
VALIDATION & 
ADMINISTRATION PHASE  

12 working days 

APPENDIX A 
PLANNING APPLICATION AND VALIDATION PROCESS MAP 

 
 
 

 
 

 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Principal Planning 
Officer and/or 

Head of Planning 

 Receipt Planning application received 
via post, by hand or Planning Portal 

• Decision Notice issued to applicant 
and interested parties notified of the 
decision 

• Website updated 

Information 
Required 

Officer 
Site Visits 

Comments Received input on 
Information@work & M3 by admin  

Processing  
Case Management by 

Planning Officer 

Assessment by Planning Officer including 
comments received 

Delegated  
2 days 

Officer makes recommendation 

Validation  
Checked by officer whether 
appropriate information been 
submitted with the 
application and returned to 
admin 

Invalid 

Phone call, 
email, letter 
to applicant 

or agent 

Changes 
requested 

Changes 
considered  

Allocation  
Planning Application allocated by Principal Planning 

Officer North/South or Technical Officer 
Trees/Landscape 

Committee 
15 days 

Planning Committee 
considers report and 

makes a decision 

PLANNING OFFICER PHASE  
30 - 40 working days 

DECISION STAGE  
2 - 15 working days 

Application 
registered 

Parish/Town 
Councils Notified 

Application on Website 
Neighbours notified 
Other consultations  

 

Application 
passed to 

allocated officer 

Informal contact applicant/agent 
regarding progress and direction of 

proposal when required 

Valid 

Basic Application details input to M3 & 
passed on to PPO/Trees for allocation  

 

If changes are required  
Re-consultation  

Carried out by admin 

Liaise with applicant/agent to ensure minor 
documentation issues are resolved. 


