Submitting an application – resident permit
· After creating an account (if you haven’t done this, please see the guide found here – link to ………….) you can log in to your account by clicking “Customer Register/Sign in” button 
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· Enter the email address and password that was used to create your account and click “sign in”
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· After logging in, you will come to the Citizen Hub home page, as shown below
· To submit a Resident Permit Application, click “Make a New Application” heading in the top left as per above. 
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· You will then be taken to a new page.
· From the list on the right-hand side, click “Parking Services – Permit Application”

[image: ]




· You then be taken to the below screen 
[image: ]
· From the dropdown box, please select the type of permit required and click “Complete Section and Continue” button 
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· Following this, there is some important information that needs to be read

· Select the preferred start date of the permit





· Select yes or no from the dropdown box to confirm if the permit is to be a Pool Permit
[image: ]
· Enter the vehicle make
· Enter the vehicle registration number 
· Select yes or no from the dropdown box to confirm if the vehicle meets the low emission criteria 
· Enter the vehicle ownership type e.g. Owned, Leased, Company car
· Select yes or no from the dropdown box to confirm if you have previously held a valid resident permit for this vehicle
· If no, you will need to upload your vehicle documents by dragging and dropping the file into the box or clicking the box and selecting the document from the files on your device 
· Select yes or no from the dropdown box to confirm if you are a current permit holder at the address that you are applying for. 
· If no, you will need to upload your proof of address document by dragging and dropping the file into the box or clicking the box and selecting the document from the files on your device and upload your vehicle documentation the same way 
· If yes, you will need to enter the permit number
· Once any documents that are required have been uploaded, click “Complete Section and Continue”
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· [image: ][image: ]You will then be taken to the below screen 









· Please read the Policy Notice by clicking the link and once this has been read and understood, click the box.
· Complete the above sections with your personal details. Title, First name, Last name, Preferred contact method Email/Mobile, telephone number. Email Address and the permit address. 
· Once completed, click the “Complete Section and Continue” button. 
· You will then be taken to the final section of the Application Form.

[image: ]
· Please read the terms and conditions and the declaration, once these have been read and understood, if you agree to accept the terms and conditions, click the box 
· You can then click the “Submit application” button 
image6.png
S @ D [O Home

< C n () https;/newcastle-parking.oncreate.app/w/webpage/510GBGZB12user_i

[ Addresses @ Cale Web Office () Capita
Neweastleds
Gity Council B
Permit Selection
Applicant / Address Details
T&Cs / Declaration

X | ) Payments

[ compsnies house [ OVLA = CarCheck [ Find s badge - GOV.. @ Google Msps ¢l parking map

X | N newcastie-parking oncreateape. X | &

2978&webpage_token=07e3020c7930926b261dc2a0d82583a028124334729dc5a477ddf532bd0073ecBcontext _record_id=5299&webpage_subpage_id=P.. A ¢y [0 ¢

ayyPhone Login [3 Portsl = TrsckandTrsce-Tr.  f Welcome toourgr., € PermitSmarti [ Sants Letter-Envel.. b Home

Residents Permit

Please note that all details for the address entered in this application form should refer to the address within a permit zone that you wish to hold a permit for. If you are applying in advance of
moving in, enter the address in the permit zone, not your current address, as the application will be assessed based on the address quoted that needs to match the document as proof of
residency. Please do not quote any other address, as the permit will be posted to the eligible address within the permit zone a couple of days before the permit is due to start

The application must be accompanied by proof of residency (for example, a valid Tenancy Agreement, Council Tax statement, a deposit protection scheme letter for rented accommodation
showing property address, tenants, and the term of the tenancy o a Utilty Bill dated within the last 3 months) linking your name with the address quoted in the Address Details.

We need to establish a link between the resident applying for the permit and the vehicle that will be named on the permit. This can be established by either a copy of the V5C Vehicle
Registration Document/Log Book issued by the DVLA in the applicants name or a copy of the vehicle insurance schedule/certificate showing that the applicant is a named driver on the
insurance document

If you have only recently purchased the vehicle within the last few days we will require you to attach a copy of your vehicle insurance, either you own insurance or a copy of the drive away
insurance that you should have received from the garage when you purchased the vehicle. If you do not provide valid vehicle documents your application will not be processed and your
application will be delayed until the required information is received

What is the preferred start date for the permit? (required)

dd/mm/yyyy

Is the resident’s permit for use on multiple vehicles, ie a company vehicle where you are expected to use “Pool” vehicles on a regular basis? (required)

Please select,

Resident Permit Supporting Documents

Do you (as the named permit holder) currently hold a valid resident/visitor permit for this address? (If yes, you will not need to submit proof of address again at this time) (required)

Please select, v

- Back Complete Section and Continue
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Is the resident’s permit for use on multiple vehicles, ie a company vehicle where you are expected to use “Pool” vehicles on a regular basis? (required)

No v

Vehicle Details

Please add details of the vehicle registration number(s) to be added to the permit(s).

The Low Emission Discount box should be marked as Yes if the applicant is applying for the discount for low emission vehicles. The discount on the price of a permit will apply if the vehicle has
alow CO2 emission figure (that is up to 120g/km).

Vehicle Make (required)

Vehicle Registration Number (required)

Alow emission vehicle is currently classed as a vehicle where the CO2 emissions are 120g/km or less. If you are unsure if your vehicle emissions are less than 120g/km, you can check them
on the following website https://vehicleenquiry.service.gov.uk/

Is your vehicle a low emission vehicle? (required)

Please select,

Vehicle Ownership Type (required)

Please select,

Have you previously held a valid annual parking permit issued by Newcastle City Council for this vehicle, where you would have supplied your vehicle documentation? If the answer is yes you o

will not be required to supply the documents with this application? (required)
Q

Please select,
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Do you (as the named permit holder) currently hold a valid resident/visitor permit for this address? (If yes, you will not need to submit proof of address again at this time) (required)

No

If submitting a tenancy agreement we only require scans/copies of the pages of the agreement that confirm the names of the residents; the address of the tenancy; the length of time the

tenancy runs for and the signatures of the landlord and tenants.

If this information is not supplied your application cannot be approved and will be delayed until the required information is received. Each document to be added must be less than 2mb in

size.

Proof of residency (current tenancy agreement, council tax

bill for this financial year; a deposit protection scheme

letter for rented accommodation showing property

address, tenants, and the term of the tenancy or utility bill Drop fiea IS upload
dated in last 3 months)

x  Proof of address.docx

Files uploaded: 1 of 1

Proof of Ownership; Hire/Lease Agreement or Insurance
Schedule

Drop files here to upload

x  Proof of vehicle ownership.docx

Files uploaded: 1 of 1

- Back Complete Section and Continue
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Is your vehicle a low emission vehicle? (required)

No

Vehicle Ownership Type (required)

Owned

Have you previously held a valid annual parking permi
will not be required to supply the documents with this application? (required)

issued by Newcastle City Council for this vehicle, where you would have supplied your vehicle documentation? If the answer is yes you

No

Resident Permit Supporting Documents

Do you (as the named permit holder) currently hold a valid resident/visitor permit for this address? (If yes, you will not need to submit proof of address again at this time) (required)

Yes

Current Permit Reference Number (required)

TEST123

We will check the records for your address and if you do not hold a valid permit for that address, we will need to write to you to request thi
approval of your application

- Back Complete Section and Continue
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Terms and Conditions

Permits may only be used at the parking places named or within specified parking zones,
Permits may not be used in car parks.

Permit showing a registration number may only be used on the vehicle with that number.

The permit, contained within the plastic wallet supplied, must be displayed prominently on the dashboard/front windscreen of the vehicle so that all of the particulars on it are visible from
the outside of the vehicle

Where road markings are present, vehicles must be parked entirely within the limits of the marked out bay.

Whilst the vehicle is in the parking place it must not be used in conjunction with selling or offering for hire of any service.

Permits will only be issued through the post

Al vehicles using permits must be parked in accordance with the City of Newcastle upon Tyne On Street (Parking Places) Order 2009, as amended

Permits shall be returned to the Council when the holder ceases to be a resident within the property or ceases to be the owner of the relevant vehicle.

10. Misuse of a permit, forging or possessing a forged permit or making a false statement for the issue of a permit are all offences carrying a substantial fine

11. Visitor permits can only be used during visits to your property of a social or domestic nature.

12. Business permits can only be used during visits to the relevant business property.

13. For relevant permit schemes a charge of £10 for a replacement permit due to a change in vehicle registration will be applied

14. Acharge will be applied for lost or stolen permits.

FNERNNIN

®~o o

©

Declaration

Please note it is an offence to supply false or misleading information for the supply of a permit. We may check Council Tax records, where applicable, to verify information provided. This
authority is required by law to protect the public funds it administers. It may share information provided to it with other bodies responsible for auditing or administrating public funds, in order to
prevent and detect fraud

D I certify that the above details are correct and | accept the terms and conditions as listed. (required)

- Back bmit application
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