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What is Create and vary a licence? 

Create and vary a licence is a new digital service that replaces the PD1 process for some types 

of licence. It does not change the way you determine which additional conditions someone 

needs. You must continue to use EPF to do this. 

The service allows: 

• probation practitioners to produce licences themselves, without the need for prison 

case administrators to send a PD1 form 

• probation practitioners to vary licences in the service after someone is released without 

involvement from the prison. Only licences created in the service can be varied using it. 

An NDelius variation form will still need to be used for others 

• senior prison staff to approve new licences with a digital signature  

• PDU heads to approve variations to existing licences with a digital signature 

• case administrators to print copies of the licence 

At the moment, you can only use the service for standard determinate (all purpose) licences 

and post sentence supervision orders, as well as standard determinate (all purpose) licences 

with a post sentence supervision order. 

Licences for re-release after standard recall and time-served or on-the-day releases are not 

yet available in the service. 

You cannot use Create and vary a licence for the licences below. You should continue to work 

on them as you would normally: 

• Home Detention Curfew (HDC) 

• Life licences 

• Licences for indeterminate sentences 

• Detention and Training Order (DTO) licences 

• Release on Temporary Licence (ROTL) 

• Licences requiring Parole Board approval, including extended determinate sentences 

and special custodial sentences 
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Licences for Home Detention Curfew  

There is a separate digital service that covers licences for people who have been approved for 

Home Detention Curfew (HDC). 

You must continue to use the Home Detention Curfew service and not Create and vary a 

licence for HDC licences. HDC licences must also be varied in the Home Detention Curfew 

service. 

You can access the Home Detention Curfew service through HMPPS Digital Services using 

the tile shown below. 

For support with the Home Detention Curfew service, contact the helpdesk by calling 0800 

917 5148, or #6598 from inside a prison. If you need help with the HDC process, check EQuiP. 

 

 

When you can access the service 

Create and vary a licence (CVL) is being introduced into prisons and probation offices in 

England and Wales over the next few months. Use the timeline on pages 4 to 6 to find out 

when you will be able to access the service. 

https://sign-in.hmpps.service.justice.gov.uk/auth/
https://portal.equip.service.justice.gov.uk/
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Licences can be created for people with a release date 2 weeks after the introduction of the 

service in your region. For example, if you get access to the service on October 24, you can 

use it for people being released from November 7. This is to give you some extra time to 

familiarise yourself with the service. 

Until the service is being used everywhere, you will continue to receive PD1 forms from 

prisons that do not have access to it yet. These cases will be labelled “outside pilot”. 
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How to access the service 

You can log into the service using your NDelius username and password through HMPPS 

Digital Services. There is also the following shortcut on NDelius: 

 

 

Once you have signed in, select the Create and vary a licence tile to start using the service. 

  

https://sign-in.hmpps.service.justice.gov.uk/auth/
https://sign-in.hmpps.service.justice.gov.uk/auth/
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Check if a case is eligible 
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Creating and approving a licence before release 
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Varying and approving a licence after release 
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Making a licence you have varied active 

Once a licence variation you have requested has been approved, you must make the new 

licence active.  

To do this, select the person’s licence from your case list. Then, choose to set licence to active, 

as shown in the screenshot below. 

 

Sharing licences with third parties such as the police  

The service does not automatically upload licences to NDelius. You must download licences 

from the service and then add them to NDelius yourself. 

You will also need to share licences with third parties such as the police yourself as you would 

do normally. 

Providing cover and support 

Probation practitioners 

You can use the service to work on licences for people allocated to others on the same teams 

as you on NDelius. For example, you might need to do this to resolve an urgent issue while 

someone is away from work or when you are on duty. 

To do this, select the “Team cases” tab from the case list page, as shown in the image below. 
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Senior probation officers and case administrators 

You can see licences being worked on by people in the same teams as you on NDelius. 

Choose the “Team cases” tab below to view this. 

 

Approving variations for other PDU heads 

PDU heads in the same region can approve licence variation requests for each other using the 

“All cases in this region” tab shown below. 

People in other roles in your area can also cover licence variations while PDU heads are 

absent. This will need to be decided locally in each region. These people must have the right 

grade and role on NDelius. For support with this, contact the helpdesk on 0800 917 5148 or 

#6598 from inside a prison. 

 

 

Videos: Step-by-step guide 

Use these videos to see how each part of the service works in more detail. 
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How to access the service 

Use the shortcut on NDelius to get into the service. 

Watch now (1 min 18 sec) 

Moving between different parts of the service 

How to navigate the service, sort tables and search for someone. 

Watch now (2 min 24 sec) 

Creating a licence before release – probation practitioners 

This includes setting initial appointment details, choosing additional conditions and 

submitting to prison for approval. 

Watch now (5 min 44 sec) 

Approving a licence created before release – senior prison staff 

Find out how people like duty governors and heads of offender management services 

approve licences submitted by probation practitioners. 

Watch now (1 min 03 sec) 

Finding a licence to print – prison case administrators 

Access and print the PDF of a licence that has been approved. 

Watch now (1 min 01 sec) 

Editing a licence before release – probation practitioners 

Probation practitioners can still edit a licence that has been submitted or approved before 

someone’s release. 

Watch now (1 min 49 sec) 

https://justiceuk.sharepoint.com/:v:/s/CVL/EbGoKlWnBwxLqy9wqXNwJpcBuLaaSuLSjylsnVn3S-ONcw?e=EKZr9b
https://justiceuk.sharepoint.com/:v:/s/CVL/ES9BO4CK8I1DvzSMjPwpzVABFanehdGVeXJ1aNQjT21TDw?e=UH1nE5
https://justiceuk.sharepoint.com/:v:/s/CVL/ESeKDYAvuiBFvMDrTJJzSukBW5_PjUbXLnqeTvLdov3kMQ?e=80GoK7
https://justiceuk.sharepoint.com/:v:/s/CVL/EST0VsYhYYtAugmuXCsniSkBG4cbr7IsBNT1FUophVtCvw?e=8avNQZ
https://justiceuk.sharepoint.com/:v:/s/CVL/EaZ6X1Ui1YRJhqKeO-6WeqQBoi7w5aUWuYWJgKLZQwJwOw?e=yrCe9d
https://justiceuk.sharepoint.com/:v:/s/CVL/EULn-VaZOa1FnETS8cChlU4By_x2xYbZUqGK_Fy8tEW-lw?e=kMixrZ
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Varying a licence after release – probation practitioners 

Probation practitioners can follow these steps to vary the licence of someone in the 

community. 

Watch now (3 min 31 sec) 

Approving licence variations – senior probation staff 

How senior probation staff use the service to approve and reject variations.  

Watch now (2 min 36 sec)     

If you have problems accessing the service 

Problems with the service can be caused if your NDelius details are not up to date. Contact 

the helpdesk on 0800 917 5148 or #6598 from inside a prison for support with this. 

To ensure you see the right cases when you start using the service, the following information 

must be up to date on NDelius: 

• Team or teams if you work with more than one 

• Region 

• Grade 

• PDU 

If you cannot get into the service, you might not have been given the right permissions to use 

the service. Helpdesk can check this for you. 

Tell us what you think 

Your feedback is extremely valuable. It will help us make changes and improve this service.  

If you would like to get involved in our user research, email 

createandvaryalicence@digital.justice.gov.uk.  

If you prefer to share your opinion anonymously, use the feedback links inside the service or 

go to our feedback survey. 

https://justiceuk.sharepoint.com/:v:/s/CVL/ESTGbJUJZFlLvE1UK9iQ6zkBMm0YA5aguLSQDWyXNncm5A?e=Zia1zS
https://justiceuk.sharepoint.com/:v:/s/CVL/EVbVzDJipw9Npz3rjDxlhYsBn4-d59MIIqmm3gcfO2E7Mw?e=KjjMi5
mailto:createandvaryalicence@digital.justice.gov.uk
https://eu.surveymonkey.com/r/V9JSHL3
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