this must in the first instance be reported to the Police and then 
to GCC Parking Unit.  An application for a replacement permit must be made on the appropriate form.  If 
you find your permit after it is replaced you must return it GCC Parking Unit.  An administration fee of 
£20 will be charged for lost, damaged or stolen permits. 

 

 



5.3 Where a permit holder changes their car or the registration number of their car, the permit must 
be returned to GCC Parking Unit along with supporting documentation for the new vehicle or registration 
number.  A replacement permit will be issued free of charge. 

 
5.4 At all times the Permit will remain the property of GCC Parking Unit and is to be used solely by 
the applicant on the vehicle for which it was issued.  Should a permit holder no longer reside in the zone 
for which the permit was issued or dispose of the vehicle, the permit must be returned to GCC Parking 
Unit.  A refund will be calculated pro rata in respect of the number of whole calendar months remaining 
at the time of surrender. 

 
6.0 SUSPENSION OF PARKING PLACES From time to time it may be necessary to suspend parking 
places for various reasons. Suspensions are indicated by, the placing of “No Waiting/No Loading” cones and the 
“hooding” of Pay and Display machines where appropriate.  Please make sure your vehicle is not parked in a 
suspended parking place as your vehicle may have to be removed, impounded and a release fee incurred. 
 
7.0 VERIFICATION OF INFORMATION SUPPLIED Glasgow City Council Parking Unit reserves the right to 
carry out verification checks on any information supplied by the applicant in support of their application for a 
resident permit. 
 
8.0     REMEMBER  
 

• Complete all sections of the form  
• The applicant must sign and date the application form 
• Allow at least 10 working days for the processing of the application 
• A permit does not guarantee the use of any particular bay 
• A permit is only valid for use within the zone for which it is issued 
• Enclose payment details and all the required supporting documentation 
 

 
WARNING  - In terms of Section 115 of the Road Traffic Regulation Act 1984 any person, who makes a 
false statement to obtain a parking permit, or with intent to deceive, forges, or alters, or uses or lends to, 
or allows to be used, or has in their possession any document so closely resembling any such permit as 
to be calculated to deceive, is guilty of an offence. 
 
** PLEASE NOTE, YOUR APPLICATION CANNOT BE CONSIDERED IN THE ABSENCE OF THE 
SUPPORTING DOCUMENTATION. 
 
 
 
 




