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Day 1 (6 weeks prior to 
licence expiry)
Email sent to the 
customer's registered 
email address with a 
link and security code 
to enable licence 
renewal online.
* See Note 1

Days 2 to 8
Using the link emailed by the Service,
complete your vehicle renewal 
application & make payment. Please 
complete the renewal carefully and 
upload your V5 (logbook) and insurance 
certificate. * See Note 2

Days 2 to 11
Within 3 days of receiving the 
completed application, review 
the content, start background 
checks and request further 
information from the 
proprietor if required.  

Days 17 to 18
The Service may ask you by email 
for: 
- Logbook
- Insurance 
The Service will check:
- HPI
- Tax/MOT
*See Note 2

Days 22 to 27
You will need to present your 
vehicle at Shearbridge Depot 
for a Safety Inspection.
You need to ensure that your 
new plate (if applicable) and 
windscreen disc are already 
installed on your vehicle.
* See Note 3

Days 28 to 37
If your vehicle fails, your vehicle will be suspended. It 
will be unsuspended when your vehicle is rebooked 
and passes.

10 days to allow any failure faults to be rectified and 
the vehicle re-inspected.

Days 19 to 21
When all checks are 
satisfactory a safety 
inspection will be 
booked, and an email 
sent by the Service 
confirming date and 
time of the test.

Licence Renewed

Note 1: The sooner you complete and submit your vehicle renewal application the faster it will be processed.  Please note that if you don't fill in the application correctly, or haven't 

uploaded the correct documents it could delay your application renewal time. (see Note 2)

Note 2: Common reasons for a vehicle renewal delay are:
Logbook - If the logbook (pages 2 & 3) is not uploaded, unreadable or is incorrect we will have to request this again.
Insurance Certificate - Again, If the certificate is not uploaded, unreadable or incorrect we have to request it again. 
If we need to request documents again this can cause delays in your application. 

Note 3: Vehicles are expected to pass a safety inspection first time - it is your responsibility to ensure that the vehicle is well maintained and prepared. Where a vehicle fails inspection 

then a failure notice will be issued and your vehicle will be suspended - the failure points must be rectified and the vehicle re-inspected within 10 days. Once your vehicle passes the 
inspection, your vehicle will then be unsuspended.

HCPH Service Level - Vehicle Licence RenewalKey
Licensing Service Actions: 

Customer Actions:
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Days 19 to 21 continued
You will then be sent the following:
New vehicle licence
New plate (If applicable)
New window disc.

You licence is sent via email and your 
plate/disc will be sent to your home 
address.
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