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Introduction 

This guidance note will explain how an applicant would apply for a dropped kerb and what a 

contractor would be required to do. 

Process for the customer 

Customer actions to be taken as part of application process 

•

•

 
•

 Navigate to the Council website: Vehicle accesses, crossovers and dropped kerbs - 

Derbyshire County Council 

 Click on the form link 

 Complete the form including the following pages 

 
- Read the information page initially 

- Select your contractor from the drop-down box on the Contractor page. If you 

have a reference for the works you can add that in. If the contractor is not in the 

drop-down box then they are not registered with the County Council and they will 

need to register prior to your application 

 
- Complete your details on the your details tab (if you have logged in using your 

account this will be prefilled) 

 

 

 

 

 

 

 

https://www.derbyshire.gov.uk/transport-roads/roads-traffic/licences-enforcements/vehicular-access/vehicle-accesses-crossovers-and-dropped-kerbs.aspx
https://www.derbyshire.gov.uk/transport-roads/roads-traffic/licences-enforcements/vehicular-access/vehicle-accesses-crossovers-and-dropped-kerbs.aspx
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- On Property owner tab if you state that you are not the property open it will ask a 

further question regarding rent. If privately rented or other are chosen you will 

need to enter the owners details 

 
 

- Map the location on the location tab and complete location detail. The map 

location tab will tell you who the planning authority is for the location 

-

 

 Licence details will ask if planning permission is required and if yes will ask you to 

enter the reference number that you have been provided from the district or 

borough and you are also able to attach any relevant planning documents. This 

should not include personal identifiable information such as car registrations or 

people’s faces. If planning permission is not required, you will be required to 

attach evidence of this 

- Application fee requires you to enter if its you or the contractor who will pay the 

fees. This will automate an email at a later stage to the relevant address for 

payment 
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-

  

 
-

-

 
-

 
-

 On the confirmation page you must read the terms and conditions and tick to say 

you agree 

 Press submit on the same page. 

 You will be provided with a case number 

 You will receive an email confirming your submission 

 Your contractor will be sent an email asking them to confirm their details and  

what the job entails and you will receive an email once they have done that 
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-

 

 

 

 

 Once the contactor has completed their form you will then receive an email 

asking for payment and you will need to click on the link for payment. This will 

need to be done within 7 days of receipt of this email or the application will be 

cancelled but you will still be charged. If payment is not received then you will get 

an email confirming the cancellation. The contractor will get the 2nd screenshot. If 

you have selected the contractor to pay they will get an email requesting 

payment. 

- If you are liable to pay you need to click on the link and it will take you to this 

page.  
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-

 

 

-

 Read through the how to pay tab and then complete the payment address tab if 

required and click submit 

 This will direct you to civica for card payment 
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Customer action to be taken after application reviewed 

-

 

-

 

 The council will now review your application and you will receive an email stating 

the outcome. Your application will either be approved with conditions, approved 

or not approved. An example email is below. If it is not approved you will receive 

an email stating this. 

 If approved your contractor will also receive a letter stating they need to inform us 

one week prior to works commencing and at once they have completed works so 

we can inspect 
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Process for the contractor 

Contractor actions to be taken as part of application process 

If you have been nominated by a customer to install a dropped crossing you will receive an 

email that will require action 

•

 
•

 
•

 
•

 
-

-

-

-

 The email you will receive will look like this: 

 Click on the link and it will take to this page. Click on My tickets: 

 Select the relevant ticket by clicking on it: 

 Click on complete form and complete the required text boxes including the 

information requested below: 

 Your details 

 Which utilities you will or have been in contact with 

 Works details including start dates and what work is included 

 Agree to the terms and conditions 

-

-

-

 

 Tick the liability insurance and certification box 

 Upload any relevant files 

 Click save 
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•

 

 
•

•

 

 

•

 You will receive an email saying your submission has been received 

• You will receive an email stating the customer is liable to pay the application fee 

Or if the applicant has stated the contractor will pay you will get the email requesting 

payment. This will need to be done within 7 days of receipt of this email or the 

application will be cancelled but you will still be charged. If payment is not received 

then you will get an email confirming the cancellation 

 If you are liable to pay you need to click on the link within the email 

 Read through the how to pay tab and then complete the payment address tab if 

required and click submit 

 This will direct you to civica for card payment 
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Contractor action to be taken after application reviewed  

Approved or approved with conditions actions 

Once the application has been approved you will receive an email asking you to inform the 

Council one week prior to work starting.  Work should be completed within 3 working days of 

the start date and within 3 months of the application approval 

 

 

•

 
 

•

 
 

 

 

 

 

 

 Click on the link and click My Tickets 

 Select relevant ticket in list 
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•

 
 

•

 

•

 

 

 

 

 Click on notice of commencement completed and fill the form in and save 

 Once you have completed the work you need to inform the Council of this using the 

link provided in the email above. 

Action to be taken post completion of works 

 Navigate to the same email but click on the bottom link 
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•

 
•

 
•

 
 

 

•

 Click on My Tickets 

 Select relevant ticket in the list 

 Select the contractor completion form received and complete it and save 

 This will trigger an inspection of the works by the Council 

 

 




