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Checklist and Guidance Note for Planning Permission – Non Householder Applications  

Validation Checklist
Planning Permission – Non Householder Applications 

To ensure that the Planning Officer dealing with your planning application has a complete picture 
on which to base their judgments and to ensure proper public consideration, the following 
information is required at application submission stage. Failure to supply the required information 
with a planning application submission will delay a decision on the proposal as the statutory 
determination period will not begin until the required information is submitted and the validation 
requirements fulfilled. 

Please complete the attached checklist to indicate what you have included with your 
application. All plans should include paper size, key dimensions and scale. 

Standard National Validation Requirements 
(Three copies are to be supplied unless the application is submitted electronically) 

Completed Application Form with Signed and Dated 
Declaration

YES  NO

Completed Certificate of Ownership A, B, C or D (only one to be 
completed) as required by Article 12 of the Town and Country 
Planning (Development Management Procedure) (England) Order 
2010.

YES  NO

Completed Agricultural Holdings Certificate A or B (only one to 
be completed) as required by Article 12 of the Town and Country 
Planning (Development Management Procedure) (England) Order 
2010.

YES  NO

Location Plan based on an up-to-date map, to a recognised scale 
i.e. 1:2500 or 1:1250 with a north arrow labelled and with your 
application development site edged in red and any other land in your 
ownership edged in blue.  

YES  NO

Existing and Proposed Site Layout Plans to a recognised scale 
i.e. 1:100, 1:200 or 1:500 with a north arrow labelled. 

YES  NO

Existing and Proposed Elevations to a recognised scale i.e. 1:50 
or 1:100. 

YES  NO

Existing and Proposed Floor Plans to a recognised scale i.e. 1:50 
or 1:100. 

YES  NO

Existing and Proposed Roof Plans (if the proposal alters the 
existing roof) to a recognised scale i.e. 1:50 or 1:100. 

YES  NO

Existing and Proposed Sections and Finished Floor Levels to a 
recognised scale which is no less than 1:100. 

YES  NO

Design and Access Statement
Please see Design and Access Statement Guidance Note for further 
information.

YES NO

X
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X

X

X

X

X

X

X

X
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Application Fee 
Please see the Authority’s Fee Sheet for further information.   

YES  NO

Environmental Impact Assessment (if applicable) YES  NO

Standard Local Validation Requirements 
(Three copies are to be supplied unless the application is submitted electronically) 

Bat Scoping Survey to ensure that nature conservation interests 
are not unduly affected by the development.  

Please see Planning Advice Note 2 (Planning and Biodiversity) for 
further information.  

 YES  NO

Flood Risk Assessments/Sequential Test to ensure that the 
implications of flooding are satisfactorily addressed.  

For further advice please contact the Environment Agency on 01904 
692296 or see their website www.environment–agency.gov.uk  

YES  NO

Tree Survey/Arboricultural Assessment to ensure tree 
preservation issues are properly addressed.  

Please see Design Guide Part 3: Trees and Landscape for further 
information.

YES  NO

Structural Survey prepared by a suitably qualified structural 
engineer in order to ensure that the building is structurally sound and 
capable of conversion without the need for significant rebuilding 
and/or alterations.

YES  NO

Statement of Agricultural Need in order to assess whether the 
need to live on the site is essential. 

YES  NO

Affordable Housing Statement which sets out what the latest 
Housing Needs Survey for the locality indicates and which provides 
an explanation of how the scheme meets that need together with 
details of how the occupancy of the properties will be maintained in 
perpetuity as ‘affordable housing’.  

Please see the Housing Supplementary Planning Document for 
further advice and the relevant proformas.

YES  NO

Local Occupancy Proforma (in relation to schemes for new 
build dwellings/conversions to dwellings for sale under Core 
Policy J) which sets out the local need for the dwelling. 

Please see the Housing Supplementary Planning Document for 
further advice and the relevant proformas.

YES  NO

Heritage Statement with appropriate mitigation necessary to ensure 
conservation issues are properly addressed. 

Please see Heritage Statement Guidance Note for further 
information.

YES  NO

X
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Further additional information may be requested; however this will not delay the validation 
of your planning application but may be required prior to a decision being made. 
Examples of which are as follows: 

    Non Mains Drainage Form 

    The access from the publicly maintainable highway to the development site shown on  
   the location plan edged in red 

    For residential developments of five or more houses (new build or conversion) and other uses    
   of 200 square metres or more, details of how it is intended to displace 10% of predicted CO2   
   emissions to address Core Policy D of the NYM Local Development Framework. 

Please see the Renewable Energy Supplementary Planning Document for further advice and 
the relevant proformas.

Please do not hesitate to contact the Development Management Administration Team if you require 
further assistance.  



Checklist and Guidance Note for Planning Permission – Non Householder Applications  

Guidance Notes
Planning Permission Other Than Householder Applications 

These notes have been written to help you with the submission of your planning application.   

Application Forms 
Please submit three copies ensuring that all parts of the form are completed and the declaration is 
signed and dated unless submitted via the Planning Portal.

Certificate of Ownership 
Certificate A - should be completed when the applicant is the sole owner of the land subject to 
the application or has a lease with at least seven years to run. 

Certificate B - should be completed when the land has shared ownership or if another person 
other than the applicant owns the land. Notice(s) as required by Article 12 of the Town and 
Country Planning (Development Management Procedure) (England) Order 2010 must be given. 

Certificate C - should be completed when one or some of the owners are known but others 
cannot be identified. Notice(s) as required by Article 12 of the Town and Country Planning 
(Development Management Procedure) (England) Order 2010 must be given and/or published in 
accordance with this Article. 

Certificate D - should be completed when none of the owners are known. Notice(s) as required 
by Article 12 of the Town and Country Planning (Development Management Procedure) 
(England) Order 2010 must be given and/or published in accordance with this Article.  

Agricultural Holdings Certificate 
You must complete either A or B. If part B has been completed, notice must be served on all 
tenants of the land in question with the tenant’s name, address and the date notice has been 
served on them included. If there are no tenants this must be stated. 

Location Plan 
This plan should be an up-to-date map at an identified scale (i.e. 1:1250 and 1:2500) with the 
north arrow labelled. The plan should identify sufficient roads and/or buildings on land adjoining 
the application site to ensure that the exact location of the development site is clear. The plan 
should show the application development site edged in red and any other land in your ownership 
edged in blue. 

The following companies provide ordnance survey location plans at a charge, however you may 
wish to source your own company as there may be others available: 

Fox’s Copy Centre                                                York Survey Supply Centre 
21 Market Place                                                    Prospect House 
Thirsk                                                                    George Caley Drive 
North Yorkshire                                                     York 
YO7 1HD                                                               YO30 4XE 
Phone: 01845 523268                                           Phone: 01904 692723 
Email: foxscopy@btconnet.com             Email: sales@yorksurvey.co.uk 
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Existing and Proposed Site Layout Plans 
This is to allow neighbours to view the plans at a larger scale, identifying the position of buildings 
within the site in relation to their own properties. It can be difficult to assess the potential 
implications that the proposal might have at a smaller scale. The plan should be to scale i.e. 
1:100, 1:200 or 1:500, with a north arrow labelled, showing the site in relation to existing buildings 
and site boundaries. It should indicate where existing features of the site are located including 
existing buildings (indicating proposed demolitions), trees (identifying any proposed felling), 
means of access and type of enclosure (wall, fence, hedges) and shall show adjacent 
properties/buildings. 

Other Drawings Relevant to the Application 
Detailed drawings must be submitted to scale i.e. 1:100 or larger showing elevations, cross 
sections, floor plans and layouts of the proposed works together with existing and proposed 
ground levels and floor levels. Drawings shall include both existing and proposed details. It is a 
legal requirement that all measurements must be in metric and not imperial form. Any drawing 
submitted using solely imperial measurements will not be accepted and will be returned for metric 
conversion. 

Important Information 
The plans submitted as part of any application considered by the Planning Committee will be 
scanned and possibly used in a PowerPoint presentation of the scheme. It is essential, therefore, 
that the plans are sufficiently clear so that the details of the proposal can be easily seen when 
projected onto the screen. 

If the plans are not clear resulting from, for example, discoloured paper or particularly fine line 
drawings it may be difficult for Members of the Committee to appreciate fully the details of the 
scheme which could result in a delay in the determination of an application if Members consider it 
appropriate to seek further clarification of aspects of the development proposed. Please try to 
ensure that submitted plans are clear and that they meet the requirements set out in this 
Guidance Note. 

Design and Access Statement 
Design and Access Statements are documents that explain why you have submitted your 
proposals in the way you have, how it will be accessible to all, what the thinking is behind your 
scheme and how you have arrived at the design/layout of the development. They will vary in 
length and complexity according to the nature of the development. They need not be long and 
unduly complex and you may want to include diagrams, sketches, photographs etc. to help 
illustrate your points. Statements should not be produced retrospectively to try to justify a pre-
designed scheme; they are intended to be a working document which explains how the 
development’s context has been understood before the design is drafted. Statements will be 
public documents; therefore they should be clear and easy to understand. 

Application Fee 
Please see the Authority’s Fee Sheet for further information. 

Environmental Impact Assessment
The Town and Country Planning (Environmental Impact Assessment) Regulations (2011) set out 
the circumstances in which an Environmental Impact Assessment (EIA) is required.  

Where EIA is required, an Environmental Statement in the form set out in Schedule 4 to the 
Regulations must be provided. Where EIA is not required, the Local Planning Authority may still 
require environmental information to be provided. An applicant may request a ‘Screening Opinion’ 
(i.e. to determine whether EIA is required) from the Planning Authority before submitting the 
application. 
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Bat Scoping Survey
Applications for conversions of barns to a new use where the roof is substantially in  place, 
demolition of houses/barns/significant buildings (when pre WW1) where planning permission is 
needed, significant works to bridges/kilns/caves/tunnels or other similar structures and erection of 
wind turbines within 50 metres of a building, woodland or linear feature, or where there is 
evidence of bats on or close by the site require the submission of a Bat Scoping Survey to ensure 
that nature conservation interests are not unduly affected by the development.  

Please see Planning Advice Note 2 (Planning and Biodiversity) for further information. 

Flood Risk Assessments/Sequential Test
This is required to ensure that the implications of flooding are satisfactorily addressed. Flood Risk 
Assessments/Sequential Tests should identify and assess the risks of all forms of flooding to and 
from the development and demonstrate how these flood risks will be managed, taking climate 
change into account.   

For further advice please contact the Environment Agency on 01904 692296 or see their website 
www.environment–agency.gov.uk  

Tree Survey/Arboricultural Assessment 
Where there are trees within the application site, or adjacent to it that could influence or be 
affected by the development (including street trees); information will be required on which trees 
are to be retained and on the means of protecting these trees during construction works. A 
suitably qualified and experienced arboriculturalist should prepare this information. The 
information provided with the application must be in accordance with British Standard 5837 (2012) 
Recommendation for Tree Work.  

Please see the Authority’s Design Guide Part 3: Trees and Landscape for further information. 

Structural Survey 
Applications for the conversion of traditional buildings require the submission of a Structural 
Survey prepared by a suitably qualified structural engineer in order to ensure that the building is 
structurally sound and capable of conversion without the need for significant rebuilding and/or 
alterations. 

Statement of Agricultural Need 
Applications for construction of a dwelling or conversion to a dwelling to be occupied by person(s) 
in farming, forestry or other land management activities in open countryside require the 
submission of a Statement of Need to demonstrate that there is a genuine need for the 
accommodation proposed which is essential to the efficient functioning of the unit (i.e. that there is 
a need for one or more full-time workers, primarily employed in agriculture, to be readily available 
at most times) and that such a functional need could not be fulfilled by the adaption or extension 
of another dwelling on the unit, through the conversion of a traditional building on the unit or any 
other accommodation in the area which is suitable and available. As well as demonstrating a 
functional need, the report must demonstrate that the enterprise, to which the functional need 
relates, is profitable, has been established for at least three years and is likely to remain so. 

Affordable Housing Statement 
Applications for or which include an element of affordable housing require the submission of an 
Affordable Housing Statement which sets out what the latest Housing Needs Survey for the 
locality indicates and which provides an explanation of how the scheme meets that need together 
with details of how the occupancy of the properties will be maintained in perpetuity as ‘affordable 
housing’.
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Local Occupancy Proforma 
Applications for schemes which involve the provision of ‘local occupancy’ 
dwellings/accommodation (except local occupancy letting) under Core Policy J require the 
submission of evidence of the need for the dwelling. This should involve details of the intended 
occupier, how they meet the local occupancy condition and why their needs cannot be met by the 
existing housing stock.  

Heritage Statement 
Applications for Listed Building consent and for applications for planning permission where these 
affect a Listed Building, Conservation Area, Registered Park and Garden or Scheduled Monument 
(all forms of statutorily designated heritage assets) require the submission of a proportionate 
Heritage Statement with appropriate mitigation necessary to ensure conservation issues are 
properly addressed. A Heritage Statement may also be required for applications that affect 
undesignated heritage assets.  




