
GV(NI)79 Annex G 

 

   V 3.0 

 

 

  

TM(NI)1G: Guidance Notes to Help you Complete your  
Transport Manager Application 

Goods Vehicle Operator Licensing 
 
How to use the notes 
 
These notes are in sections in the same way as the application form, to make it easier for you to 
find the right information.  For example Guidance Note 1 refers to Section 1 on application form 
TM(NI)1 and there is a guidance note which corresponds to each question on the application 
form. The notes describe what you need to tell the Department for Infrastructure (DfI) and also 
give details of any supporting documents that you must send with the form. 
 
You can help the Department to reach a decision on your application as quickly as 
possible by completing the application form correctly and submitting the correct 
supporting documents.  You should use these guidance notes to help you to do this. 
 
Further information 
 
If you have read the guidance notes and are still not sure how to complete any part of this form, 
please call 0113 202 6147 for advice, before you submit your application.   
 
The guidance notes only contain the information necessary for you to complete the form. For 
general information on operator licensing you should read the Guides for Operators which are 
available at infrastructure-ni.gov.uk/. It is important that you understand the responsibilities of 
being a transport manager before you apply as you will be expected to meet the obligations 
immediately if your application is successful.  
 
Guidance Note 1 – Your details 
 
Please complete every box.  
 
Specific guidance for individual boxes.  
 

a) Please enter all your first names. 
b) Please enter the place of birth as recorded on your birth certificate. This should be the 

general location e.g. Ballymoney, Co Antrim not the actual hospital. 
c) Please enter your current home address. This must be one of the member states of the 

European Community. In practice, the DfI would expect to see an address in Northern 
Ireland within reasonable distance of the operating centre(s) for which you will be 
responsible. 

 

https://www.infrastructure-ni.gov.uk/articles/transport-regulation-unit
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Guidance Note 2 – Licences on which you are applying to be the transport 
manager 
 
Please list all the licences on which you wish to be the transport manager, as part of 
this application. If you are already the transport manager on other licences you 
should complete Sections 7 and 8 as well.  
 
Please note that there may be limits on the number of operators for whom you can 
work as a transport manager as well as limits on the number of vehicles for which 
you can be responsible. This is explained in Section 5. 
 
Guidance Note 3 – Operating centres for which you will be responsible 
 
For the licence(s) listed in Section 2 please indicate all the operating centres for 
which you will be responsible. The DfI has strict criteria which it will apply when 
considering the suitability of transport managers. These may include the number of 
operating centres for which the transport manager is or will be responsible on all 
licences. Of particular relevance is the geographical location of the transport 
manager in relation to those operating centres.  
 
Guidance Note 4 – Address of place of work 
 
The criteria mentioned above also include whether the applicant works somewhere 
other than the operating centre(s) listed in Section 3. If this applies to you please 
complete this section. 
 
Guidance Note 5 – Which type of transport manager will you be? 
 
There are two distinct types of transport manager: 
 
Internal – you must have a genuine link to the licence holder or applicant. You will 
meet this requirement if: 
 

 You are the licence holder/applicant;  

 You are one of the partners in whose name the licence is/will be held; 
or 

 You are a director of the company in whose name the licence is/will be 
held. 

 
You are also likely to meet the requirement if you are a full-time or part-time 
employee of the licence holder/applicant. You must be able to show proof of 
employment if requested. 
 
External – you are hired-in to fulfil the role of transport manager under a contract 
that specifies the tasks you will perform as transport manager. As an external 
transport manager you can only work for a maximum of 4 operators (not licences) 
with a combined total fleet of up to a maximum of 50 authorised vehicles. 
 
If you are applying to be an external transport manager you must be able to provide 
a copy of the contract upon request.
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Please indicate which type of transport manager you will be, for the licence(s) listed 
in Section 2, by ticking the appropriate box. 
 
NB It may be possible to be an internal transport manager for one operator and an 
external transport manager for another. However, in that case, there may be limits 
on the number of operators and vehicles described above. 
 
Ultimately the determination of the internal/external status of a transport manager is 
at the discretion of the DfI. If you have doubts as to your status it is recommended 
that you contact the Department at the central licensing office. 
 
Guidance Note 6 – How many hours per week will you spend on your 
transport manager duties? 
 
The practice guidance documents give a broad guideline as to what might be expected 
in terms of hours worked by a transport manager relative to the number of vehicles 
specified on a licence. Please note that this is a starting point only and the DfI will 
consider each case on its own facts and its own merits. 
 

Vehicles Guideline hours (per week) 

2 or less 8 

3 to 5 15 

6 to 10 20 

11 to 14 25 

15 to 29 Full time 

30 and above (Full time) Additional assistance required 

For goods vehicle licences additional hours may be required for trailers. 

 
Please give full details of the hours you will work in the relevant boxes. If you 
will not be devoting the amount of time to the relevant licence(s) as shown in the 
table above, you should provide a written explanation as to how you will carry out all 
your responsibilities effectively in the time allocated. This should include details such 
as what systems are in place; how often you intend to visit each operating centre; 
the hours per week you will devote to each operator; who checks tachographs and 
where records are kept; and whether there are any other employees to help you. The 
transport manager(s) on your licence are responsible for the continuous and 
effective control of the management of the transport operations of the business. 
 
Guidance Note 7 – Are you the holder of, an applicant for, or the transport 
manager on, any other licence? 
 
Please tick the appropriate box and then go to the relevant section – yes, Section 8; 
no, Section 9. 
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Guidance Note 8 – List the other licence(s) 
 
If you tick the yes box in Section 7 you must give full details of the other licences 
here. Please list: 
 

 All the relevant licence numbers;  

 For each licence, whether you are the licence applicant, the licence holder or 
the transport manager; 

 For each licence which operating centre(s) on the licence you are responsible 
for; 

 For each operating centre the total number of authorised vehicles; 

 For each licence the total number of hours worked. 
 
Guidance Note 9 – List all other permanent or regular employment 
 
Please give details of any other permanent or regular employment, whether 
transport related or not, including where you are self employed. This will enable 
the DfI to assess whether you will have enough time to fulfil the duties required 
of a transport manager. 
 
Guidance Note 10 – Evidence of professional competence 
 
There are only two ways of demonstrating professional competence. Either you hold 
a certificate of professional competence (CPC) or you have acquired rights 
previously known as grandfather rights. 
 
CPC 
 
Only CPCs issued by those bodies accredited by the Department for Transport will 
be accepted as evidence of professional competence.  
 
If you are applying to be the transport manager on a standard international licence 
you must hold a standard international CPC. 
 
‘Acquired Rights’ formerly known as ‘Grandfather Rights’ 
 
‘Grandfather Rights’ exemptions became invalid from 4 December 2011 and were 
replaced by ‘Acquired Rights’. Transport Managers with ‘Grandfather Rights’ who 
were listed on an operator’s licence and who completed and returned a 
questionnaire to the Department of the Environment before 4 December 2013 were 
issued with an ‘Acquired Rights’ certificate. 
 
Please note that ‘Acquired Rights’ can no longer be claimed. 
 
Guidance Note 11 – Convictions and penalties 
 
You must declare all penalties and unspent convictions on the application form. 
   
You are reminded that it is a criminal offence to make a false declaration on the 
application.
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A more general explanation of what the DfI can take into account is detailed below.  
You should provide full details of the background circumstances of any convictions 
or penalties declared on a separate piece of paper. 
 
Failure to provide information may influence a decision that could subsequently lead 
to regulatory action. 
 
Spent convictions 
 
You do not have to declare convictions which are “spent” under the Rehabilitation of 
Offenders (Northern Ireland) Order 1978.  The table below shows the rehabilitation 
period, at the end of which convictions will become spent.  The rehabilitation period 
depends on the sentence for the original offence and runs from the date of 
conviction. 
 
A sentence of imprisonment for life or a sentence of imprisonment, detention in a 
YOI, a sentence of preventative detention or a sentence of detention during Her 
Majesty’s pleasure for terms exceeding 30 months are excluded from rehabilitation. 
Otherwise: 
 
Rehabilitation periods (subject to reduction by half for persons under 18). 

Sentence Rehabilitation 
period 

A sentence of imprisonment or corrective training for a term 
exceeding six months but not exceeding thirty months. 

Ten years 

A sentence of cashiering, discharge with ignominy or dismissal 
with disgrace from Her Majesty's service. 

Ten years 

A sentence of imprisonment for a term not exceeding six months. Seven years 

A sentence of dismissal from Her Majesty's service. Seven years 

Any sentence of detention in respect of a conviction in service 
disciplinary proceedings. 

Five years 

A fine or any other sentence subject to rehabilitation under this 
Order, not being a sentence to which Table B or any of 
paragraphs (3) to (8) applies. 

Five years 

 

Rehabilitation periods for certain sentences confined to young offenders. 

Sentence Rehabilitation 
period 

A sentence of Borstal training. Seven years 

A custodial order under Schedule 5A to the Army Act 1955 or the 
Air Force Act 1955 or under Schedule 4A to the Naval Discipline 
Act 1957 where the maximum period of detention specified in the 
order is more than six months. 

Seven years 
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A custodial order under section 71AA of the Army Act 1955 or the 
Air Force Act 1955, or under section 43AA of the Naval Discipline 
Act 1957, where the maximum period of detention specified in the 
order is more than six months. 

Seven years 

A sentence of detention for a term exceeding six months but not 
exceeding thirty months passed under Article 45 of the Criminal 
Justice (Children) (Northern Ireland) Order 19981  

Five years 

A sentence of detention for a term not exceeding six months 
passed under that Article 45. 

Three years 

A custodial order under any of the Schedules to the said Acts of 

1955 and 1957, where the maximum period of detention specified 

in the order is six months or less. 

Three years 

A custodial order under section 71AA of the said Acts of 1955, or 

section 43AA of the said Act of 1957, where the maximum period 

of detention specified in the order is six months or less. 

Three years 

 
A later conviction may affect the rehabilitation period for an earlier conviction if it 
happens before the first period has run out. 
 
If you are not sure whether your convictions are “spent”, you should declare it and 
the DfI will then consider each case on its merits. 
 
Guidance Note 12 – Previous licence history 
 
If you have ever been associated, in any way, with a licence that has been revoked, 
suspended or curtailed,* please tick the relevant box(es) and provide full details. If 
you cannot remember the licence number please give details of the licence holder’s 
name and address. 
 
The answers you give in this section will be checked against records. If you are 
unsure, please include the detail and if it is not relevant it will be noted before your 
application is determined. 
 
*Please note that curtailment also means a reduction of authorisation imposed by the 
DfI. 
 
Guidance Note 13 – Transport manager declaration 
 
Please read this carefully and ensure that you fully understand the obligations you 
are making before signing the declaration. By signing the application you are 
accepting that you are responsible for ensuring that you comply with them at all 
times.

                                                           
1
http://www.legislation.gov.uk/nisi/1978/1908/article/6 - commentary-c1685864#commentary-c1685864  

http://www.legislation.gov.uk/nisi/1978/1908/article/6%20-%20commentary-c1685864#commentary-c1685864
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If you are applying to be an internal transport manager, external transport manager or both (see 
Section 5) please sign the declaration at Section 13a.  
 
Guidance Note 14 – Declaration by the licence applicant/holder 
 
The application must be signed by the person who is or will be the licensed operator: 
  

 If that is as a sole trader you must sign the form yourself, even if you are applying 
to be an internal transport manager; 

 If that is as a partnership it may be signed by all the partners or by one partner 
with the authority of the others; 

 If that is as a limited company or limited liability partnership it must be signed by 
one or more of the directors/partners; 

 If that is as any other organisation, it must be signed by one or more of the people 
who is authorised to sign applications for an operator’s licence on behalf of that 
body. 

 

 

 
 
 
 


