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Policy 
Statement 

Merseyside Police is committed to maximising the safety of all road users throughout Merseyside. 
The Road Safety Act 2006 came into force on 1st April 2009 and contains new offences, alters 
existing procedures and introduces new regulations. These include: 

a) Introduction of Graduated Fixed Penalty Notices. 
b) Deposits and payments for offenders without a satisfactory United Kingdom address. 
c) Prohibition of vehicles following the non-payment of roadside payments/deposits. 
d) Immobilisation of all prohibited vehicles. 
e) Penalty points for non-DVLA licence holders held on DVLA database (removing the need 

for a physical paper counterpart). 
f) The ability to issue a fixed penalty notice to a non-DVLA licence holder and (other than 

the need to check authority to drive) not require the authorities to see any driving licence 
or counterpart, by use of the DVLA database. 

 

Aims 

The main aim of this policy is to make best use of the available legislation to ensure the safety of 
all road users within the Merseyside area. 

The policy is underpinned by procedures that introduce a standard approach to the issue of 
Graduated Fixed Penalty Notices, requesting and obtaining deposits, and immobilising vehicles. 

 

Objectives 

Associated objectives are to: 

a) Ensure the service provided by Merseyside Police is consistent and fair 
b) Maximise the safety of drivers, the public and any police officers involved 
c) Ensure the welfare of drivers and passengers who are subject to immobilisation 
d) Reduce the risk of litigation 

 

Application and Scope 

All police officers and police staff, including the extended police family and those working 
voluntarily or under contract to Merseyside Police must be aware of, and are required to comply 
with, all relevant policy and associated procedures.  

This is a non-statutory policy that sets out the principles to help guide decision making.  It provides 
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guidance that, on occasions, officers and staff may depart from based on the particular 
circumstances they encounter.  On such occasions, officers and staff will be supported provided 
they can demonstrate a clear rationale which can be objectively justified for why they have 
departed from the policy. 

All uniformed operational officers and staff should be made aware of the policy, but the detailed 
procedure is particularly relevant to those officers who have been authorised to issue graduated 
fixed penalty notices 

For the purpose of this policy, DVLA issued driving licences will be referred to as ‘DVLA’ licences 
rather than the DVLA term of ‘UK’ licences, to distinguish them from licences issued by the Driver 
and Vehicle Agency of Northern Ireland, the Department of Transport for the Isle of Man, and 
licences issued in the Channel Islands. 

For the purpose of this policy, references to dangerous goods are to be interpreted in the context 
of current ADR regulations (United Nations European Agreement regarding carriage of dangerous 
goods by road). 

The Chief Officer Lead for this policy is the Assistant Chief Constable responsible for Matrix. 

 
Outcome Evaluation 

The Head of Roads Policing Unit will introduce measures to determine how successful the policy 
initiative is and will monitor progress on a routine basis. 
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Procedure 
Version History 

Version 
Number 

Date Detailed rational behind amending/updating 
policy or procedure. 

Policy 
Owner 
Details  

Policy 
Author 
Details 

1.0 00/11/12 • Initial GFPN Policy   

1.5 
 

00/06/15 • Policy review. Amended cash receiving 
process to require use of Body Worn Video 

  

2.0 00/01/19 • Amended following DVSA Changes – increase 
from 3 to 5 for allowable offences, Remove 
AllPay options 

• Remove Fax process. 

  

2.1 00/11/22  • Policy review and amendments to process of 
GFPN admin by RPU and issuing of GFPN, 

  

2.2 00/06/24 • Change of force crest 
• Document Version number updated 
• 1.2.1 changed from CVU to CTO 
• 2.2.4 – updated to drivers hours and weight 

offences only for UK resident drivers – no 
endorsable offences 

• 4.4.5 and 4.4.8 – removal of requirement to 
create Niche and storm logs for cash 
payments -but must use BWV 

• Appendix 1,2 and 3 updated and new warning 
sticker added  

• Risk assessment reviewed by Con 4455 
Campion 

  

2.3 11/06/26 • Minor changes to reflect the change in force 
structure and removal of leadership and me 
reference; update to current Force policy 
template 

Ch/Supt 
Matrix 

Ch/Insp. 
Head of 
Roads 
Policing 
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1. Authorisations    

1.1 Authorisation of officers to issue Graduated fixed penalty notices. 

1.1.1 Graduated Fixed Penalty Notices are only to be issued by officers from MATRIX RPU who 
have been authorised by either Insp Road Policing Operational Support or Sgt Roads 
Policing Planning and Development. 

1.2 Authorisation to issue Graduated fixed penalty notices. 

1.2.1 Penalty notices are provided to officers in books containing ten (10) notices. These books 
will only be issued by officers from the Commercial Vehicle Unit under the supervision of 
the CVU supervisor. These notices will be kept secure by the officers of that department. 
Details of the serial numbers will be noted on the register and allocated to a specific 
officer. Once issued, that officer will be responsible for the management of the notice 
until returned complete to the Safer Roads Unit. 

1.2.2 Once a graduated fixed penalty notice is completed the issuing officer MUST return the 
CTO section of the notice to the Safer Roads Unit and then record it on the GFPN register.  

1.3 Void notices 

1.3.1 Where an officer has issued a graduated fixed penalty notice in error or a decision to 
rescind the notice has been made, all (5) parts of the notice MUST be returned to the 
Commercial Vehicle Unit complete with a F104 outlining the reason for the decision. 

Once this has been agreed by Commercial Vehicle Unit supervisor the GFPN register will 
be updated it will be forwarded to the Safer Roads Unit for filing. 

 

2. Graduated Fixed Penalty Notices 

2.1 Satisfactory Address (for service of a summons) 

2.1.1 When issuing a Graduated Fixed Penalty Notice, the officer must establish if the driver 
has given an address that would be satisfactory for the service of a summons, should one 
be subsequently required, i.e. in the event of non-payment of the penalty. 

2.1.2 A satisfactory address is now defined by Section 90A of the Road Traffic Offenders Act 
1988 as an address in the United Kingdom where the officer considers it likely that it 
would be possible to find the offender whenever necessary in connection with 
proceedings. The deciding factor is residential status, rather than nationality or ethnicity. 

2.1.3 Drivers who cannot provide a verified satisfactory address are required to pay a roadside 
payment/deposit. 
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2.2 Types of graduated fixed penalty notices & when to issue. 

2.2.1 The graduated fixed penalty ticket is such as it incorporates both endorsable and non- 
endorsable fixed penalty notices within one ticket. The ticket has a notice type code being 
‘15’ for non-endorsable without deposit and 45 for non-endorsable with deposit notices 
or 10’ for endorsable without deposit and 40 for endorsable with deposit notices.  There 
is no necessity to specify the number of points the offence will attract; this is calculated 
automatically according to offence type. 

2.2.2 The tickets also contain five penalty codes, which directly relate to the level of fine. The 
penalty codes which will be used within Merseyside are as follows: 

• ‘10’ - £50 penalty 
• ‘20’ - £100 penalty 
• ‘40’ - £200 penalty 
• ‘60’ - £300 penalty 
• ‘80’ - £500 deposit summons only 

2.2.3 The notices are available to be issued for further offences in addition to those previously 
available under the standard fixed penalty notice scheme. The graduated fixed penalty 
notices may also be issued for standard offences in the case of the driver not providing a 
satisfactory address and being subject to a roadside deposit. UK DVLA licence holders 
can only be dealt with using the graduated FPN system for Driver Hours and Weight 
offences only all other offences to be dealt with using the TOR procedure.  

2.2.4 Only Drivers Hours and Weight offences should be prosecuted using the graduated fixed 
penalty notices, all other Non-endorsable fixed penalty offences and all Endorsable 
offences should be prosecuted using the TOR procedure, the Graduated FPN procedure 
should not be used for DVLA licence holders who are able to provide a satisfactory 
address. 

2.2.5 The graduated fixed penalty notice is in 5-carbon-copies. The parts should be submitted 
as follows: 

• Part 1 (CTO COPY) – Submitted through line manager to the CTO 
• Part 2 (COURT COPY) – Retained by OIC for court hearings 
• Part 3 (DRIVER COPY) – Given to driver at scene 
• Part 4 (COURT HEARING REQUEST) – Given to driver at scene 
• Part 5 (PAYMENT SLIP) – If not paid at scene, then given to driver; otherwise, to be 

disposed of by officer. 

2.2.6 A maximum of five (5) graduated fixed penalty notices can be issued at any one time, 
however no more than one (1) endorsable graduated fixed penalty notice can be issued. 



GFPNs                      OFFICIAL               Matrix: Roads Policing 
  

Version: 2.3                                                                        7                                                                            11/06/2026 
                              OFFICIAL          

2.2.7 In the event of the number of offences exceeding that specified in 2.2.6 above, the 
following options are available to the officer: 

• Issue 5 graduated fixed penalty notices as per 2.2.6 above, and verbally warn for 
the remaining offences, or 

• Summons the driver for all of the offences disclosed. 

2.2.8 In the event of a driver being summonsed who is unable to provide a satisfactory address, 
a roadside deposit will be required to either ensure court attendance or enable the trial to 
proceed in the absence of the defendant. (See Section 4) 

2.2.9 The roadside deposit will be £500 for each offence summonsed, to a maximum of £1500. 
Therefore, in the event of the number of offences exceeding 3, the offender will be verbally 
reported for summons for all offences disclosed and the appropriate number of penalty 
notices issued. 

2.2.10 In the event of the summons being issued to a non-UK country, additional measures will 
need to be taken as specified in the below section International Summons’. 

2.2.11 All drivers should be eligible for a non-endorsable fixed penalty notice, however, sections 
3.1, 3.2 and 3.3 apply for endorsable fixed penalty notices. 

2.2.12 Only officers in uniform can issue fixed penalty notices and request roadside deposits. 

2.3 Other available options 

2.3.1 If a graduated or standard fixed penalty notices are not available, despite all reasonable 
efforts, the ordinary lines of prosecution are still available. There is still an option to report 
for summons (UK only) or arrest, providing the arrest necessity criteria under Section. 
24(5) Police and Criminal Evidence Act 1984 is met. 

2.4 Surrender of driving licences when using graduated fixed penalty notices for 
endorsable offences 

2.4.1 There is no necessity for DVLA or non-DVLA licence holders to surrender their driving 
licence. (See 3.3.2) 

 
3. Types of licence holder & disposal (Refer to Appendix 1) 

3.1 DVLA Licence Holders 

3.1.1 If it is deemed in-appropriate to issue a TOR and all other options have been considered, 
then drivers who have held a full DVLA driving licence for more than 2 years or who hold a 
provisional driving licence should only be issued a graduated endorsable fixed penalty 
notice provided they have less than 9 current penalty points. 
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3.1.2 The graduated fixed penalty notice should be completed as comprehensively as possible. 
Staff should ensure that the DVLA Driver Number section is completed if the driver is a 
DVLA licence holder. 

3.2 Non-DVLA licence holders with DVLA record / DVLA Driver number 

3.2.1 If possible, the DVLA DVS system should be checked for the existence of DVLA shadow 
records. If not practicable the PNC should be used as an alternative.                                                                                                     

3.2.2 Non-DVLA licence holders who already have a DVLA shadow record and number can only 
be issued with an endorsable fixed penalty notice if they have less than nine (9) 

DVLA penalty points, as they are still liable for DVLA disqualification under the totting up 
procedures upon reaching twelve (12) GB penalty points. 

3.2.3 The graduated fixed penalty notice should be completed as comprehensively as possible, 
and staff should ensure that the DVLA Driver Number is endorsed upon the notice. 

3.3 Non-DVLA licence holders without DVLA Driver number 

3.3.1 When a non-DVLA licence holder who does not have a shadow record with a DVLA licence 
number is issued with an endorsable fixed penalty notice, a shadow record with a DVLA 
licence number will be created for the driver and the relevant number of penalty points 
will be endorsed upon that record. The DVLA will send a letter to the driver informing them 
of their new licence number. The officer should inform the driver of this procedure at the 
time of issuing the graduated fixed penalty notice. 

3.3.2 A graduated fixed penalty notice can only be issued for an endorsable offence if the non-
DVLA licence is produced at the scene. The graduated fixed penalty notice should be 
completed as comprehensively as possible and staff should ensure that the non-DVLA 
Driver Number is endorsed upon the notice, as without this the shadow record cannot be 
correctly created. 

 
4. Receiving Deposits 

4.1 The legislation concerning this section is contained in the Road Safety Act 2006. 

Explanatory notes: 
 
Roadside payment – If graduated fixed penalty notices have been issued and the 
defendant does not have a satisfactory address, the total amount of money that the fines 
attract is required to be paid at the scene (commonly known as an on-the-spot fine). The 
defendant then has the option of subsequently requesting a court hearing, in which case 
the money is held as a deposit awaiting the outcome of the trial. 



GFPNs                      OFFICIAL               Matrix: Roads Policing 
  

Version: 2.3                                                                        9                                                                            11/06/2026 
                              OFFICIAL          

Roadside deposit – If a defendant is to be summonsed but does not have a satisfactory 
address, £500 per offence to a maximum of £1500 is required to be paid at the scene. 

This money is held as a deposit awaiting the outcome of the trial. 

4.2 When to take a roadside deposit or payment. 

4.2.1 A roadside deposit / payment requires the driver who has been issued with a graduated 
fixed penalty notice to pay the full penalty amount at the roadside by means of either cash 
or credit/debit card. 

4.2.2 A roadside deposit will be required whenever more than three offences are to be 
prosecuted and the driver does not furnish a ‘satisfactory address’. (See 2.1.2 and 2.2.9). 

4.2.3 A roadside payment will be requested whenever a maximum of 5 graduated fixed penalty 
notices are issued, and the driver does not furnish a ‘satisfactory address’. 

4.2.4 Cash can only be paid in ‘£’ Sterling (GBP). In the event that a defendant produces any 
other currency, the officer should firstly attempt to receive payment by either Sterling or 
credit/debit card. If this is not possible, the officer should make all reasonable attempts 
to convey the defendant to a reputable bank, travel agent, etc to have the currency 
exchanged to Sterling. The police are not liable for any transaction charges incurred. 

4.2.5 If a driver does not immediately have the means to pay, officers should make reasonable 
efforts to facilitate the payment, i.e. the defendant conveyed to a cash machine within a 
reasonable distance. The officer should also ascertain whether the driver cannot pay 
through reasons beyond his/her means or has chosen not to pay despite having the 
means to do so. If after reasonable police efforts the driver has not paid, then the vehicle 
should be immobilised until payment is obtained. (See Section 5) 

4.2.6 Only full payment can be accepted, and all penalties must be paid for at the same time. 

4.2.7 A roadside deposit of £500 per offence can be obtained up to a maximum of £1500. (See 
2.2.9). 

4.3 Credit / Debit card payments 

4.3.1 Only the officially adopted method of processing credit card payments should be used. 
The telephone number to contact is displayed on the rear of the graduated fixed penalty 
notice (0300 123 1481) and then follow the automated procedure.  

4.3.2 The types of credit and debit cards available vary greatly throughout the EU. Not all types 
are acceptable. Should any of the required information be unavailable from the card, the 
transaction will not be possible. 
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4.3.3 The card number must not be recorded on the fixed penalty notice. Once the payment 
has been processed the ‘authorisation code’ must be obtained and written in the relevant 
section of the fixed penalty notice. The officer must not retain the credit or debit card 
details- if written down it must be destroyed as confidential waste. If the haulier has 
provided the credit card details, they must not subsequently be given to the driver. 

4.4 Cash payments 

4.4.1 A credit or debit card is the preferred method of payment for a roadside deposit. In 
circumstances when a credit or debit card is not available cash can be accepted. 

4.4.2 When cash is received the ‘payment by cash’ box should be ticked. 

4.4.3 Payment will always be in full. If a driver is unable to pay or unwilling to pay, then 
immobilisation should take place, see force Immobilisation Policy  

4.4.4 The vehicle should not be released until the full payment of fines or roadside deposit has 
been received. 

4.4.5 The officer taking a cash payment MUST inform their immediate line manager when it 
becomes apparent them that a payment is to be made in cash.  

4.4.6 Cash payment should be taken from the driver and secured in a suitable cash/valuables 
bag, evidentially sealed and the process recorded on Body Worn Video or suitable 
recording device i.e. Pronto. 

4.4.7 Once received the officer should go immediately to a suitable payment point to deposit 
the cash and obtain a receipt. The preferred payment locations are any Post Office. Other 
24-hour outlets such as petrol stations are also available to officers and will be identified 
with the PayPoint symbol. 

4.4.8 Officer is to take photographs using pronto and make a full pocket notebook entry listing 
details of sealed cash bag / offence and amount of cash / GFPN number and details of 
receipt as proof of payment to Pay point / post office. 

4.4.9 The original receipt shall be attached to the Graduated Fixed Penalty and forwarded to the 
Central Ticket Office. 

4.4.10 Under no circumstances will the officer retain cash. The cash must be paid into a post 
office or PayPoint site as soon as practicable and in any case before going off duty. 

4.4.11 Officers should consider conveying the driver to the post office or PayPoint site to pay the 
cash directly, thus minimising the potential for any allegations of cash misappropriation. 

4.4.12 Cash must not be given to any other officer to pay in on another officer’s behalf without 
the explicit permission of a Roads Policing Supervisor. 
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5. Prohibition and immobilisation of vehicles 

5.1 When to immobilise 

5.1.1 Appropriately authorised officers may prohibit all vehicles under the below 
circumstances: 

• Enforce a drivers hours rest period (EU Regulation 561/2006, Transport Act 1968), 
• Prevent movement of an overweight vehicle (Road Traffic Act 1988), 
• Prevent movement of an unfit vehicle (Road Traffic Act 1988), 
• Non-payment of roadside payment / deposit (Road Safety Act 2006). 

5.1.2 The Road Traffic (Foreign Vehicles) Act 1972 provides that appropriately authorised 
officers may prohibit foreign goods vehicles and foreign public service vehicles under the 
below circumstances: 

• The driver obstructs the officer during inspection and testing, 
• The requirement to hold an operator’s licence is not met, 
• Requirement for goods vehicle to be identified by plates and marks not adhered 

to. 

5.1.3 The Road Safety (Immobilisation, Removal and Disposal of Vehicle) Regulations 2009 
provides that vehicles prohibited under the above circumstances may be immobilised. 

5.1.4 Whenever a vehicle is prohibited a form PG170 will be completed, and a copy given to the 
driver. A copy will also be retained. 

5.1.5 Staff need to be aware of the possibility of the vehicle carrying perishable goods and 
ensure action is taken to prevent the unnecessary spoiling of goods. The owner of the 
vehicle should be contacted and asked to plan for the goods to be collected. 

5.1.6 Officers must not immobilise vehicles containing livestock under any circumstances. 

5.1.7 The Commercial Vehicle Unit supervisor or duty Roads Policing Inspector must be 
informed of the immobilisation of vehicles carrying high-value or dangerous loads. 

5.1.8 Officers should pay particular attention to the location of immobilisation regarding high- 
value or dangerous loads. In these circumstances, officers should consider moving the 
vehicle to a more secure location prior to immobilisation. 

5.1.9 The Matrix Commercial Vehicle Unit must be informed of any immobilisations. 

5.1.10 An appropriately trained officer (ADR) must immediately attend the scene of the 
immobilisation of a vehicle carrying dangerous goods, and a Form 10-500 completed and 
submitted. Officers must take into consideration parking rules (as per current ADR 
regulations) regarding such loads and public safety. 
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5.1.11 When choosing a suitable location for immobilisation, the officer must consider the 
following: 

• Risk of crime to driver, vehicle and load 
• Protection to driver by CCTV and lighting 
• Availability of toilets and showers 
• Food outlets 
• Obstruction caused by vehicle 
• Nuisance to local residents, for example by noise of trailer refrigeration unit 
• Security risk to public buildings 
• Risk to public safety of vehicles carrying dangerous goods 
• The requirements of current ADR regulations concerning the supervision and 

parking of vehicles carrying dangerous goods. 

5.1.12 The preferred locations for immobilisation are: 

• Burtonwood Services (M62) 
• DVSA check site, Switch Island (M57/M58) 
• Charnock Richard Services (M6) 

5.2 Method of immobilisation (Refer to Appendix 2 for Risk Assessment, Appendix 3 for 
Immobilisation Notice) 

5.2.1 Immobilisation devices are available only for use by officers who are properly trained in 
the correct use of these devices and wearing suitable personal protective equipment. 

5.2.2 There is a current risk assessment completed and in force in the use of immobilisation 
devices and officers should make themselves aware of its contents. 

5.2.3 These devices will be attached to the front (driver’s side) wheel of the vehicle. 

5.2.4 An ‘immobilisation notice’ will be attached to the vehicle in a prominent position. The 
officer will fully explain the procedure to the driver. 

5.2.5 The driver should be informed that as soon as the prohibition if lifted, the immobilisation 
device will be removed. 

5.2.6 If the officer is leaving the scene, any further instructions must be clearly given to the 
driver in a language they understand. The current language service used by Merseyside 
Police is Capita services, which should be used if the officer is in any doubt regarding the 
drivers understanding of the incident. The officer should create a STORM log and leave 
contact details. 

5.2.7 The vehicle keys should remain with the driver. 
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5.2.8 A vehicle prohibition must be lifted as soon as a driver has conformed to all requirements 
made. 

5.2.9 Vehicles must be released with expediency by trained staff once a prohibition has been 
lifted. 

 

6. International Summons 

6.1 The Crime (International Co-operation) Act 2003 provides for the request for service of 
summons/process outside the United Kingdom. 

6.2 There is no obligation on the person served to comply with the request. Failure to 
comply with the request does not constitute contempt of court and is not a ground for 
issuing a warrant. The process may subsequently be served on the person in question 
in the United Kingdom, with the usual consequences for non-compliance. 

6.3 An international summons will usually be issued following the receipt of a Roadside 
Payment or Roadside Deposit (see Section 4), and there is subsequently to be a court 
hearing in relation to the matter. 

6.4 In the event of an international summons, the MG6 must state: 

• The amount of the Roadside Payment or Roadside Deposit obtained 
• The language spoken by the defendant whilst being dealt with at the scene 
• The defendant’s preferred language of written correspondence 
• Any further addresses known to the officer where the defendant can be contacted 
• Vehicle operator and operator licence details, in the event of a commercial 

vehicle. 



GFPNs                      OFFICIAL               Matrix: Roads Policing 
  

Version: 2.3                                                                        14                                                                            11/06/2026 
                              OFFICIAL          

Issue GFPN & take roadside payment. 
(See next flowchart) 

Issue GFPN- no roadside payment 
required due to address being suitable 

for summons if required 

Yes: Ensure 
driving licence 

number is 
recorded on 

GFPN 

No: Take 
£500 

deposit & 
Summons 

Non-DVLA licence 
produced at scene 

Summons- no 
deposit required 

Take £500 deposit & 
Summons 

Not eligible Eligible Not eligible Eligible 

Drivers are not 
eligible if the 

number of penalty 
points will equal or 

exceed 12 

No DVLA 
licence 

DVLA licence or 
DVLA Shadow 

No DVLA 
licence 

DVLA licence or DVLA 
Shadow 

Non-Endorsable Non-Endorsable 

Check PNC for 
licence 

Endorsable 

Check PNC for 
licence 

Endorsable 

Satisfactory 
address 

Appendices 
APPENDIX 1 – GFPN Flow Chart 

 
  YES  NO 

GFPN Offence committed 
Remember 

(For UK resident drivers this  must be a weight or driver hours offence Only) 
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Credit / Debit card 

Payment required 

Cash 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 2 - Risk Assessment 

Risk assessment – RA007804/1 - For Full document please review via Oshens  
 

 

Unable / refusal to pay 

  

Immobilise vehicle 
until payment made 
(see immobilisation 

policy for further 
information) 

Receipt (drivers copy of 
Graduated FPN) issued 

to driver 

Cash taken to 
PO/PayPoint and paid in 

immediately 

Telephone 0300 123 
1481 and 

follow automated 
procedure 

Officer & driver check 
amount. Cash placed 
into cash bag and 
sealed Cash bag to be 
signed by both officer 
and driver. 

Supervisor to be 
informed 

http://oshens/rsk5/rsk5_search.aspx
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APPENDIX 3 – immobilisation warning sticker  

 


