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APPLICATION FOR THE GRANT/RENEWAL OF A WINDOW CLEANER'S LICENCE
CIVIC GOVERNMENT (SCOTLAND) ACT 1982
EACH QUESTION MUST BE ANSWERED IN BLOCK CAPITALS
(preferably in black ink).

	PLEASE COMPLETE QUESTION 1  OR  QUESTION 2  (whichever is applicable)

1.
To be completed if a natural person (e.g.  Individual Applicant)

	(a)
	Full Name 


	
	Address



	
	Postcode


	Telephone No.



	
	E-Mail



	
	National Insurance No.



	
	Age
	Date of Birth
	Place of Birth



	(b)
	Is applicant to carry out day-to-day management of the activity?  


	YES / NO

	
	If NO, give full name, address, date and place of birth of any employee or agent so engaged.


	
	Give business hours telephone number of applicant or agent and email where applicable



	OFFICE USE ONLY

	Date Received
	Fee Paid
	Additional Documents Etc

	
	
	2 current passport photos
 FORMCHECKBOX 

(name of applicant on reverse)

Insurance Documents (if applicable)
 FORMCHECKBOX 



	2.
  To be completed if NOT a natural person (e.g. Company or Partnership)


NB  All employees acting as a window cleaner require individually a Window Cleaner’s Licence.

	(a)
	Company or Partnership Name


	(b)
	
Address of Principal Registered Office



	(c)
Details of Directors, Partners or other persons responsible for its management:


(Continue on separate sheet if required)

	(i) 
Full Name, Address and Postcode
	National Insurance Number

	
	Date and Place of Birth

	(ii) 
Full Name, Address and Postcode
	National Insurance Number



	(iii) 
	Date and Place of Birth

	(d)
Details of employee or agent to carry on day-to-day management of the window cleaning:

	
Full Name, Address and Postcode


	National Insurance Number

	
	Date and Place of Birth

	(e)
	Give business hours telephone number of applicant or agent.


	The following Questions to be completed by ALL applicants

	3.
	Address of premises from which activity is to be operated.



	4.
	Area in which applicant proposes to operate/work.  
eg. Inverclyde or particular area


	5.
	Details of Third Party Indemnity Policy (including identity of Insurance Company, amount and extent of liability being £1 million) as in force or as proposed. The Council will require sight of the Policy prior to issuing any licence.



	6.
	Details of Employer's Liability Insurance as in force or as proposed (including identity of Insurance Company, amount and extent of liability) where the application is to carry on the trade of window cleaner but not solely as an employee.  The Council will require sight of the Policy prior to issuing any licence.


	7.

(a)
	Has any party named in 1 or 2 above previously held or does he currently hold a Window Cleaner's Licence?

	YES / NO

	
	If YES, which Authority granted the Licence?

	

	
	What was its reference number?

	

	
	When did/does it expire?

	

	(b)
	Has any party named in 1 or 2 above ever applied for and been refused a Window Cleaner's Licence?
	YES / NO

	
	If YES, which Authority refused the Licence?

	

	
	When was it refused?

	

	(c) 
	Does any party named in 1 or 2 above suffer from or has any such party ever suffered from any injuries, handicap or serious illness?  

	YES / NO

	
	If YES give details.



	THIS SECTION MUST BE COMPLETED


	8.  
You must provide details below of all relevant convictions (including road traffic offences) recorded against you.  Provide details of all convictions, even those considered “spent” under the Rehabilitation of Offenders Act 1974, unless they are “protected” convictions in accordance with Article 2A of the Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2015.


NOTE:  All relevant convictions, including road traffic and other fixed penalties, incurred in the UK and abroad must be declared including “spent” convictions unless they are “protected” convictions.  If you are in any doubt about “spent” or “protected” convictions, please obtain your own independent legal advice.  Staff within the Licensing Section are unable to provide advice on whether a specific conviction should be declared.


If you are uncertain as to the details/dates of any crimes or offences you should contact Disclosure Scotland, PO Box No. 250, Glasgow G51 1YU; Phone: 03000 2000 40; www.disclosurescotland.co.uk

If there are no convictions to declare please insert “NONE” on the table and sign the declaration.
YOU MUST COMPLETE THIS SECTION BEFORE THE FORM WILL BE ACCEPTED
(Attach separate sheet if necessary)

	DATE
	COURT
	OFFENCE
	SENTENCE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
 (Continue on separate sheet if required)


	DECLARATION


9.
Any person who in or in connection with the making of this application makes any statement that they know to be false or recklessly makes any statement that is false in a material particular, shall be guilty of an offence and liable on summary conviction to a fine not exceeding Level 4 on the standard scale, Criminal Procedure (Scotland) Act 1995, Section 225.

I declare that the particulars given by me on this form are true and I hereby make application to Inverclyde Council for the grant of the licence applied for.

I understand the application fee is non-refundable.


Inverclyde Council is obliged to comply with current data protection laws and will use this information for the purposes of the Civic Government (Scotland) Act 1982 and related purposes.  The Council is under an obligation to manage public funds properly.  Accordingly, information you have provided on this form may be used to prevent or detect fraud and may also be shared for the same purposes with other public bodies or other organisations that handle public funds.
Further information can be found at www.inverclyde.gov.uk/privacy
	Signature of Applicant / Agent
(delete as appropriate)
	

	
	

	Agents Address
	

	(if applicable)
	

	
	

	
	

	
	

	
	

	Position of applicant in Company/ Partnership if not otherwise stated
	

	
	

	Date
	


Completed application to be lodged with the Customer Contact Centre, Inverclyde Council, Municipal Buildings, Greenock (Tel. 717171) together with the appropriate fee, insurance documentation and 2 current passport sized photographs of the applicant with name written on the reverse.
CIVIC GOVERNMENT (SCOTLAND) ACT 1982

GUIDANCE NOTES ON WINDOW CLEANER’S LICENCE
These guidance notes are issued on behalf of Inverclyde Council for the purposes of information and general guidance.  They include the Council's own interpretation of the law and the applicant is strongly advised to obtain his own independent legal advice in any matters of doubt.

Inverclyde Council as the local authority is responsible for the processing of applications for a Window Cleaner’s Licence under the Civic Government (Scotland) Act 1982.  The Council also has responsibility for ensuring that the Conditions on which it issues a Window Cleaner’s Licence are complied with.
A copy of the Licensing Conditions is available on the Council’s website www.inverclyde.gov.uk 
The purpose of this note is to outline the procedure for applying for a Window Cleaner’s Licence and to draw attention to important points relating to a Window Cleaner’s Licence.

When completing the application form, please note the following specific points:-

1.
Possession of insurance (Questions 5 and 6).  Please note that the Council must have sight of satisfactory proof of insurance cover before it will issue a licence.


Third Party Indemnity Insurance is required in all cases.  Employer’s Liability Insurance may be required where you are carrying on the business of window cleaners and employing others in this business.

2.
Previous convictions (Question 8) - the Council as licensing authority is entitled to consider all convictions on the record of an applicant for a Window Cleaner’s Licence.  The form requires you to state the details of the convictions subject to the provisions of the Rehabilitation of Offenders’ Act 1974.


When submitting your application form, please ensure that you also submit 2 current passport-type photographs - for use on your identity badge and on the local authority’s file.

PROCEDURE FOR AN APPLICATION

1.
The application is sent for consultation to the relevant Council Officers and to the Chief Constable, Police Scotland all of whom have a period of 28 days within which to lodge an objection or make comment on the application.  This period also applies to any other person who may inspect the Council’s Register of applications and may make an objection or representation in response to the application.


Please note that there is no automatic entitlement to obtain a licence immediately on the expiry of the period of 28 days.

2.
If there is no objection to your application, subject to the production of satisfactory proof of insurance cover, the Council will try to finish the processing of the application and the issue of your licence as soon as possible.

3.
You will be advised of any objection or representation received as a result of consultation and be given the opportunity to respond.

4.
If an objection or representation cannot be resolved, the application will be referred to the Council’s General Purposes Board for the application to be determined.  You will be given the opportunity to provide a written response to any objection or representation and, at the Board’s discretion, may be given a hearing in support of your application.

5.
On the successful conclusion of the process by the grant of a licence, the Council will issue, usually for a period of three years (i)
 a Window Cleaner’s Licence including the standard Conditions; and
(b)
an identification badge including a photograph of the licence holder.
	LICENCE RENEWAL

Please note that it is the licence holder's responsibility to remember to renew his licence before his current licence expires.  Applications should be submitted at least six weeks prior to expiry date of current licence.  Once a licence expires, an application for a licence is treated as a new application and the trader must stop trading until he receives his new licence.  On Good Cause Shown, a Licensing Authority may deem an application for renewal of a licence made up to 28 days after the expiry of the licence to be an application made before the expiry.
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