
Train Driving Licences: Procedure to apply to renew 
an existing licence 

 

V1 
Date: 27/08/2024 

1 
 

  

Summary 

This is a guide for operators on how to use the TDL Portal for the purpose of 
uploading an application to renew an existing licence. (There is separate guidance 
available for making a new licence application). 
 
Further information about train driving licences is available on our website 
 
Operator Access to the TDL Portal 

Use browser link tdl.orr.gov.uk Dashboard (orr.gov.uk) to access the TDL portal 
dashboard. You need to have permission from us before you can access the portal. 
 
For any queries regarding access to the TDL portal, please contact 
TDL.Applications@orr.gov.uk   
 
Application Procedure 
 
Step 1: Locating the driving licence for renewal 

To see a list of driving licences that will be expiring soon for your operator, please 
click into the ‘Expiring soon’ tab from the main dashboard page, as highlighted in the 
example image below: 

 
The ‘Expiring soon’ tab shows licences that are due to expire within the next 6 
months.  

Alternatively, to find a specific licence please use the ‘Search’ bar at the top of the 
page, and type in the driver’s name to be redirected to their licence. 

Click on the name of the driver that you would like to renew the licence for, as 
illustrated in the following example image: 

https://www.orr.gov.uk/rail-guidance-compliance/train-driving-licences-and-certificates
https://tdl.orr.gov.uk/
mailto:TDL.Applications@orr.gov.uk
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Step 2: Making a Licence renewal application 

After clicking on the driver’s name, you will then see an overview of the driver’s 
licence details. To start a renewal application, click the ‘Renew Licence’ button 
(highlighted) and press ‘Proceed’ to bring up the licence renewals form: 

 
The renewal application form will now appear, as in the following example image: 
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You must check that pre-populated licence information is correct for the driver. 
Greyed out fields represent mandatory information that can only be changed by our 
TDL Team. However, if any of this information is incorrect (i.e. Date of Birth, Place of 
Birth, Name) please contact the ORR TDL Team by email  
(TDL.Applications@orr.gov.uk) who will be able to make any necessary 
amendments. 

You will then need to select a new photograph and signature for the driver. This must 
be a recent photograph and in .jpg format. Click ‘Choose File’. Once uploaded, you 
will see the file you have attached, as in the example in the image below: 

  
Note: There are specific requirements for photographs and signatures. If you do not 
meet these, we cannot process the application and the licence may be delayed. A full 

mailto:TDL.Applications@orr.gov.uk
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 list of the requirements is shown on the TDL Portal. In particular, 
please make sure that: 

• Photographs of drivers and signatures should be approximately 220 x 280 
pixels in size. 
 

• Signatures have been scanned against a plain white background and should 
be cropped around the text.  

 

The Portal will also remind you of these requirements, as shown in the following 
image: 

 
Check that the driver’s address is correct. If their address has changed, type the 
driver’s new postcode, click ‘Find Address’ and then click ‘Select an address’ and 
select the relevant address. This field will only need to be modified in any way if the 
driver’s address has changed: 

 
Next, check that the correct operator location has been selected from the drop-down 
list, as shown below: 

Select address from drop down list 
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The next field asks you to select whether or not the driver has passed a periodic 
medical examination. (Please note that this currently defaults to ‘No’):  

 
If a medical examination has been undertaken, please click the drop-down list of 
‘Medical Providers’ to select the correct recognised doctor. Then use the calendar 
icon on the right of the ‘Medical passed date’ field to select the correct date. 

If there has been a change identified to the driver’s need for glasses/lenses or 
hearing/communication aids, then please select the appropriate ‘Yes/No’ fields as 
shown in the example image below. (note: These two fields will default to the 
information provided on the driver’s most recent medical examination):  
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The psychologist's name, psychologist test passed date, training provider, and 
training passed date will all be pre-populated based on the driver’s existing record, 
so these cannot be edited. However, please contact us at 
TDL.Renewals@orr.gov.uk if any of these existing fields show incorrect information. 

 

Finally for this step, you should read through the four declarations at the bottom of 
the form, check that the driver meets these criteria, and select the declarations: 

 
 
Step 3: Submitting a licence renewal application to ORR 

Now, scroll to the top of the form and click ‘Save As Draft’ as shown in below image. 

mailto:TDL.Renewals@orr.gov.uk
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You will receive a notification to say that this has saved successfully: 

 
You will now be directed to an overview page for the draft renewal application. Scroll 
through the page to check that the information has updated correctly in line with what 
you entered on the renewal form. An example image is: 

 
 

Importantly at this stage, please double-check that a new driver photograph has 
been uploaded and meets ORR’s required criteria. If a photograph does not meet 
our requirements, we will not be able to approve the application, which may delay 
the renewed licence being issued. 

You should check the remainder of the form to ensure that information is correct 
prior to submitting to ORR: 
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And that all the declarations are checked: 

 
After checking, return to the top of the page and press ‘Submit to ORR’, as shown 
below: 

 

 
You will now receive a notification to say that this has successfully been received by 
ORR. 

 
Click into the ‘Renewals’ panel to see that the licence has been sent to ORR. The 
most recent renewal appears at the top of the list of renewals processed by your 
operator: 

 
Step 4: What happens next? 
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 Our TDL Team will then make the necessary checks, before 
making our decision on renewing the licence. Once approved by 
ORR, the licence will be sent to our printers who will send the licence to your 
nominated office address for you to distribute to the driver. The renewed licence 
issue and expiry dates will appear after this takes place. 

Once licence has been approved, it will no longer show in the ‘Expiring soon’ tab (if it 
previously expired within the next 6 months). Search the licence number of the 
renewed licence to see the new issue and expiry date. 

 
Licence will now appear with the new issue and expiry date: 

 
 
If you have made a renewal application and you have not heard from us or received 
notification about the application being approved after 30 days, please email 
tdl.applications@orr.gov.uk for an update. 
 

 

 

mailto:tdl.applications@orr.gov.uk

