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Planning Support Note 2: 

Planning Applications  
 
The Process, in most cases, goes like this: 
1. An application is submitted to a local planning authority (Unitary 

Authority, County, District or Borough Council). It’s publicised by a 
notice posted on the site boundary and sometimes in the local press. 

2. There is a consultation period, normally 21 days, where anybody can 
comment on the application. During this time the applicant may be 
required to produce an environmental assessment and other 
specialist reports. 

3.  The authority’s planning officer dealing with the application 
recommends consent or refusal.  

4. If there are no objections to the application, and it’s in line with 
current planning policy, the application is determined by planning 
officers. It doesn’t go to Councillors.  

5. However, if there are objections, the decision is made by the 
authority’s Planning Committee (sometimes called Development 
Control or Planning Management) comprising elected Councillors. 

6. The local planning authority usually has up to eight weeks to make a 
decision on minor applications, which includes most householder 
cases. For major development, such as large housing or business 
sites, this could be up to thirteen weeks. 

7. If permission is granted a list of associated conditions may be 
imposed. 

8. In some cases the Council may be minded to approve an application 
but will defer the decision to the Secretary of State (SoS) if it goes 
against the authority’s own policies. In such cases the SoS will 
decide whether the application needs to be examined at a public 
inquiry or he may refer the matter back to the Council to issue its 
decision. 

9. If permission is refused, or the conditions imposed are not 
acceptable, or the authority fails to decide within the prescribed 
period, the applicant can appeal to the Secretary of State via the 
Planning Inspectorate, who will appoint an Inspector to determine the 
appeal. 

10. The appeal may be determined by the submission of Written 
Representations, or via an Informal Hearing, or a Public Inquiry. In 
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rare cases the application may be called in by the Secretary of State 
who will make the decision. 

11. If an appeal is dismissed there is recourse for the applicant to seek 
a Judicial Review – but only if they believe the correct procedures 
have not been followed.  

12. Generally, once planning permission is granted, development must 
be started within three years. If it doesn’t, the applicant will probably 
need to re-apply for planning permission. 
 

Objecting        A straightforward Objection to the application is the usual 
approach. However, sometimes the principle of development can be 
supported but there are concerns over some of the scheme’s detail. In 
all cases: 

• Do not rely on others! You need to see the application yourself, to 
work out if it should be opposed or supported. Details of the proposal 
can be found on the authority’s website, or you can make an 
appointment to view the application file at the office where the 
planning department is located. 

• Speak to the planning officer dealing with the case if you have 
queries about any of the scheme details, or simply want clarification 
on the procedures to be followed in determining the application. Their 
name and contact details are at the top of the file.  

• Visit the site to assess the likely effect of what is proposed and take 
photographs of both the site and any other locations that might be 
affected by the development, to include in your representation. 

• Respond before the consultation deadline by submitting your 
representation online, or via email, or by letter. If you have good 
reasons for not being able to meet the deadline, ring the planning 
officer to explain, and ask for a few days’ extension.  

• Use the same heading describing the proposals, including the 
reference number, on any correspondence with the authority dealing 
with the case. It’s at the top of the covering letter. 

• Be succinct! Your representation must be based on factual 
information, not perceptions or guesses. If you’re objecting, use the 
word OBJECT at the start of the letter. Also be prepared to present 
your evidence to the case officer, or Planning Committee members, 
or even at a subsequent Appeal. 

• Quote the National Planning Policy Guidance, along with the Local 
Plan and a Neighbourhood Plan if there is one. List any points about 
the application that do not comply with these. In each instance, quote 
the policy and refer to it by its reference number or name, plus its 
source material. 
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• If there is no approved Core Strategy/Local Plan, refer to saved 
policies from the previous Local Plan and any policies in the 
‘emerging Core Strategy’. The latter will carry increasing weight in 
any decision as they progress through the consultation and 
examination processes. 

• Describe the proposals accurately and satisfy the requirements of 
any Supplementary Planning Documents, eg Village Design 
Statements or Site Development Briefs. 

• Check the planning history of the site, including any appeals, to 
establish if it has had previous schemes refused and on what 
grounds. You can then assess if the current proposal is similar, and 
are the previously advised reasons for refusal still relevant. Also 
establish if there has been any recent precedent-setting development 
nearby. 

• Include details of what you consider to be the main impact(s) of 
the development on both the site and the surrounding area. 

• If a specialist survey has not been provided - design & access 
statement, ecological, archaeological, listed building, tree cover, 
noise, dust, flooding etc - then advise the planning officer. 

• Further consultations: The planning officer has to consult other 
officers such as conservation, highways, public rights of way, trees 
and ecology, education, welfare and housing officers. If you feel any 
of these may be able to help your case then contact them to express 
your concerns. They may not be as aware of local issues as you. 

• Other statutory agencies such as the Highways Agency, English 
Heritage, Natural England and the Environment Agency may be 
worth contacting directly, depending on the issues you’ve identified. 
Other local groups may be able to provide support, such as 
community action groups, environmental organisations and 
historic/civic societies. 

• If the site is valued by the local community, include this in the 
representation and say why this is the case. 

• The more the better: The authority processing the application takes 
note of the number of objections received. Encourage other third 
parties to respond, including local residents who live near the site 
and those living further away who would be affected by the scheme. 
A letter is better than a petition, and where possible draft an 
individual letter rather than use a third party standard pro-forma. 

• Awareness: Make sure the local Councillor(s) whose Ward the 
application falls within receives a copy of your representation. Do the 
same with the Parish Council and County Councillor. 
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• For a very contentious scheme contact your local Member of 
Parliament at one of their local surgeries, or write to them at the 
House of Commons - and send them a copy of your representation. 

• Use social media to spread the message and consider getting an 
article into the local newspaper(s) or free press. 

• If there is a risk that the application you have objected to will be 
approved by officers under delegated powers you can contact the 
local Ward Councillor and ask them to get the application referred to 
the Planning Committee so that it can be debated. However, there is 
no guarantee that such a request will succeed. 

• If the application is to be determined by a planning committee 
you will have the opportunity to address the meeting for three 
minutes. You need to register beforehand with the relevant 
committee clerk at the authority. REMEMBER: unless you can justify 
what you say, it’s best to leave it out. Assertions without evidence will 
only damage your case. Invest in your three minutes with evidence. 

• Planning conditions: The planning authority has to consider 
whether an Objection can be dealt with by imposing a suitable 
condition on the planning permission. You should suggest such a 
condition in your representation. 

• Decision: The authority will decide either to refuse or grant planning 
permission. Sometimes they may resolve to grant permission subject 
to final details being agreed, such as the signing of a Section 106 
legal agreement covering ‘planning gain’. 

• Be polite and calm whenever dealing with an officer at the authority 
or a third party organisation, including the applicant.  
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