
Development Control Business Processes: Planning Applications
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START

Planning 

Application 

Received at Front 

Desk

Application is 

assigned to a 

Planner, BEMIS is 

updated

Application Forms 

and Plans are 

reviewed by DASO 

against Vetting Form 

for completeness

Parcel and Zoning 

Information 

obtained from 

BEMIS by DASO

Based on parcel history, 

any previous relevant 

applications are 

requested from File 

Clerk and attached to 

subject application

Is application 

complete?

Application left at 

Front Desk for 

collection

No

Yes

Anomalies identified on 

Notice of Incomplete 

Application Form and 

Applicant/Agent 

notified.

Application placed 

in appropriate 

drawer for Planner 

to collect and 

review

Application passed 

onto Applications 

Clerk to create file 

Application 

Reviewed by 

Senior DASO to 

review proposal 

description and 

determine 

consultations 

required

Application 

entered into 

BEMIS

Consultation 

Letters with copies 

of application form 

and plans sent to 

consultees

Application 

reviewed by 

Planner

Site Visit form 

completed and 

photos printed and 

added to file
Site Visit

Planner liaises 

with consultees 

and any objectors

Is additional 

information 

required?

Planner consults 

agent/applicant for 

additional 

information

Additional 

information 

reviewed by 

Planner and 

entered into 

BEMIS

Additional 

Information Form/

plans received by 

Planner via DASO

Does additional 

information contain 

revised plans?

Does the 

application need to 

go to the DAB?

Planner prepares 

a DAC Report to 

be submitted by 

Thursday 2:30pm

Planner updates 

BEMIS

Board Secretary 

prepares DAC 

Agenda and 

distributes

Planner prepares 

a DAB Report, 

including 

conditions, to be 

submitted by 

Monday 2:30pm

Board Secretary 

prepares DAB 

Agenda and 

distributes

Revised and 

Superseded Plans 

are marked 

appropriately and 

BEMIS is updated 

by DASO

Do consultees or any 

objectors need to review 

additional information?

Yes

Yes

No

Yes

No

List of new 

applications 

created with 

BEMIS

List sent to 

Cabinet Office by 

Wednesday to be 

published in 

Official Gazette on 

Friday

List of new 

applications 

posted at Front 

Desk and 

uploaded to 

Website

END

Possible 

objections 

received

Planner updates 

BEMIS

Planner notifies 

agent/applicant of 

recommendation

Planner notifies 

agent/applicant/

objector of 

recommendation

No

DAC Meeting

DAB Meeting



Development Control Business Processes: Planning Applications (continued)
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Phase

DAC reviews 

applications

DAB reviews 

applications

Has a decision 

been reached?

Application may be 

deferred pending 

additional 

information or 

referred to DAB

No

Application is 

sent to the 

following 

DAC/DAB 

meeting 

Has a decision 

been reached?

Application may be 

deferred pending 

additional 

information 

Application is 

sent to the 

following DAB 

meeting 

No

Planner updates 

BEMIS with 

discussion notes

Board Secretary 

updates list of 

decisions

Board Secretary 

updates list of 

decisions

BEMIS is updated 

with decisions

Decision letter 

produced from 

BEMIS

Plans stamped 

Approved or 

Refused by DASO

Decisions are 

subsequently 

confirmed by DAB 

Chairman

Yes

Yes

Applicant/Agent 

notified of decision

Copies of plans 

and decision letter 

left at Front Desk 

for collection

Planning File sent 

to File Room
END

Conditions for 

approval/refusal 

amended in 

BEMIS is needed

Decisions list 

produced in 

BEMIS

Decisions list send 

to Cabinet Office 

on Wednesday for 

publication in the 

Official Gazette on 

Friday

Decision list 

published on 

website

START

List of new 

applications 

published in 

Official Gazette 

and on website

List of new 

applications 

reviewed by 

public

Member of public 

submits objection 

to application

Was objection 

received within 14 

days of public notice 

of application? 

Registered in 

BEMIS as an ‘out 

of time objection’. 

DAB may review 

comments, but not 

an official 

objection

Registered in 

BEMIS as an 

‘objection’

Receipt of ‘out of 

time objection’ 

acknowledged

Receipt of 

‘objection’ 

acknowledged

No

Yes
Planner consults 

with objectors

Planner writes to 

objectors to inform 

them of 

recommendation

Planner write DAB 

report detailing 

objectors and out 

of time objectors 

concerns

DAB 

Approval 

Process
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START

Appeal submitted 

to the Ministry
Ministry inputs 

appeal details into 

BEMIS

Letter sent to Director of 

Planning notifying her 

that an appeal has been 

received and requesting 

a Director’s Case within 

set period

Planner of record 

prepares Director’s 

Case or will rest on 

Board Report

Planner of record 

reviews contents 

of appeal

Report is reviewed 

by Director and 

any amendments 

are made

Director’s Case 

submitted to Ministry

Ministry may 

request that 

Independent 

Planning Inspector 

review the appeal

Independent Planning 

Inspector produced a 

report with a 

recommendation to 

support or reject the 

appeal

Independent 

Planning Inspector 

to review all 

information 

relating to the 

appeal

Ministry will 

request relevant 

Planning file

Minister to Review 

Independent 

Planning 

Inspector’s Report 

and the Director’s 

Case and make a 

final decision

Ministry to inform 

appellant and 

Director on 

outcome of appeal

Ministry to update 

BEMIS and 

Planning file

If appeal was 

successful then 

official plans 

marked with 

outcome by DASO

END

DAB notified of 

appeal decision

Appellant may 

submit response to 

Director’s Case
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