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GLASGOW CITY COUNCIL

CIVIC GOVERNMENT (SCOTLAND) ACT, 1982

APPLICATION FOR THE GRANT OR RENEWAL OF LICENCE FOR A BOOKING OFFICE
please complete in block capitals and initial any alterations

	1.TO BE COMPLETED IF A NATURAL PERSON
(A)
FULL NAME

	SURNAME
	FIRST NAME(S)


	(b)
HOME ADDRESS

POSTCODE
	DATE OF BIRTH:
	TELEPHONE NUMBER

	
	
	

	(c)  ARE YOU SELF-EMPLOYED?   YES/NO
IF NOT, GIVE EMPLOYER’S DETAILS AS FOLLOWS:



	FULL NAME
	ADDRESS
	DATE OF BIRTH

	
	
	

	(d)  IS APPLICANT TO CARRY OUT DAY-TO DAY MANAGEMENT OF BUSINESS? yes       IF NOT GIVE DETAILS OF ANY EMPLOYEE OR AGENT SO ENGAGED AS FOLLOWS:

	FULL NAME 
	ADDRESS 
	DATE OF BIRTH

	 
	
	

	(e) 
PLEASE CONFIRM YOU HAVE THE RIGHT TO WORK IN THE UK. PLEASE NOTE YOU MUST SUBMIT EVIDENCE OF YOUR RIGHT TO WORK WITH YOU APPLICATION  (PLEASE SEE GUIDANCE AT https://www.glasgow.gov.uk/index.aspx?articleid=20428) 


	

	2.
TO BE COMPLETED IF NOT A NATURAL PERSON (E.G. COMPANY OR PARTNERSHIP)
	(a) FULL NAME OF COMPANY/PARTNERSHIP



	(b) ADDRESS OF PRINCIPAL OR REGISTERED OFFICE
POSTCODE



	IS THIS A LIMITED COMPANY?     YES/NO

(c) 
IF NOT GIVE COMPANY REGISTRATION NO.

	(d) IS THE COMPANY REGISTERED FOR VAT     YES/NO

IF YES GIVE THE VAT REGISTRATION NO.

	(f)
DETAILS OF DIRECTORS, PARTNERS OR OTHER PERSONS RESPONSIBLE FOR THE MANAGEMENT OF THE BUSINESS


(CONTINUE ON A SEPARATE SHEET IF NECESSARY)
	NAME
	ADDRESS
	DATE OF BIRTH

	
	
	
	

	(g)
DETAILS OF EMPLOYEE OR AGENT WHO IS TO CARRY ON THE DAY-TO-DAY MANAGEMENT OF THE BUSINESS
	NAME
	ADDRESS
	DATE OF BIRTH

	
	
	
	
	

	3.
ADDRESS OF PREMISES


	name of business 


	
	TELEPHONE NUMBER

	BUSINESS EMAIL

	4.
is application for grant or renewal?
	5. SPECIFY THE Number  of vehicles operating  from the booking office

	6. are bookings taken for  taxis, private hire cars or both?

	7..
is there a rest area for drivers?
                                             Yes/no

	 8.    is there a waiting area for customers?
                                         yes/no

	9.  SPECIFY THE NUMBER OF OFFICE STAFF EMPLOYED?

	10.  SPECIFY THE OFFICE ACCOMODATION PROVIDED.



	11.
IF PREVIOUSLY LICENSED, STATE DATE LICENCE WAS LAST GRANTED AND EXPIRY DATE
	from
until



	12.
if previously refused a licence give type and date
	

	13.
SUBJECT TO THE PROVISIONS OF THE REHABILITATION OF OFFENDERS ACT, 1974 state below the particulars of any convictions against any person named in paragraphs 1 and 2 above (continue on a separate sheet if necessary)

	NAME
	DATE
	COURT
	OFFENCE
	SENTENCE

	
	
	
	
	

	
	
	
	
	

	TAX CONDITIONALITY

rENEWAL APPLICATIONS

INDIVIDUAL, COMPANY (COMPANY TAX CODE) OR PARTNERSHIP (PARTNER SUBMITTING THE APPLICATION*)

14. pLEASE PROVIDE THE 9 character TAX CODE FROM HMRC

*IF YOU ARE A PARTNER OF THE PARTNERSHIP PLEASE ALSO PROVIDE YOUR DATE OF BIRTH

pLEASE NOTE YOUR RENEWAL APPLICATION WILL NOT BE ACCEPTED BY THE LICENSING AUTHORITY WITHOUT THIS. 

GRANT APPLICATIONS

INDIVIDUAL, COMPANY (company tax code) OR PARTNERSHIP (partner submitting the application*)

15. Do you currently hold a booking office licence with another licensing authority – if yes you must provide the 9 character tax code from hmrc (if no please answer question 16 below)

*if you are a partner of the partnership please also provide your date of birth

16. have you ever held a booking office licence? (if yes, please answer question 17 below. If no, PLEASE ANSWER QUESTION 18)

17. WAS THE EXPIRY OF YOUR LAST LICENCE OR REVOCATION OF YOUR LAST LICENCE LESS THAN A YEAR FROM THE DATE OF THIS APPLICATION FORM? IF YES, YOU MUST PROVIDE THE 9 CHARACTER TAX CODE FROM HMRC. IF NO, PLEASE ANSWER QUESTION 18
18. THE UK GOVERNMENT INTRODUCED NEW TAX REQUIREMENTS FOR BOOKING OFFICE LICENCES. TO FIND OUT MORE INFORMATION ABOUT YOUR TAX REGISTRATION OBLIGATIONS PLEASE VISIT www.gov.uk/register-for-self-assessement; www.gov.uk/corporation-tax and www.gov.uk/income-tax/how-you-pay-income-tax
I CONFIRM THAT I AM AWARE OF THE CONTENT OF HMRC GUIDANCE RELATING TO MY/OUR* TAX REGISTRATION OBLIGATIONS       
*DELETE AS REQUIRED INDIVIDUAL/COMPANY/PARTNERSHIP
                          YES/NO



	THE INFORMATION WHICH YOU PROVIDE ON THIS FORM WILL BE PROCESSED BY GLASGOW CITY COUNCIL (WHICH IS THE “DATA CONTROLLER” FOR PURPOSES OF DATA PROTECTION LAW). A PRIVACY STATEMENT EXPLAINING HOW WE PROCESS YOUR PERSONAL INFORMATION IS ATTACHED TO THIS APPLICATION.

I declare

* (a)
THAT A NOTICE HAS BEEN POSTED AT OR NEAR THE PREMISES AT........................................................


.............................................................................. FROM.....................................................................................


CONTAINING SUCH INFORMATION AS IS REQUIRED BY PARAGRAPH 2(3) OF SCHEDULE 1 TO THE CIVIC GOVERNMENT (SCOTLAND) ACT, 1982.

OR

* (b)
THAT I HAVE BEEN UNABLE TO POST A NOTICE IN COMPLIANCE WITH THE REQUIREMENTS OF PARAGRAPH 2(2) OF SCHEDULE 1 TO THE CIVIC GOVERNMENT (SCOTLAND) ACT, 1982 BECAUSE I DO NOT HAVE THE RIGHTS OF ACCESS WHICH WOULD ENABLE ME TO DO SO, BUT I HAVE TAKEN REASONABLE STEPS TO ACQUIRE THOSE RIGHTS BUT HAVE BEEN UNABLE TO DO SO.  THE STEPS TAKEN ARE AS FOLLOWS:-

   (c)
IF YOU ARE UNCERTAIN AS TO THE DETAILS/DATES OF ANY CRIMES OR OFFENCES YOU SHOULD CONTACT DISCLOSURE (SCOTLAND), PO BOX NO 250, GLASGOW, G2 4JS. TEL.NO. 0870 609 6006. ALTERNATIVELY YOU CAN ALSO CALL AT ANY POLICE OFFICE AND PICK UP THE APPROPRIATE DATA PROTECTION FORM, REQUESTING ‘SUBJECT ACCESS’ TO YOUR RECORD. THE SEARCH ATTRACTS A FEE PAYABLE TO DISCLOSURE SCOTLAND.
   (d)
I DECLARE THAT THE PARTICULARS GIVEN BY ME ON THIS FORM ARE CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF AND THAT I HAVE READ THE NOTES APPENDED HERETO.  I UNDERSTAND MY APPLICATION WILL NOT BE PROCESSED UNTIL PAYMENT HAS BEEN MADE BY BACS TRANSFER.

DATE  ....................................
signature of applicant or agent ...........................................................



AGENT’S ADDRESS.............................................................................................



                                 .............................................................................................



                                  ............................................................................................

n.b.
ANY PERSON WHO IN OR IN CONNECTION WITH THE MAKING OF THIS APPLICATION MAKES ANY STATEMENT WHICH HE OR SHE KNOWS TO BE FALSE SHALL BE GUILTY OF AN OFFENCE AND LIABLE, ON SUMMARY CONVICTION, TO A FINE NOT EXCEEDING Level 4 on the Standard Scale.
· DELETE (a) OR (b) AS APPROPRIATE.  WHERE DECLARATION (a) IS MADE THERE MUST BE PRODUCED IN DUE COURSE A CERTIFICATE OF COMPLIANCE WITH PARAGRAPH 2(2) OF SCHEDULE 1 TO THE CIVIC GOVERNMENT (SCOTLAND) ACT, 1982.


	office use only

	DATE RECEIVED
	FEE PAID
	DATE PASSED TO POLICE
	DATE PASSED TO ENVIRONMENTAL HEALTH
	DATE PASSED TO FIREMASTER
	DATE OF DECISION
	DECISION

	
	
	
	
	
	
	


Please send your completed application to LicensingEnquiries@glasgow.gov.uk  

	Privacy Statement:

Licensing schemes administered by the Council’s Licensing & Regulatory Committee

	


Who we are?

Glasgow City Council is a local authority established under the Local Government etc. (Scotland) Act 1994. Its head office is located at City Chambers, George Square, Glasgow G2 1DU, United Kingdom, and you can contact our Data Protection Officer by post at this address, by email at: dataprotection@glasgow.gov.uk, and by telephone on 0141 287 1055.
Why do we need your personal information and what do we do with it? 

You are giving us your personal information to allow us to carry out our statutory functions in relation to licensed activities regulated by the Council’s Licensing & Regulatory Committee. We also use your information to verify your identity where required, contact you by post, email or telephone and to maintain our records.
Legal basis for using your information

We provide these services to you as part of our statutory function as your local authority. You can find more details of our role on our website at www.glasgow.gov.uk/privacy. Processing your personal information is necessary for the performance of a task carried out in the public interest by the Council.

If you do not provide us with the information we have asked for then we will not be able to provide this service to you.

We may also need to process more sensitive personal information about you for reasons of substantial public interest as set out in the Data Protection Act 2018. It is necessary for us to process it to carry out key functions as set out in law. In addition, we may also process data about any criminal convictions you may have. This is because we are required to ascertain the suitability of individuals to hold licences and to do this, we may need to process information on an individual’s criminal convictions.

Who do we share your information with?

We are legally obliged to safeguard public funds so we are required to verify and check your details internally for fraud prevention. We may share this information with other public bodies (and also receive information from these other bodies) for fraud checking purposes.

We are also legally obliged to share certain data with other public bodies, such as HMRC and will do so where the law requires this. We will also generally comply with requests for specific information from other regulatory and law enforcement bodies where this is necessary and appropriate. Your information is also analysed internally to help us improve our services.

This data sharing is in accordance with our Information Use and Privacy Policy and covered in our full privacy statement on our website. It also forms part of our requirements in line with our Records Management Plan approved in terms of the Public Records (Scotland) Act 2011.

We are required by law to enter your personal information on a public register of applications for licences. This register can be accessed by any member of the public. We may publish this register or extracts of the register online. We may also provide the register to other public bodies to support a national register of licences.

In processing your application for a licence we may need to refer you to our Licensing and Regulatory Committee. We may also need to refer you to this Committee if you are granted a licence and we receive a complaint about you. Your personal information will be included in the agenda, reports and minutes for the Committee. Some of this information will be published on our website. You can find out more on our website at www.glasgow.gov.uk/privacy 

Licensing and Regulatory Committee meetings are held in public. At a meeting your personal information may be disclosed to those in attendance. This may happen even if you do not attend a meeting that you are invited to.

We will also share your personal data with other public bodies and statutory consultees are required by licensing law.

How long do we keep your information for?

We only keep your personal information for the minimum period amount of time necessary. Sometimes this time period is set out in the law, but in most cases it is based on the business need. We maintain a records retention and disposal schedule which sets out how long we hold different types of information for. You can view this on our website at www.glasgow.gov.uk/rrds or you can request a hard copy from the contact address stated above.
Your rights under data protection law

· Access to your information - you have the right to request a copy of the personal information that we hold about you.
· Correcting your information- we want to make sure that your personal information is accurate, complete and up to date. Therefore you may ask us to correct any personal information about you that you believe does not meet these standards.
· Deletion of your information-you have the right to ask us to delete personal information about you where: 

1. you think that we no longer need to hold the information for the purposes for which it was originally obtained
2. you have a genuine objection to our use of your personal information - see Objecting to how we may use your information below
3. our use of your personal information is contrary to law or our other legal obligations.

Objecting to how we may use your information

You have the right at any time to tell us to stop using your personal information for direct marketing purposes.
Restricting how we may use your information

In some cases, you may ask us to restrict how we use your personal information. This right might apply, for example, where we are checking the accuracy of personal information that we hold about you or we are assessing the objection you have made to our use of your information. This right might also apply if we no longer have a basis for using your personal information but you don't want us to delete the data. Where this right is realistically applied will mean that we may only use the relevant personal information with your consent, for legal claims or where there are other public interest grounds to do so.

Please contact us as stated above if you wish to exercise any of these rights.

Information you have given us about other people

If you have provided anyone else's details on this form, please make sure that you have told them that you have given their information to Glasgow City Council. We will only use this information to carry out our statutory functions in relation to licensed activities regulated by the Council’s Licensing & Regulatory Committee. If they want any more information on how we will use their information they can visit our web site at www.glasgow.gov.uk/privacy or email dataprotection@glasgow.gov.uk.

Complaints

We aim to directly resolve all complaints about how we handle personal information. If your complaint is about how we have handled your personal information, you can contact the Council’s Data Protection Officer by email at dataprotection@glasgow.gov.uk or by telephone on 0141 287 1055. 

However, you also have the right to lodge a complaint about data protection matters with the Information Commissioner's Office, who can be contacted by post at: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF. By phone on 0303 123 1113 (local rate) or 01625 545 745. Visit their website for more information at- https://ico.org.uk/concerns 

More information

For more details on how we process your personal information visit www.glasgow.gov.uk/privacy. If you do not have access to the internet you can contact us via telephone to request hard copies of our documents. 












