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WINDOW CLEANER'S LICENCE
CIVIC GOVERNMENT (SCOTLAND) ACT 1982, SECTION 43

	IMPORTANT
1. BEFORE YOU GO ANY FURTHER YOU SHOULD READ THE ACCOMPANYING NOTES.

2. YOUR APPLICATION WILL NOT BE ACCEPTED UNLESS ALL OF THE SUPPORTING DOCUMENTS ARE ALSO LODGED (see the checklist at Part F)


FOR OFFICE USE ONLY
	NAC Reference No
	

	Name of Applicant 
	

	Date of Receipt
	

	Fee Paid (amount / pmt. ref.)
	


	Insurance details

	Insurance documents see
	OR
	Insurance documents not needed as Applicant is employee

	If employee:

	name of employer
	

	NAC ref. of employer's WCL application or Licence
	


If employer not licensed and has not applied, do not grant employee without sight of  Insurance documents
	Consultation

	
	Date sent
	Date reply rec'd

	Police Scotland
	
	


	Consideration History

	
	Date
	Decision

	Initial consideration - possible use of delegation
	
	Delegated grant
	

	
	
	Refer to Committee
	

	Committee Decision
	
	Full Grant
	

	
	
	Limited Grant
	

	
	
	Refuse
	


	If refused, reason:

	Not fit and proper - Applicant - Para. 5(3)(a)(ii)
	

	Not fit and proper - Manager etc. - Para. 5(3)(b)
	

	Other good reason - Para. 5(3)(d)
	


Please complete this form in BLOCK CAPITALS.

This form is in Parts. You will always have to complete Parts A and B. Which other ones you need depends on what you want to the Council to do.
Part A (What do you want the Council to do?)
Tick the option you want, and complete the Parts of this form indicated.
	tick
	
	

	
	grant a Full Window Cleaner's Licence (lasting up to 3 years, and renewable)


	You need to complete Parts A, B, C, E & F

	
	renew a Full Window Cleaner's Licence
	You need to complete Parts A, B, D, E & F



	
	grant a Temporary Window Cleaner's Licence (lasting 6 weeks and not renewable)


	You need to complete Parts A, B, C, E & F


Part B (About You)
This Part asks different questions depending on who is applying. Complete which one applies to you, and then continue to Part C.
	Who is applying?
	You need to complete

	A single individual
	B.1

	A Partnership
	B.2

	A Limited Company
	B.3

	Other Applicant
	B.4


	B.1. Single individual

	Your Full Name


	

	Your Address


	

	Postcode
	

	Place of Birth
	

	Date of Birth

	
	
	

	N.I. Number
	

	Daytime Telephone No.
	

	E-Mail Address
	

	Are you working for someone else?
	Yes
	No

	If you answer 'yes', answer these further questions:

	1. What is the name of the person you work for?
	

	2. What is the Council reference of the employer's Window Cleaner's Licence or Application?
	


Continue to Part C.
	B.2. Partnership


If there are more than two Partners, give the same information for each one on a separate sheet.
	First Partner

	Full Name
	

	Address


	

	Postcode
	

	Place of Birth
	

	Date of Birth

	
	
	

	N.I. Number
	

	Daytime Telephone No.
	

	E-Mail Address
	


	Second Partner

	Full Name
	

	Address


	

	Postcode
	

	Place of Birth
	

	Date of Birth

	
	
	

	N.I. Number
	

	Daytime Telephone No.
	

	E-Mail Address

	


Continue to Part C.
	B.3. Limited Company

	Company's Registered Name


	

	Registered Office address


	

	Company Registration No.
	

	Date of Registration
	

	Daytime Telephone No.
	

	E-Mail Address
	

	If the Company has any other Registration (e.g. Office of Scottish Charity Regulator (OSCR)) state the Registration no. and the relevant statute
	

	How many office-bearers are there (including the Secretary and the Directors) ?
	

	If the number is under 6, give us a separate sheet stating for each office-bearer the same information that is asked for if the applicant is a "Single individual" (see Part B.1). That office-bearer should sign that.


Continue to Part C.
	B.4. Other Applicant

	Full Name
	

	Address


	

	Daytime Telephone No.
	

	E-Mail Address
	

	If the Company has a statutory Registration (e.g. Office of Scottish Charity Regulator (OSCR)) state the Registration no. and the relevant statute
	

	How many office-bearers are there?
	

	If the number is under 6, give us a separate sheet stating for each office-bearer the same information that is asked for if the applicant is a "Single individual" (see Part B.1). That office-bearer should sign that.


Part C (Grant of Licence Application)
How the Council deals with this Application depends on whether or not you have applied before or had this kind of Licence before.
	Have you ever applied to the Council for a FULL Window Cleaner's Licence? (do not include a Temporary Licence)
	Yes
	No

	If you answer 'yes', answer these further questions:

	1. what was the Council reference?
	

	2. when did the Council refuse?
	
	
	

	When the Council refuses an Application for the Grant or Renewal of a particular kind of Licence, it cannot even consider another Application for the same kind of Licence within one year of the refusal, unless the Licensing Committee think that there has since been a material change of circumstances.

If the one-year bar applies to you, and you claim that there is a material change of circumstances, you should write a letter saying what you think this is, and your case will be considered by the Licensing Committee


Part D (Renewing a Full Licence)
You can only renew a Full Licence.
	Council Reference
	

	Expiry Date
	
	
	


	Late Renewal (within 28 days after Expiry Date)

	If you are applying late, what is the 'good cause' that explains why you are late?

	


Part E ('Fit and Proper' Test)
	Has anyone named in this form ever had another Application refused, or had a Licence revoked or suspended?

This question applies to any sort of Licence which any Council or Licensing Board in Scotland can grant, and not just the sort of Licence you are applying for now, and applies to any Council or Licensing Board in Scotland
	Yes
	No

	If you have answered 'yes', give details of any Applications or Licences:

	

	Has anyone named in this form been convicted of any crime or offence in the United Kingdom or elsewhere?

If you answer 'yes', put these in the separate 'Personal Declaration' forms signed by each person named in this Application.
Convictions under Road Traffic legislation where a fine of under £200 was imposed do not count here.
	Yes
	No


Part F (Declaration)
	Checklist - You need to give the Council:

	One photograph for each person named in this Application
	

	Personal Declaration forms signed by each person named in this Application

(except your employer)
	

	Licence Fee
	

	Evidence of insurance

If you are an employee, we do not need to see this if your employer  is already Licensed as a Window Cleaner with the Council, or has applied.
	


	Information

	Data Protection - Fair Processing Notice

	We will use any information given to us by or about anyone mentioned in this Application when it is necessary for the operation of the Licensing system authorised by Law. For more information, see the part of the Notes with the heading "Data Protection - Fair Processing Notice"

	Audit Scotland

	The Council is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form for the prevention and detection of fraud. It may also share this information with other bodies responsible for auditing or administering public funds for these purposes. You can get more information: http://www.north-ayrshire.gov.uk/UsefulLinks/FraudInitative.aspx


	I ask the Council to grant this Application. I have read the Licence Conditions and agree to keep to them.

I declare that the information I have given is full and accurate. I understand that a copy of this form and any Personal Declaration form will be given to the Police, and that there are criminal penalties for giving false or misleading information. 

I authorise

- the Council to make any inquiries of any person, public authority or commercial agency relating to any information in this Application or in the supporting documents

- those third parties to supply whatever information the Council requests

- the Council to share any information relating to the Application or Licence with any third party

where the Council believes any of these three things are necessary to the operation of the licensing system.

I authorise the Council to send any communication about this Application and the Licence by email to any of the email addresses given in this form.


	Signed:


	

	Date:


	


You should send or hand-deliver completed application forms, with all supporting documents, to:

North Ayrshire Council 
Licensing Office 
Cunninghame House 
Irvine 
KA12 8EE

Opening hours:

Monday to Thursday: 9.00am to 4.45pm.  Friday: 9.00am to 4.30pm
Telephone 01294  324305

Email: licensing@north-ayrshire.gov.uk
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Personal Declaration Form 1

(All licences except Drivers and Landlords)

Use this form if the Application is about anything except:
- Taxi Driver's Licence

- Private Hire Car Driver's Licence

- Landlord Registration

If the Application is about any of these, use Form 2 instead.  Use Form 1 if the Application is about a vehicle - a "Taxi Licence" or "Private Hire Car Licence" (sometimes called "Operator's Licences").

	Name

	

	Address

(including postcode)
	

	Date of Birth

	

	Place of Birth

	


We need to know about the criminal record of anyone applying for a Licence, or a Joint Holder, or part of a licensed business, or managing a licensed business, so they all need to fill in a Personal Declaration Form, but before you fill in the form you should read this note about 'Rehabilitation of Offenders'.
'Rehabilitation of Offenders'
This is the rule is that after a period of time some convictions (not all) are 'spent' or 'protected'. This means:

- these convictions do not have to be declared to the Council on this form, and

- the Council will probably not look at these convictions.

However, the rules have a lot of exceptions and are complicated. The main exception is that there are different rules for:

1.
Drivers of Taxis or Private Hire Cars, and Landlords

2.
Everyone else (this includes Operators of Taxis or Private Hire Cars)

Because there are different rules, the Council has different Declaration Forms. You should use the Form which applies to the Licence you want.

There is a summary of the rules below.

How to fill in this form
Apart from the 'Rehabilitation of Offenders' rules, you must tell us about everything. 

Please complete this form, and sign it.

	Apart from the 'Rehabilitation of Offenders' rules, do you have any of these penalties?

- Convictions

- Fixed Penalties

- 'Fiscal Fines'

- Immigration Penalties



	I have none of these (write 'none')
	

	I have listed the penalties below
	


	Date
	Court
	Crime/Offence
	Disposal

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Your Licence Application, and this form, will be sent to the Police.  Even if a conviction is 'Spent' or 'Protected' - so that you don't have to disclose it - the Police can still tell the Licensing Committee about it, and the Committee can decide whether or not justice cannot be done without looking at that conviction.

	Notices

	1. The information you give us in this form and in the Licence Application will be kept by us for as long the Licence is in force (including any time where it is temporarily suspended).

	2. We follow National Fraud Initiative guidelines to protect against fraud. For more information see: 
https://www.north-ayrshire.gov.uk/council/access-to-information/national-fraud-initiative.aspx

	3. Data Protection Fair Processing Notice - We will use any information given to us by or about anyone mentioned in this Application when it is necessary for the operation of the Licensing system authorised by Law. For more information, see the Council's "Fair Processing Notice".


I certify that this information is true and complete, and I understand that I may be prosecuted and my Licence refused, revoked or suspended if it is not.

	Name in BLOCK CAPITALS
	

	Signed
	

	Date
	


Summary of 'Spent Conviction' Rules
This is only a summary. The legislation here is particularly complicated and we cannot give detailed advice tailored for your particular circumstances. You should take independent legal advice.

The legislation includes

1.
Rehabilitation of Offenders Act 1974.

2.
The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2013, No. 50.
3.
The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2015, No. 329.

4.
The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2016 No. 91.

5.
The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment (No. 2) Order 2016 No. 147.

6.
The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Amendment Order 2018 No. 51.
All the legislation is freely available on the Government website www.legislation.gov.uk
The main 'Spent Conviction' rules setting the 'Rehabilitation Period' (RP) are in the Section 5 of the 1974 Act (Tables A and B). This table summarises them - references in [...] are to section numbers. The rules also include Schedule A1 and Schedule B1 in the 2013, 2015 and 2016 Orders.
	Sentence
	RP

	Absolute Discharge 
	6 months [5(3)(a)] (regardless of age of offender; regardless of Court procedure: [4(1)] )

	Road Traffic Act

Endorsement & Disqualification 
	5 years - [5(2)], final entry in Table A (halved if under 18 at conviction)

	Admonition
	5 years - [5(2)], final entry in Table A (halved if under 18 at conviction)

	Probation
	5 years if aged 18 or over on conviction, (but see [5(4A)] as it may be up to 2.5 years if under age 18)

	Fine
	5 years - [5(2)] Table A (halved if under 18 at conviction)

	Good Behaviour

Deferred Sentence

(typically 6 or 12 months)
	[5(4)] RP is the longer of:

(a) one year

(b) the end of the deferral.

	Hospital Order under Mental Health (Scotland) Act
	[5(7)] RP is the longer of

(a) 5 years

(b) two years after end of Order

	

	Children's Hearing
This only applies to cases about crimes. Other reasons for a child being on a Supervision Requirement (for example, being the victim of neglect) do not count as 'convictions'

	 Discharge
	6 months [5(3)(b)]

	Supervision Requirement
	[5(5)(f)] RP is the longer of

(a) one year from 'conviction' or

(b) the period until the S/R ends:

	

	Youth Detention:
	

	  up to 6 months
	3 years - [5(2)] Table B

	  over 6 but under 30 months
	5 years - [5(2)] Table B

	  Borstal (any period)
	7 years - [5(2)] Table B

	  over 30 months (or life)
	never becomes 'spent' - [5(1)]

	
	

	Adult Imprisonment:
	

	  up to 6 months 
	7 years - [5(2)] Table A (halved if under 18 at conviction)

	  over 6 but under 30 months
	10 years - [5(2)] Table A (halved if under 18 at conviction)

	  over 30 months (or life)
	never becomes 'spent' - [5(1)] (regardless of age of offender)


�








