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DEVELOPMENT CONTROL GUIDANCE NOTE

MAKING A PLANNING APPLICATION
INTRODUCTION

This Guidance Note provides information on how to make a planning application and the process for determining planning applications. It is relevant to anyone with an interest in the planning process, and specifically to anyone thinking of making a planning application. 

The Guidance Note aims to let you know what happens to a planning application from the time it is submitted, to the time that a decision is made. The various steps are set out in order and timescales explained. The times given are for guidance only and while the Development Services Division will make every effort to deal with planning applications quickly and efficiently within 8 weeks, the need to ensure that fair, open and quality decisions are made means this is not possible in every case.

STEP ONE

Not all development requires planning permission. Some household extensions, for example, can be undertaken under ‘Permitted Development Rights’. Check with the Council by completing a Permitted Development Questionnaire to see whether your proposals require an application. The Council can also provide guidance on the issues likely to be relevant to your application, and give an informal opinion as to whether planning permission would be likely to be granted. Specific advice on a range of relevant issues is available in the Council’s Supplementary Planning Documents and, you should seek to ensure your proposals comply with the objectives of this advice.

STEP TWO

If you need planning permission, you will need to submit a planning application. This can be done electronically via the Planning Portal, or by hard copy to the Council. You will need to submit application forms, scaled, metric plans and a fee (where relevant). Use the checklist on the planning application forms to ensure you have submitted all necessary information. Some applications may require additional information prior to being registered, for example a Flood Risk Assessment, a Protected Species Survey or a Design Statement. Please seek advice from the Planning department if in doubt. 

STEP THREE

Once submitted, your application will be checked over for accuracy and completeness. If it is complete, your application will be registered and an acknowledgement will be sent to you stating the Case Officer’s name and contact details. Once registered, the application process has started.

If your application is incomplete, we will contact you requesting additional information or clarification. The application will not be registered until this is received.

STEP FOUR

The Council will carry out any technical consultations necessary, will consult the Parish Council where necessary and will notify your neighbours of the application. The application details will be displayed on the Council’s website. Depending on the type of application, other publicity arrangements may also be made e.g. site notice(s), newspaper advertisements. Please see the Council’s Statement of Community Involvement for further information.

The statutory period for most consultations is 21 days and during this time, anyone can view your plans and make comments on them.

STEP FIVE

Once the consultations have been sent out, your application will be received by the Case Officer. Their name will be on your acknowledgement letter, together with their contact details should you wish to discuss the case with them. The case officer will assess the application against relevant national and local planning policies and all other material considerations, including consultation responses, and will visit the site to assess the planning merits of the application. 

At this stage, the case officer may contact you to discuss any amendments or improvements that are considered necessary. If it is considered that the proposal is acceptable in its submitted form, or if it is unacceptable in principle, the process goes to step seven below.

STEP SIX

If improvements have been sought, or further information is requested following consultation the case officer will review the additional submissions and seek to negotiate any further revisions to the proposal. The negotiation is a two-way process and may be done by letter, email, by telephone or may require a face to face meeting.

If amended plans have been submitted following negotiations, the Council may need to reconsult for an additional period of 14 days, to see whether the revisions address areas of concern or interest, and to see whether any further changes are needed in order to make the application acceptable.

STEP SEVEN

If the proposal is considered to be acceptable, and no more than 3 letters of objection have been received, the application will be determined under delegated powers, without reference to the Planning Committee. Likewise, if the proposal is considered to be unacceptable and no more than 3 letters of support have been received, the application will be determined under delegated powers. The case officer will prepare a written report on the application which forms part of the decision and is forwarded to the applicant/agent.

If the application is considered acceptable and more than 3 letters of objection have been received, the application will be referred to the Planning Committee for determination. Similarly, if an application is considered unacceptable and more than 3 letters of support have been received, the application will be determined by the Planning Committee.

The Planning Committee normally meets on a three-week cycle, with meetings alternating between Long Eaton and Ilkeston Town Halls. If an application is to be determined by the Committee, the applicant/agent and any members of the public who made written representations on the application will be invited to attend the Committee meeting and to address the committee in accordance with the Council’s Public Speaking protocol.

If an application is to be considered by the Planning Committee, the case officer prepares a written report recommending a course of action. The report is available for inspection five working days before the Committee meeting and is displayed on the Council’s website. The Planning Committee will visit most application sites prior to the committee meeting.
STEP EIGHT

A decision letter and Officer report will be sent out either:

· Granting approval

· Granting approval subject to conditions

· Refusing permission

The documents will also be made available for inspection on the Council’s website.

STEP NINE

If your application is refused permission, or is approved subject to conditions, you have a right of appeal, within 6 months of the decision, against the refusal or the condition(s) imposed. Full details of how to appeal are available on the Planning Inspectorate’s website at www.planning-inspectorate.gov.uk
If permission is granted, work must be commenced within the specified time, normally 3 years. You must ensure that you discharge all pre-commencement conditions prior to work commencing. Failure to do so could result in enforcement action by the Council. 

Please remember to contact the Planning Department if you wish to make alterations to the development following the approval of your application. Depending on the scale/nature of the proposed changes, you may be able to make minor amendments to your approved scheme. Anything other than very minor changes will, however, require a revised planning application.

FURTHER GUIDANCE

For free advice about making a planning application in Erewash, or to discuss a specific planning application, please call 0115 907 2244 and ask to speak to a Planning Officer for your area.

If you have submitted a planning application, feel free to contact the case officer at any stage for a progress report. Alternatively you may email us at planning@erewash.gov.uk
Further information is available on the Council’s website at www.erewash.gov.uk or via the Planning Portal at www.planningportal.gov.uk
_____________________________________________________________________

Did you find this leaflet useful?

We welcome feedback. If you have any comments to make on the content or clarity of this leaflet, or any planning issue, please send them to:

Development Services Division, Erewash Borough Council, Town Hall, Derby Road, Long Eaton, Derbyshire, NG10 1HU

Or by email to planning@erewash.gov.uk
