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1. Introduction

This advice note sets out general requirements for the submission of planning applications
within Medway. It is based on the previous advice note dated January 2008 but has been
updated in response to changes in advice and legislation.

It explains the procedure that the council uses for deciding whether applications made
under the Town and Country Planning Acts are valid when received by us. It also includes
information on the national requirements listed on planning application forms and other
general information about the submission of applications.. In addition to this advice note,
checklists listing local requirements are designed to help you submit the correct
information with your applications.

The note seeks to

e assist you in ensuring that your applications are valid when submitted,

e explain the various validation checklists that should be used when completing an
application,

e ensure that all applications can be dealt with effectively and efficiently,
e respond positively to the best practice advice issued by government, and

e ensure that the council can comply with recent changes in legislation.

The checklist for each type of standard application form details the local requirements. For
example, if you are submitting an application for a new housing development you will
complete an application for planning permission and would need to consider whether an
affordable housing statement should be submitted. The checklist does not tell you how
much affordable housing your scheme should include. Advice on the amount of affordable
housing can be found in the council’s policy documents and other advice notes. The
checklist will list the relevant policy drivers and links to further assistance. These are not
exhaustive lists and the applicant should check and review all policy documents when
submitting an application.

With each application you make we will expect you to supply the information required on
the standard application form and validation checklist. This is not necessarily every item
listed. The detail of the supporting information should be proportionate to the scale of the
development. You will need to check each requirement for each application, as every site
and application is different. If the information required by the validation checklist is not
submitted with the application then the application will not be valid and will not be
progressed to a decision.

Please read the document carefully before completing the application form and submitting
your application. If you were submitting a complex or large scale application it would be
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advisable to discuss and agree the information to be submitted with the application during
pre application discussions.

Don’t forget that planning, listed building and advertisement consents may not be the only
permissions or consents you may need from the council. Other consents include building
regulations, licensing, and food safety. More information on these and other consents and
services of the council are available on our website www.medway.gov.uk/.

2. Can we require so much information?

Law requires some information and a fee when an application is submitted. In addition,
current national regulations give planning authorities the power to require applicants to
provide additional information in the interests of good and efficient decision making."

Different types of applications will require different levels of information and supporting
documentation to be submitted. The Department of Communities and Local Government
has published guidance? recommending that local planning authorities specify the scope of
information necessary to enable them to determine different types of applications. This is
the purpose of this advice cote and the validation checklists for each application type.

The validation checklists have been the subjects of public consultation in accordance with
the above mentioned guidance.

3. Common reasons why applications are invalid
The most common reasons why applications are not valid when received are

e supporting documents that omitted information specified in the guidance notes
accompanying the planning application form and/or set out in national guidance,
the statutory development plan or supplementary planning guidance;

e submitted drawings did not show sufficient details as specified in the guidance
notes or were inconsistent;

e one or more plans missing;

e description of the development is wrong;

e design and access statement missing;

e different application addresses on the forms and drawings;
e building works encroaching on the neighbouring property;
e incorrectly signed or unsigned certificates;

e insufficient copies of plans and forms submitted;

e inconsistency between elevations and floor plans;

e incorrect fees enclosed or fee cheque not signed; and

e information still inadequate after one or more requests to the applicant for further
details.



Medway Council Development Management
Validation of planning applications- advice note
March 2011 version 1

4. Data protection and the internet

The information you provide on the application form and in the supporting documents will
be public information which will be made available on the Council’s website. In view of
this, if you supply personal information belonging to a third party, please ensure you have
their permission to do so.

5. The validation process
The council will only consider applications that are valid.

“Valid” means that all the information specified by the council in order to determine the
application is provided in full at the start of the process. If relevant information or the
correct fee is missing the council will not be able to start determining the application and
the planning process will be delayed.

There are different types of applications. Some types require more detailed information
than others. All information needs to be accurate. Some information can be complex and
technical. It is required so that council officers (not just in planning), technical consultees
and council members can assess what the impacts of the development will be on
neighbours, for example, regarding noise from air conditioning units, or the amount of
traffic generated by a proposal. The information also helps the general public understand
your proposals.

You might need to appoint an architect, surveyor or specialist consultant to prepare the
information for you. This might seem like an additional expense. However, it could save
time and money in the long run and mean that permission is granted more quickly.

We want to make the process as simple as possible. We have prepared checklists, which
confirm what information is required for different types of applications.

You are encouraged to use these checklists to ensure that applications are complete when
they are submitted to us. We will cross check the information submitted with your
application against the national requirements on the standard application form and the
relevant checklist, at the start of the planning process, to make sure that the application is
valid.

6. What if further information or a fee is required?

We will notify you within five working days for small scale and minor applications and 10
working days for major applications,® if the application is incomplete due to missing
information or fee. We will specify what needs to be provided and give a timescale for the
submission of the missing information or fee. If this is not submitted within the given
timescale the application will be returned to you and no further action will be taken on it.

Extra copies of plans may sometimes be requested if the council needs to consult a wider
than usual range of neighbours or expert advisers. The council also reserves the right to
request any other information considered necessary to make a full planning assessment of
your proposal.

Where an application is not accompanied by information required by this advice note and
the standard application form, then applicants should provide written justification with the
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application as to why it is not appropriate in the particular circumstances. In such cases,
we will not declare the application invalid unless we can provide reasons to the applicant.

7. Online and electronic submissions

Medway Council is able to receive all applications electronically via the Planning Portal
http://www.planningportal.gov.uk/.

The following notes are provided to assist you when submitting your application in this
way. If you follow the guidelines it will enable us to process your application and publish it
on the web more quickly.

Please structure your electronic submission in the following way:

No individual file is greater than 5MB

Large documents are broken down into manageable files e.g. in chapters and
sections

It is important that the naming structure explains the document and chapter in
plain English

All major dimensions must be specified on drawings. This is necessary for the
assessment of drawings. Drawings should include a scale and calibration scale

Drawings should be orientated so they appear correctly when viewed on screen
(i.e. North at the top of the screen).
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Section 2

GENERAL REQUIREMENTS

Drawings

All drawings MUST include the following information:

e The scale of the drawing. This should be a recognised metric scale. See the scale
required for each drawing type in the checklist.

¢ Indicate the direction of north on layout and location plans.

e Have a title, to identify the specific development, subject of the drawing and date
drawn (e.g. Residential development at Netherfield Park, Merryton — Site Layout — 1
October 2010).

e Have a unique drawing number that also indicates any revisions (e.g. 1234 Revision
B).

e All revisions should be described to identify any changes and date revisions made
(e.g. Revision A — Layout changed — 1 November 2010).

e Annotation against the drawing to indicate all key external dimensions and floor to
cill height measured internally for proposed windows.

e A scale bar.

e Where a drawing contains different elements of the proposal they should be clearly
grouped under headings.

e Where a proposal contains works that do not require planning permission,
Development Management will assess that element of the application, with the rest
of the proposal, if it is shown on the drawings. If the applicant does not want that
element assessed then it must be removed from the drawings.
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NATIONAL REQUIREMENTS LISTED ON THE STANDARD APPLICATION FORMS

Site location plan

Such plans should show at least two named roads and surrounding buildings. They should
be at an identifiable metric scale, usually of 1:1250 or 1:2500 for developments in rural
areas. The properties shown should be numbered to ensure that the exact location of the
application site is clear.

The application site must be edged clearly with a red line, including all land necessary to
carry out the proposed development — for example, land required for access to the site
from a public highway, visibility splays, landscaping, car-parking and open areas around
buildings.

A blue line must be drawn around any other land owned by the applicant, close to or
adjoining the application site.

Ownership certificates
You must complete an ownership certificate for all applications except
e an application for reserved matters,
e works to trees protected by tree preservation orders,
e notification of works to trees in a conservation area or
e applications for express consent to display an advertisement.
¢ lawful development certificates
e prior notification
e hedgerow removal

e condition compliance

If the applicant is the only person who owns the application site fill in certificate A. The
completed certificate A confirms this.

If the applicant does not own the application site or if the applicant owns the site but there
are other people who also own it or have an interest in it (for example shared freeholders,
leaseholders) fill in certificate B. You will need to list the names and addresses of any
other people and confirm the date when you “served notice” (that is formally told them) that
you were making the application. This is what the completed certificate B confirms.

If you know some owners but not all owners fill in certificate C. In this case you must also
explain what reasonable steps you have taken to identify other owners. You will need to
list the names and addresses of any other people and confirm the date when you “served
notice” (that is formally told them) that you were making the application. You will also have
to place a public notice in a newspaper circulating in area where the land lies.
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If you do not know any of the owners fill in certificate D. In this case you must also explain
what reasonable steps you have taken to identify the owners. You will also have to place a
public notice in a newspaper circulating in area where the land lies.

For these purposes an ‘owner’ is anyone with a freehold interest, or leasehold interest the
unexpired term of which is not less than 7 years.

Agricultural holdings certificate

This certificate is required where there is an agricultural holding. An agricultural holding is
where there is an agricultural tenant(s), who must be notified prior to the submission of
the application. [f the application site dos not included an agricultural holding then you
should complete the statement to that effect on the Certificate, from the list above, which
you issue with the application.

Part 1 notice

A notice to the owners of the application site must be used if Certificate B has been
completed and may be required if Certificate C has been completed and some owners
other than the applicant are known. A copy should be served on each of the individuals
identified in the relevant Certificate.

It will be very helpful if a copy of each Notice served were to accompany the application.

The correct fee for your application may be found in the note Scale of Fees for Planning
Applications http://www.medway.gov.uk/.
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Design and access statements

All planning applications require a design and access statement but there are some exceptions

and examples of these are listed below.

Is a design and access statement required?
A list of exceptions

Development Type

Within a
conservation

area

Outside a
conservation
area

Works or extension(s) to a dwelling including flats

Extension to an existing building used for non-domestic
purposes where the floor space created does not exceed
100 square metres

Listed building consent

Alteration or construction of a means of enclosure up to 2
metres high or the height of the existing means of
enclosure, whichever is the higher including within the
cartilage of a listed building

Construction of a building on operational land up to 100
cubic metres in volume and 15m in height

Plant or machinery — the height would not exceed the
greater of 15 metres above ground level or the height of
the original plant or machinery

Alterations to an existing building where no floor space is
created

Change of use — without building works

Development of land pursuant to section 73
(determination of applications to develop land without
conditions previously attached) of the Town and Country
Planning Act 1990 — variation of condition

Reserved matters

Advertisement consent

Tree preservation order and conservation area tree works

Conservation area consent

Storage of hazardous substances

Prior notification — agriculture and forestry

Prior notification - telecoms

Non-material amendments

Engineering and mining operations

Application to replace an extant permission

Lawful Development Certificates

Variation/removal of condition(s)

X|IX|IX|X|X|X|X|X|X|X|X|X

X| X[ X|X|X|X|X|X|X|X|X|X

10
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Information required in a design and access statement

‘Guidance on information and validation requirements’? gives details on the level of
information to be included in a design and access statement (DAS). The statement does
not need to be long but it is important to cover all the design and access issues. The
following summary gives details of the areas to be covered and is broken down into three
main sections, although if a Building For Life (or equivalent) assessment will need to be
under taken for the development it is recommended that the design and access statement
includes a fourth element.

e The design component;

e The access component;

e Heritage Statement where required (additional information to be included with a
DAS for listed building consent);

If your development is likely to be subject to a Building For Life (or equivalent) assessment
please include;

e Sustainable Design and Construction Assessment.

The information supplied in this section of the advice note is based upon the ‘Guidance on
information and validation requirements’ and you should refer to this for full details.

The design component

It should cover:

e the design principles and concepts that have been applied to the proposed
development;

¢ how issues relating to access to the development have been dealt with;

e explain the design principles and concepts that have been applied to particular
aspects of the proposal — amount, layout, scale, landscaping and appearance;

e demonstrate the steps taken to appraise the context of the development and
how the design of the development takes that context into account in relation to
its proposed use.

e demonstrate how crime prevention measures have been considered in the design of the
proposal and how the design reflects the attributes of safe, sustainable places set out in
Safer Places, The Planning System and Crime Prevention.

Amount

How much development is proposed?

e Number of proposed residential units.

e All other forms of development, the proposed floor space for each proposed use
forming part of the development.

e What consideration is being given to ensure accessibility for users.

10
11
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Layout

Layout is the way in which buildings, routes and open spaces (both private and public) are

provided, places and orientated in relation to each other and buildings and spaces

surrounding the development.

Layout reserved at outline stage

e Provide information on the approximate location of buildings, routes and open spaces
proposed.

e The use of illustrative diagrams is encouraged to assist in explaining this.

All other applications

e Explain the proposed layout in terms of the relationship between buildings and public
and private spaces within and around the site.

e How these relationships will create safe, vibrant and successful places.

e An indication of factors important to accessibility.

Scale

Scale is height, width and length of a building or buildings in relation to its surroundings.

Scale reserved at outline stage

¢ Indication of parameters for the upper and lower limits of the height, width and length of
each building.

All other applications

e Explain the scale of proposed buildings and building parts.

e Explain how these relate to the site’s surroundings.

Landscaping

Landscape Design considers the hard and soft landscape detailing of public and private
spaces. It seeks to enhance and protect the amenities of the site and the area within which
it is situated.
Landscaping reserved at outline stage
¢ In this case the principles that will inform any future landscape proposals should be
fully explained.
All other applications
e The proposed landscape treatment of public and private spaces within the site and
its relationship with the area surrounding the site should be fully explained.
If the development contains no landscape component, the statement would simply need to
say why landscaping is not relevant.

Appearance

Appearance is the aspect of a place or building that determines the visual impression it

makes, including the external built form of the development, its architecture, materials,

decoration, lighting, colour and texture.

Appearance reserved at outline stage

e Explain the principles behind the intended appearance and how these will inform he
final design of the development.

All other applications

e Explain the appearance of the place or buildings proposed.

¢ How this will relate to the appearance and character of the development’s
surroundings.

e How decisions on appearance have considered accessibility.

11
12
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e Context should be discussed in relation to the scheme as a whole.
¢ An explanation of how local context has influenced the design.

e Demonstrate the steis taken to aiiraise the context of the iroiosed develoiment.

The use is the use or mix of uses proposed for land and buildings.

e Explain how this understanding or the context has been considered in relation to its
proposed use.

e Explain the proposed use(s), their distribution, appropriateness of accessibility and
relationship to surrounding area.
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The access component

Requirements for the access component of the statement relates only to “access to the
development™ and does not include internal aspects of individual buildings.

It should:

e Explain how users have will have equal and convenient access to buildings and
spaces and the public transport network.

e Address the need for flexibility of the development and how it may adapt to
changing needs.

e Explain the policy adopted in relation to access and any consultation undertaken in
relation to issues of access.

e Explain access for emergency services.

o Access reserved at outline stage, the application should still indicate the location
of points of access to the site and explain the principles that will be used to inform
the access arrangements for the final development.

Heritage Statements (additional information to be included with a DAS for listed
building consent)

It is important to note that these are required for all applications involving a heritage asset
or its setting — see relevant validation checklist. Where the application requires a Design
and Access Statement, the Heritage Statement should be included in this. Where no
Design and Access Statement is required, then it should be a stand-alone document.

Designated heritage assets are:

Listed buildings (including buildings within the curtilage of listed buildings)
Conservation Areas [and the buildings within them]

Scheduled Ancient Monuments

Registered Parks and Gardens

Registered Battlefield

World Heritage Sites

Protected wreck sites

In addition to these there are undesignated heritage assets. These are buildings,
monuments, sites, places, areas and landscapes positively identified as having a degree
of significance meriting consideration in planning decisions. Undesignated heritage assets
may be identified during pre-application stages or while the application is under
consideration. Areas of archaeological importance will also need to be considered as
potential heritage assets and applicants should consult with the Kent Historic Environment
Record (http://www.kent.gov.uk/ExploringKentsPast/ ) to establish whether their site has
any significance in this respect.

The Heritage Statement should provide:

e a description of the significance of the heritage assets affected by the development
e a description of the contribution of their setting to that significance.

13
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e an assessment of the impact of the proposals on that significance

e an explanation of how the works have been designed in a way that will minimise
any negative impacts and to preserve and enhance the significance

e an explanation of how requirements relating to other legislations such as the
building regulations or the Discrimination Act have been balanced against the need
to respect the significance of the heritage asset.

Where an application site includes or is considered to have potential to include heritage
assets with archaeological interest, the heritage statement should include:

e a desk-based assessment and,
e where necessary, the results of a field evaluation.

Where sites or buildings are in conservation areas, the Heritage Statement should assess
the impact of the proposals on the character of the conservation area.

The level of detail should be proportionate to the importance of the heritage asset and no
more than is sufficient to understand the potential impact of the proposal on the
significance of the assets themselves. Descriptions should be focussed on those areas of
the heritage assets affected and covered those in sufficient detail. E.g., in an application
for one room of a house for example, as well as a brief description of the significance of
the building as a whole, the room where work is to be carried out should be looked at in
sufficient detail to understand the impact of that work. What is not wanted are statements
containing large amounts of irrelevant information on the history of the heritage asset that
ignore the parts of the asset that are being affected.

While preparing the Heritage Statement, as a minimum, applicants should consult with the
Historic Environment Record (http://www.kent.gov.uk/ExploringKentsPast/). Also, where
necessary, appropriate expertise should be used to make these assessments. It should
detail the sources that have been considered and the expertise that has been consulted.

Sustainable Design and Construction Assessment

If the proposed development will be the subject of a Building For Life (or equivalent)
assessment. A Sustainable Design and Construction Assessment should be included as
part of the DAS, this will be required for most major developments.

All major planning applications that include 20+ dwellings will be assessed against the Building for
Life criteria. Building for Life is the national standard for well-designed homes and neighbourhoods.
Applicants may choose to demonstrate how the proposed development addresses the the Building
for Life criteria in the DAS. In such cases, the Sustainable Design and Construction Assessment
will provide the evidence within the DAS that will allow the assessment of several Building for Life
criteria and applicants should ensure that appropriate cross-referencing of this material is made
clear within the DAS.

Where applicable, reference should also be made within the DAS to the Code for Sustainable
Homes design stage assessment results and in most cases, this should be an integral part of the
Sustainable Design and Construction Assessment. Where available, the full Code for Sustainable
Homes design stage assessment results should be included as an appendix to the DAS.

14
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All housing applications, regardless of number of units, will need to provide information to
demonstrate that they comply with the Medway Housing Design Standards. The Medway Housing
Design Standards will include a checklist of required material and an explanation of how Medway
Council will use these and the Building for Life criteria in assessing planning applications for
housing development in Medway.

15
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FURTHER INFORMATION AND CONTACTS
Copies of this Note and the Validation Checklists can be viewed or downloaded from the
Council’s www.medway.gov.uk.
If you require further information please contact our Customer Contact Team:
Telephone: 01634 331700
Fax: 01634 331195
Email: planning.representations@medway.gov.uk
By Post: Development Management
Civic Headquarters
Gun Wharf
Dock Road
Chatham

Kent
ME4 4TR

Most of the references to national and local planning policies and other background documents are
available on line. Useful web addresses are set out below.
Medway Council - http://www.medway.gov.uk/

Medway Council Local Plan, Local Development Framework, Guidance Notes and site
planning histories

Department for Communities and Local Government - www.communities.gov.uk

For national policies and guidance (Planning Policy Guidance Notes or Statements,
government circulars etc.)

Planning Portal - www.planningportal.gov.uk

For national and regional planning policies and guidance (Planning Policy Guidance Notes
or Statements, government circulars etc.)

Kent County Council - www.kent.gov.uk
Kent Historic Environment Record and Kent County Council publications
Environment Agency — www.environment-agency.gov.uk

For information on standing advice regarding flood risk, the need for and scope of flood risk
assessment.

16
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Natural England — www.naturalengland.org.uk

For information on nature conservation and biodiversity.
Kent Wildlife Trust - http://www.kentwildlifetrust.org.uk/

For information on nature conservation and biodiversity.
Kent and Medway Biological Records Centre - www.kmbrc.org.uk

Search for habitat, species and site data.

Kent County Constabulary — Design and Access Statements How to use them to prevent crime

17
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LIST OF CHECKLISTS

These are available via the Medway Council website

V1
V2

V3

V4
V5
V6
V7
V8
V9
V10
V11
V12
V13

V14

V15

V16
V17

V18

V19
V20
V21
V22
V23

V24
V25

V26

Householder application for planning permission for works or extension to a dwelling.

Householder application for planning permission for works or extension to a dwelling and
consent for demolition in a Conservation Area.

Householder application for planning permission for works or extension to a dwelling and
Listed Building Consent.

Application for planning permission.

Application for outline planning permission with some matters reserved.
Application for outline planning permission with all matters reserved.

Application for planning permission and Conservation Area Consent for demolition.
Application for planning permission and Listed Building Consent,

Application for planning permission and Advertisement Consent.

Conservation Area consent for demolition in a Conservation Area

Listed Building consent for alterations, extension or demolition of a listed building.
Application for Advertisement consent.

Listed Building consent for alterations, extension or demolition of a listed building and
Conservation Consent

Listed Building consent for alterations, extension or demolition of a listed building and
advertisement consent

Application for a Lawful Development Certificate for an existing use or operation or activity
including those in breach of planning control.

Application for a Lawful Development Certificate for a proposed use or development.

Application for Prior Notification of proposed agricultural development — proposed building,
road, fish tank or excavation/deposit of waste material from the farm

Application for Prior Notification of proposed development in respect of permitted
development by electronic communications code operators

Application for Hedgerow Removal Notice

Application for Prior Notification — proposed demolition.

Application for Approval of Reserved Matters following outline approval.

Application for removal or variation of a condition following grant of planning permission.

Application for tree works: works to trees subject to a Tree Preservation Order (TPO) or
Notification of Proposed Works to Trees in a Conservation Area (CA).

Application for approval of details reserved by condition.

Application for a new planning permission to replace an extant planning permission
associated listed building and/or conservation area consents, in order to extend the time
limit for implementation.

Application for a non-material amendment following a grant of planning permission.

18
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! National legislation and regulations in relation to the registration and validation of applications currently
includes:

» Town and Country Planning (Applications) Regulations 1988
» Town and Country Planning (Development Management Procedure)(England) Order 2010

* Town and Country Planning (General Permitted Development)(Amendment)(no2)(England) Order
2008

* The Town and Country Planning Act 1990

* The Planning and Compulsory Purchase Act 2004
* The Planning Act 2008

* Electronic Communications Order

Authorities have powers under regulation 4 of the Town and Country Planning (Applications) Regulations to
direct applicants to:

(a) supply any further information, and except in the case of outline applications, plans and drawings
necessary to enable them to determine the application or

(b) provide one of their officers with any evidence in respect of the application as is reasonable for them to
call for to verify any particulars of information given to them.

’The following is guidance relating the validation of planning applications:
1) Guidance on information requirements, Department for Communities and Local Government,
March 2010
2) Development Management Policy Annex Information requirements and validation for planning
applications, Department for Communities and Local Government, March 2010

® The Town and Country Planning (Development Management Procedure)(England) Order 2010 defines
‘major’ development as any one or more of the following:
a) the winning and working of minerals or the use of land for mineral-working deposits;
b) waste development;
c) the provision of dwellinghouses where —
i) the number of dwellinghouses to be provided is 10 or more; or
i) the development is to be carried out on a site having an area of 0/.5 hectares or more and it is
not known whether the development falls within sub-paragraph (c)(i);

d) the provision of a building or buildings where the floor space to be created by the development is
1,000 square metres or more; or
e) development carried out on a site having an area of 1 hectare or more.

* Section 62(5) of the Town and Country Planning Act 1990 as inserted by section 42(1) of the Planning and
Compulsory Purchase Act 2004
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