
 
  

 
PLANNING APPLICATION CHECKLIST  
 
Householder application for planning permission for works or extension to a dwelling  
 
This Checklist sets out the information you need to submit with your application for it to be 
accepted as valid and processed as quickly as possible. It lists the statutory National Planning 
Application Requirements which must accompany all applications and may also include additional 
Local Planning Application information which the Council requires for this type of application.  
 
Local Planning Application information may only need to be submitted in particular circumstances 
so please ensure you read the checklist carefully and supply all the information required for your 
type of proposal. If you do not supply all the information the Council needs your application is 
likely to be declared invalid on receipt and will not be accepted. This will delay your application 
because we will not be able to deal with it until the missing information is provided.  
 
Tick boxes have been provided at the side of each requirement to enable you to confirm the 
information you are providing with your application.  
 
 
Notes regarding plans and drawings  
 
Please note that drawings, plans and some other documents submitted with applications will be 
published on the council’s website. All plans and drawings should include a scale bar indicating a 
minimum of 0-10 metres and show the paper size and key dimensions.  
 
For online applications submitted via the Planning Portal drawings should be A3 or smaller and 
attached as .pdf (Adobe Acrobat) Files. They should include: the print (paper) size; the relevant 
scale at that print size (e.g. 1:50 or 1:100); a scale bar showing the length of 1 and 10 metres 
and/or key dimensions.  
 
The maximum size of all files that can be uploaded on the Planning Portal is 25Mb and no 
individual file can be larger than 5Mb. Please do not attach .cad or .exe files or use zip utilities to 
compress files because these are not accepted.  
 
Planning Application Requirements  
 
Four copies (including the original) of all of the information on the checklist are required unless 
the application is submitted electronically through the Planning Portal (www.planningportal.gov.uk)  



PLANNING APPLICATION CHECKLIST 

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

National Planning Application Requirements 

You must provide the following as part of your application: 
□ Completed 1APP National Standard Application Form, signed and dated.
□ Completed Ownership Certificate (A, B, C or D as applicable), signed and dated.
□ Where Ownership Certificate B, C or D has been completed, the correct Notice under

GDPO 1995 which must be given and served on the owner(s) and/or published in a local
newspaper.

□ Agricultural Holdings Certificate, signed and dated.
□ Appropriate fee.
□ Design and Access Statement (Only if the property is within a Conservation Area and the

proposal comprises more than 100 square metres floor space)
□ A Site Plan which identifies the land to which the application relates drawn to an identified

scale and showing the direction of North.
□ A Location Plan based on an up-to-date map at a scale of 1:1250 or 1:2500. The

application site should be clearly edged with a red line and a blue line should be drawn
around any other land owned by the applicant, close to or adjoining the application site.

□ Other drawings/plans:
At a scale of 1:100 or 1:200 - Block plan showing any site boundaries 
At a scale of 1:50 or 1:100 - Existing and proposed elevations 

 - Existing and proposed floor plans 
 - Existing and proposed site section and 

finished floor and site levels 
 - Roof plan  

Local Planning Application Requirements 

You may also need to provide the following as part of your application: 

□ Requirement When Required 

□ Community 
Infrastructure Levy 
Information Form  

All applications for extensions where the total gross internal area of 
the extension(s) exceeds 100 square metres. 

□ Flood Risk 
Assessment 

All new development in Flood Zones 2 and 3 as designated by the 
Environment Agency flood map (map shown on the EA website.)  

□ Parking Provision If details have not been previously supplied in plans or other 
statements -development involving either the loss or provision of 
new parking spaces.  

□ Tree 
Survey/Arboricultural 
Implications  

If your proposal involves the removal or pruning of any trees or 
hedges on the location of the application or on adjoining property 
within falling distance of the boundary of the location of the 
application.  



 
 
NOTE  
In specific cases the Council may use powers under Regulation 4 of the Town and Country 
Planning (Applications) Regulations 1988 which allows authorities to request in writing any further 
information required to enable it to determine an application, even where the above thresholds are 
not met.  


