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Enquiries about planning 

 

You can contact us: 

In person at:  Reigate Town Hall, Castlefield Road, Reigate, Surrey RH2 0SH, 

   or at one of the borough’s Help Desks 

By telephone: Help Line 01737 276000 

By fax:  01737 276018 

Email:   Planning.applications@reigate-banstead.gov.uk 

   LDF@reigate-banstead.gov.uk 

Website:  www.reigate-banstead.gov.uk 

 

 

  

mailto:Planning.applications@reigate-banstead.gov.uk
mailto:LDF@reigate-banstead.gov.uk
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Introduction 

 
The Town and Country Planning system seeks to ensure that the community and 
stakeholders are involved in planning and development matters. Planning affects 
everyone in some way – the homes we live in, the places we work, the open spaces we 
enjoy and the roads we travel on. Therefore, it is important that local people understand 
the planning process and are given the opportunity to get involved to contribute ideas 
and influence land use decisions. 
 
In order to achieve this, all local planning authorities are required to produce a 
Statement of Community Involvement (SCI) - which sets out their strategy for effective 
community participation. The statement should include information on how and when 
community involvement will take place and what organisations and individuals will be 
consulted. 
 
The Council's existing SCI was adopted in March 2010. This document is the update to 
that document. It has been prepared to take into account new legislation and Council 
policy. The Council is committed to extending and developing links with the local 
community in all of our services and continuously assesses how to involve local people 
and businesses in decision making. The SCI sets out how we will involve all our 
communities and benefit from their knowledge and expertise. 
 
Getting involved in planning 
 
There are two main ways to get involved in local planning matters: 

 Making comments on planning applications - most types of development from 
new houses to business parks require a planning application to be submitted 
and approved, and 

 Having your say during public consultation periods on local development 
documents - these documents set the policy framework against which 
development proposals will be assessed. 
 

Decisions on planning applications are made in line with Development Plan Documents 
(DPDs), so getting involved in the production of these is essential. The Council 
maintains a record of current and recent consultations which can be viewed at: 
www.reigate-banstead.gov.uk/community_and_living/consultations/index.asp 
 
Local communities are now able to produce Neighbourhood Plans which are described 
later in this document, however it should be noted they are not within the remit of the 
SCI. 
 
There are a number of organisations who provide information and advice on the 
planning system and how to get more involved (please see the list on page 20).  
 
Links to other council strategies 
 
The Council, as a whole, has other policies which guide and promote community 
engagement. These include the Corporate Plan, Local Community Action Plans, 
Equality Objectives and Planning Applications Service Charter. This SCI takes into 

http://www.reigate-banstead.gov.uk/community_and_living/consultations/index.asp
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account other relevant corporate policies and documents. We will also work with other 
Council departments to ensure that a consistent approach is taken to consultation. 
 
Where appropriate, joint consultations between departments will be considered to 
share resources and avoid consultation fatigue. 
 
Our community involvement principles 
 
In making planning decisions, the Council will often need to balance differing views and 
make judgements in the best interests of all our communities. Getting local opinions will 
help us make decisions in the most informed way possible. To achieve this, we will 
apply some general principles to our planning consultations: 

 
Community involvement in planning policy 
 
The Council is producing Local Development Documents and Supplementary Planning 
Documents following extensive community and stakeholder input. These include the 
Core Strategy, Development Management Policies DPD and Supplementary Planning 
Documents (SPDs). Together these make up the area’s Local Development Framework 
(LDF).  

Front loading of planning process 

Involving the public early, for example: 

 In policy formulation so that public opinion informs policy rather than amends 
it. 

 Pre-application involvement in planning applications, so that the applicants 
consult the public before submitting an application. 

Transparent planning processes 

 Make clear the purpose of consultations 

 Publish consultation materials that are clear, concise and avoid unnecessary 
jargon 

 Take account of views received and be honest about the scope of 
consultations from the start. 

Choosing appropriate ways to involve people 

 Ensure that consultations are inclusive of all those parts of the community that 
are affected;  

 Ensure that consultations use professionally accepted methods and are well 
managed;  

 Ensure that the views sought in any consultation are informed;  

 In addition to traditional methods of publication, make widespread use of 
electronic and modern media techniques to make consultation easier, quicker 
and more cost effective 

Providing effective feedback 

 Adopt clear processes of consultation that, wherever possible, produce results 
that are measurable and can be evaluated objectively;  

 Fully acknowledge and consider the results of consultations; and  

 Provide accessible feedback on the results of consultations and how they 
have been used.  
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The system for plan making, procedures for community consultation and examinations 
in public has changed since the publication of the last SCI. This includes the publication 
of the National Planning Policy Framework (NPPF) in March 2012. This sets out 
national planning policy and must be taken into account when preparing local planning 
policy documents and determining planning applications. It replaces most existing 
Planning Policy Statements and Planning Policy Guidance Notes. The NPPF favours a 
single local plan approach, and many local authorities are now working on combining 
their individual, emerging development plan documents (DPDs) into one plan. 
 
The Localism Act (2011) has introduced many changes to the planning system, 
including the revocation of regional strategies and the introduction of neighbourhood 
plans. Therefore the Council must ensure that the adopted local development 
documents conform with legislation and latest government policy. This may involve a 
full review of an existing document or a partial review such as of a specific policy or 
topic. It will also involve the production of new documents including a Community 
Infrastructure Levy (CIL) charging schedule. In the future the Council may move 
towards the preparation of a single local plan 
 
Information on the Council’s programme for preparing or revising local development 
documents (or Local Plan) and Supplementary Planning Documents is contained in the 
Local Development Scheme (LDS). More regular updates will also be available on our 
website. 
 
Regardless of the programme all new or updated documents will be prepared in line 
with legislation and relevant national policy. For example, the Town and Country 
Planning (Local Planning) (England) Regulations 2012, the Localism Act 2011 and the 
Community Infrastructure Levy Regulations 2010 (as amended).  

 
Whom we will consult 
 

The Council is required by legislation to consult certain bodies which it considers may 
have an interest in or be affected by a document. These bodies include: 
 

 Surrey County Council 

 Neighbouring councils 

 Local Parish and Town Councils 

 Utility companies 

 Network Rail Infrastructure Ltd 

 Local policing body 

 Government bodies like the Highways Agency and Natural England. 
 
The Council must also seek to ensure a wide range of other stakeholders and 
individuals have opportunities to become involved at any stage if they wish or where 
their input will be useful. These include: 
 

 Organisations that represent specific communities or interests such as  
Federation of Small Businesses, Equality and Human Rights Commission, Sport 
England and the Police 

 Developers, landowners and planning professionals  
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 Local businesses and the voluntary and community sector 

 Others who have expressed an interest in the plan or subject matter 

 The general public including members of the Surrey Youth Parliament 

 Council elected members who provide important channels of communication to 
and act as advocates for their local communities especially in unparished areas. 

 
The Council maintains a database of people and organisations who want to be kept 
informed and have responded to consultation documents. This database is used to 
keep registered individuals, organisations and groups informed on the production of 
any development plan documents. New consultees can be added to the consultation 
database at any time. Anyone who wishes to be added can do so by contacting the 
planning policy team (LDF@reigate-banstead.gov.uk). 
 
How we will consult 
 

Legislation sets out the minimum requirements for public participation when preparing 
Local Development Documents (or Local Plans) and Supplementary Planning 
Documents. This includes making information available on our website. Where possible 
and appropriate, the Council will go beyond these requirements to promote greater 
community participation and to meet the needs of our different communities. Therefore, 
a variety of methods are likely to be used at various stages of the plan making process. 
These include, but are not limited to: 
 

 Direct notifications to appropriate organisations and individuals – emails or 
letters (where no email) will be sent to statutory bodies, relevant groups and to 
those who have requested to be contacted on our consultation database. 

 Website – progress on our planning documents will be publicised on the 
Council's website. This will also be the place to download evidence base 
documents and feedback reports. People will be able to view consultation 
documents and access response/comment forms. 

 Deposit venues – during consultation periods, documents will be made 
available for inspection at Reigate & Banstead Borough Council offices, and 
local libraries (at the discretion of Surrey County Council). 

 Social networking sites – information and consultation events will be 
advertised on our corporate Facebook page and Twitter feed. 

 Planning for the Future Newsletter – newsletters that provide information on 
the progress of the LDF. 

 Local media – media releases to local newspapers, radio stations and online 
media may be issued to promote consultations and latest news. 

 Borough News – regular updates will appear in our borough magazine which is 
distributed to homes across the borough twice a year. 

 Borough e-news – electronic newsletter produced every 6-8 weeks that 
contains links to current consultations. 

 Presentations and forums - to appropriate groups, organisations and 
stakeholders to target particular people in the community who may be interested 
in specific issues. For example, when considering issues relevant to children and 
young people, we will try to involve local schools and colleges as well as work 
with bodies such as the YMCA. 

 Leaflets, posters and flyers - these may be distributed to promote 
consultations and summarise information on consultations. Information may also 

mailto:LDF@reigate-banstead.gov.uk
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be circulated to Parish/ Town Councils and residents’ associations for display on 
community notice boards or in community newsletters. 

 Interactive workshops – discussions of topics and documents in groups using 
plans, models and other visual materials. This format may be more appealing to 
some people than traditional methods of consultation. These may take the form 
of ‘Planning for Real’ exercises. Workshops are particularly useful at issues and 
options stages of consultation and topic-based plans. The Council may use 
consultants to support this engagement.  

 Exhibitions and road shows – public displays for local residents to follow 
progress of LDDs and to give publicity to large scale development proposals and 
applications. Timing and location of exhibitions must be relevant to the 
community. 

 Youth Parliament – where appropriate, we will seek views from this group 
through questionnaires and presentations. 

 Community Engagement Officers – to build on disseminate information to 
existing contacts and consultation through Local Community Engagement Plans. 

 Member seminars – helps disseminate information about the LDD process to 
local residents through their ward councillor. 

 Council meetings - where appropriate, we will take our plans to relevant 
Council meetings for feedback and approval from elected local members. 

 Surveys and questionnaires – surveys and questionnaires may be used to 
canvass views on key issues, options, proposals and documents. Responses 
can help identify key interests and groups. There is benefit in focusing questions 
around a number of key topics. 

 
In line with the principles of community involvement, the Council will do its best to 
ensure that documents are written clearly and concisely and avoid technical language 
whilst remaining fit for their purpose. Documents can also be made available in 
different languages and formats (e.g. Braille) on request. 
 
We will choose accessible consultation venues and hold events at convenient times of 
the day and week. We will also be clear about the aims and scope of engagement so 
that people understand when they can participate and the rules for doing so. This will 
help to manage expectations. 

Reaching the seldom heard 

 

The seldom heard are those people least likely to make their views known through 
public consultation and who often miss out on information because they do not belong 
to a recognised organisation or group.  
 
Those who fall into the seldom heard category are: 

 People of working age who, due to work and family commitments, have very 
limited periods of free time in which to involve themselves in wider issues (the 
time-limited) 

 People of school age who are too young to belong to recognised consultation 
organisations 

 People of limited mobility, through either age or disability 

 People whose first language is not English 

 People with sight or hearing impairment 
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 People without a permanent address including Gypsies and Travellers, and 
those who through circumstance or life-style choice have no fixed contact 
address. 

 
Neighbour notification and drop-in sessions are often successful in reaching the seldom 
heard. We also recognise that parish and town councils where they exist are key 
contributors in increasing awareness at local level, particularly as they have existing 
communication networks within their areas. In order to assist residents unable to 
access some services during normal working hours the Council continues to increase 
the amount of online self service functions (www.reigate-banstead.gov.uk). 
 
Consultation on a local development document (or Local Plan) 
 
The process for preparing Local Development Documents (or Local Plan), or their full 
or partial review will include at least one formal consultation stage before submission to 
the Secretary of State for independent examination. This is explained further below

• At this stage the Council develops a range of evidence to support the Council's Local 
Development Documents. This can include information on local population forecasts, 
housing needs and the environment. Developing the evidence base may include informal  
engagement with appropriate stakeholders such as Surrey County Council, neighbouring 
authorities, landowners and developers and where appropriate the local community. 

Stage 1  

Preparation of 
the  Evidence 

Base 

• At this stage the Council will notify certain consultation bodies and others it considers  
appropriate that it proposes to prepare a Local Development Document (or Local Plan). 
It will also invite them to make comments on what it ought to contain. Local residents, 
community groups, businesses, landowners and developers may also be informed, and 
invited to comment. Consultation methods such as interactive workshops, public 
meetings, stakeholder forums and surveys may also be used to build understanding and 
encourage a wide range of debate. In doing so this aims to front load the process by 
ensuring that the community is engaged early on matters that may affect or concern 
them. 

• If appropriate the Council may publish a first draft consultation version of the document. 
This would be used to identify the main issues that the plan needs to deal with and the 
options that are available. An assessment of the plan's social,economic and 
environmental impacts would also be produced in the form of a Sustainability 
Appraisal/Strategic Environmental Assessment (SA/SEA). 

Stage 2  

Preparation of 
a Local 

Development 
Document (or 
Local Plan) 

 

• The Council will use any comments alongside national and local planning policy and 
other supporting evidence to develop the Local Development Document (or Local Plan). 
We will then publish it (subject to Councillors' approval) in what we will think should be 
the final version. A more detailed assessment of the plan's social, economic and 
environmental impact (SA/SEA) is also published. As this is a more technical stage we 
may make presentations to particular groups and hold public exhibitions. 

• The Council will consider any points raised by the consultation and produce a 
consultation statement. This will be reported to the Executive committee. Minor changes 
will be made if required. If there are significant issues, we may withdraw the document 
and reconsult on a revised version. 

 

Stage 3  

Publication of a 
Local 

Development 
Document (or 
Local Plan) 

• Once the Council is satisfied with the document it will be sent with the relevant 
supporting information to the Secretary of State to be examined. An inspector appointed 
by the Government will carry out an examination in public into its 'soundness'. Objectors 
to the document may be allowed to appear in front of the Inspector in person. 

• The Inspector will report back to the Council and may recommend modifications if asked 
to do so. The Council can also suggest their own modifications to the Inspector during 
the examination as well as making minor non-material changes themselves. The Council 
is then able to accept the Inspector's modifciations and adopt the plan, or resubmit a new 
plan. 

Stage 4 

Examination 
and Adoption 



 

 

Sustainability appraisal / Strategic environmental assessment 
 
Legislation requires a Local Development Document (or Local Plan) to go through a 
process of Sustainability Appraisal and Strategic Environmental Assessment 
(SA/SEA). This assesses a document's impact on the environment, economy and 
society and is intended to promote more sustainable development. When required, 
an SA/SEA will be consulted on throughout the plan-making process, at the same 
time as the document itself. Relevant stakeholders will also be consulted on the 
'scope' of the SA/SEA at the start of the document preparation. 
 
Consultation on a supplementary planning document 
 
Supplementary Planning Documents add further detail to the policies in a local 
development document (or Local Plan). The Council will prepare or revise SPDs 
where they will help applicants make successful applications or aid infrastructure 
delivery, and where they will not add unnecessarily to the financial burdens on 
development. The preparation of a new or revised Supplementary Planning 
Document will involve the stages below: 
 

 
 
 
Consultation on a Community Infrastructure Levy (CIL) Charging Schedule 
 

The Community Infrastructure Levy (CIL) is a new charge which will allow the 
Council to raise funds from new developments in the Borough. The money collected 
from the levy will be used to support development by funding infrastructure that the 

• At this stage the Council develops a range of evidence to support 
the Council's document. This may involve informal consultation with 
relevant stakeholders and interested parties to discuss the issues 
and options to be addressed. 

Stage 1  

Preparation of the  
Evidence Base 

• The Council will consult certain consultation bodies and others it 
considers appropriate when preparing the document. This may 
involve inviting them to make comments on what it ought to contain 
as well as consultation on a draft document. Any representations 
made will be considered and used to prepare the final document. 

Stage 2 

Comsultation when 
preparing the SPD 

• Once the Council is satisfied with the document it will be adopted. Stage 3 

Adoption 
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Council, local community and local residents want. For example new road or 
transport schemes, flood defences and schools. The levy will apply to most 
buildings. Charges will be based on the size, type and location of new development 
and be set out in a charging schedule. The preparation of a CIL involves the stages 
shown below 
 

 
 
 
Engagement methods for each stage in the preparation of Local Development 
Documents 
 

Pre-Publication stage 

Inspection copies at specified locations  
Direct communication with Specific and General Consultees* including appropriate 
residents/businesses  
Publish documents/consultation response forms on our website 
Response forms available in hard copy and electronically 
Publication of newsletters, leaflets, flyers as appropriate 
Media release/news item on our website 
Area Forums/workshops (optional) 
Parish/ward meetings (optional)  

Publication Stage  (Regs 19-20 of 2012 Regulations) 

Inspection copies at specified locations 
Direct communication with Specific and General Consultees including appropriate residents 
/businesses and including copies of/links to each of the published proposed submission documents 

• At this stage the Council develops a range of evidence to support the 
Council's document. This will involve informal consultation with relevant 
stakeholders and interested parties such as developers and other service 
providers to gain views on matters to take into account when setting the 
CIL. 

Stage 1  

Preparation of the  
Evidence Base 

• The Council will first consult on a preliminary draft charging schedule, 
based on the evidence collected. Stakeholders, interested bodies and 
where appropriate, the wider community will be consulted. any 
representations made will be considered and amendments made to the 
charging schedule, where required. A consultation feedback report will also 
be produced. 

• The Council will then publish a final draft charging schedule for 
consultation. Comments raised by the consultation will be considered. 
Minor changes will be made if required. 

Stage 2 

Consultation on a 
Charging Schedule 

• Once the Council is satisfied with the CIL (including its charging schedule) it 
will be sent with relevant supporting information to be examined. An 
independent examiner will carry out an assessment into its 'soundness'. 
Objectors to the document may be allowed to appear in front of the examiner 
in person. Any recommendations suggested in the examiner's report will be 
binding on the Council. If there are significant issues, we may withdraw the 
charging schedule and resubmit a revised version to a new examination 

Stage 3 

Examination and Adoption 
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and a statement of the representation procedure on the tests of soundness of the documents 
Publish on our website  
Response forms 
Publication of Newsletters and/or Flyers when required  
Media Release/news item on our website 
Area Forums/workshops (where required) 
Parish/ward meetings (where required)  

Formal Submission Stage (Reg 22) 

Inspection copies of submission documents described in Regulation 22.1 of the 2012 Regulations at 
specified locations  
Direct Communication with those Specific and General consultees and appropriate residents 
/businesses invited to make representations at previous stages, advising where and when the 
inspection Submission documents might be viewed. Also confirmation that the documents have been 
submitted to those who have requested notification of submission. 
Publish on our  website 

EiP (Hearing) & Post-Submission Stage  (Regs 24-26) 

Examination in Public (EiP) / Hearing: (Reg 24) 

At least six weeks before the hearing: 
Copy of the public notice in compliance with Reg 24 at specified locations 
Notify any person who has made a representation (Reg 20) and has not withdrawn that representation 
of the date, time and place of the hearing plus the name of the Planning Inspector appointed 
Publish the public notice on our website  

Publication of Inspector’s recommendations: (Reg 25) 

As soon as reasonably practicable after receipt of the Inspector's report: 
Inspection copy of report and recommendations or a direction from the Secretary of State (Reg 29) 
available to view at specified locations  
Give notice to those registered to receive notification  
Publish recommendations/reasons on our website  
Media release/news item on our website 

Adoption of the Local Plan Document: (Reg 26) 

As soon as reasonably practicable after adoption 
Inspection copies of Adopted Plan, accompanying documents and adoption statement available to 
view at County and Borough offices and in Public Libraries, main document only in hard copy. 
Send adoption statement to those registered to receive notification 
Send Local Plan Document + adoption statement to Secretary of State 
Publish Adopted Plan, accompanying documents and adoption statement on ECC 
Website 
Media release and news item on our website 

 
*The 2012 Regulations (Reg 18) require us to consult appropriate specific and general consultation 
bodies, a list of these is included as Appendix 1. 

 
Using the results of consultation and feedback 
 
Representations made during formal consultation periods will be acknowledged, 
recorded on our consultation database and may be published. We cannot accept 
confidential, anonymous or late comments. We will also reject any comments that 
are offensive, obscene, racist or illegal in any other way. 
 
All duly-made responses will be considered and used to inform decisions and/or 
shape the documents, alongside Government legislation, planning policy and other 
evidence. Sometimes plans may attract a large number of objections or petitions. 
These will be taken into account in the same way as other representations. 
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Comments made at earlier rounds of consultation on a document will not be carried 
forward. Any outstanding issues must be resubmitted in order to be considered. 
When submitting a document for independent examination, the Council is required to 
submit a statement setting out which bodies and other persons have been consulted, 
how they have been consulted, the main issues that were raised and how these 
issues have been addressed. 

 
Council committees 
 
Council decisions and recommendations on planning policy documents, including 
consultation documents, the results of formal consultations and documents for 
adoption are considered by one or more of the following Council meetings: 

 The Executive 

 Full Council 
 

The decision to adopt a document is taken by Full Council.  
 
All Council committee meetings are open to the public and the agendas and minutes 
for each are published on our website. In addition, the Council’s Overview and 
Scrutiny Committee, through the LDF Scrutiny Panel, provides for review and 
challenge of LDF documents. 
 
Neighbourhood Plans 

Neighbourhood Plans have been introduced by the Localism Act 2011. They allow 
Parish / Town Councils or Neighbourhood Forums (authorised groups of local 
individuals in unparished areas) to prepare statutory Neighbourhood Development 
Plans against which planning applications will be assessed. They cannot promote 
less development than is set out in the Council’s Local Plan, but they can promote 
more. In addition, and unlike Council prepared plans, a Neighbourhood Plan must 
undergo a local referendum prior to being adopted. Once adopted it would form part 
of the Local Plan. If a community wishes to simplify the process for allowing 
development, it can also produce a Neighbourhood Development Order or a 
Community Right to Build Order. These can be instead of, or in conjunction with, a 
Neighbourhood Plan and can be used to grant planning permission for certain types 
of development in specified areas. Such orders, however, cannot remove the need 
for other permissions such as Listed Building or Conservation Area consent. As 
Neighbourhood Plans and Orders are not prepared by the Council, this SCI cannot 
prescribe what methods of community engagement they must follow. However, the 
Council will expect groups preparing Neighbourhood Plans to meet the requirements 
set out in legislation and to follow wherever possible the general principles and 
techniques set out in this SCI. The Council will also provide technical guidance and 
support as required by legislation and will offer additional advice where feasible. 
 
Other planning documents 
 

The Council may also approve other planning guidance and development briefs for 
specific sites. These are not statutory but are intended to help people apply adopted 
policies. These often involve dialogue from relevant stakeholders such as service 
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providers during their preparation. They may be published for public consultation 
before approval. 
 
Duty to co-operate 
 
Changes to the planning system require councils and other public bodies to work 
together on strategic and cross-boundary planning issues. These may include public 
transport networks or major business, housing or retail developments. This could 
lead to a development plan document being prepared jointly with other local planning 
authorities. Subsequent consultation on these would follow the processes described 
above to ensure all communities are appropriately engaged. 
 
Availability of adopted documents 
 
Adopted Local Development Documents (or Local Plans), Supplementary Planning 
Documents and other documents such as the Local Development Scheme and SCI, 
will be published on the Council’s website. Copies will also be made available for 
inspection at the Council's Planning Reception Desk. Paper copies will also be 
available to purchase (in order to recover costs). All consultation documents and 
supporting materials such as copies of representations, statements and notices will 
be removed after a document has been adopted (in line with planning regulations). 
 
Community involvement on planning applications 
 
In 2012/13, the Council determined over 2000 planning applications ranging from 
household extensions and fences to major new housing estates and business 
premises. These decisions shape the nature of the areas where people live, work 
and spend their leisure time. Opportunities exist for the community and stakeholders 
to be informed and consulted on development proposals at each of the following 
stages: 

 Pre-application consultation 

 Planning application 

 Planning appeals. 
 
Planning legislation sets out the minimum requirements for publicising and 
consulting the community and stakeholders on planning applications. In many ways, 
the Council exceeds these requirements in order to promote greater community 
involvement in local planning decisions including currently putting up a site notice for 
all applications. Further details are set out on our website. 
 
Pre-application stage 
 

The Council encourages developers to consult the community prior to submitting 
planning applications for larger-scale or potentially contentious development 
proposals.  
 
Pre-application consultation provides an opportunity for applicants and developers to 
find out the views of local residents about their development proposals, and allows 
the local community to make suggestions which can then be taken into account by 
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the developer in finalising their planning application. This process can help to reduce 
local opposition, help resolve early design and development problems and ensure 
that high quality planning applications are received. 
 
The Council expects applicants in most cases to carry out their own pre-application 
consultation. This should be effective in bringing draft proposals to the attention of 
the public, the local Town or Parish Council and other affected parties and provide 
opportunities to make comments. Effective ways of doing this include public 
exhibitions, workshops and other forums providing specific opportunities for 
comments to be made. Planning Officers are available to provide advice on 
appropriate engagement methods, target audience and venues. The Council will 
expect the applicant to submit details of pre-application consultation as well as an 
explanation on how the responses have been taken into account, alongside their 
planning application. The Council will consider this information prior to making a 
decision. 

 
The Council offers pre-application advice to potential applicants. The Council’s 
helpline service can give general planning advice. General planning advice is offered 
by a duty planner - by telephone, which currently operates between 9am and 2pm 
Monday to Friday, or in person, which currently operates between 9am and 12pm 
Monday, Wednesday and Friday, at Reigate Town Hall. No charge or appointment is 
necessary for using these services. For larger or more specific schemes, the Council 
is willing to arrange meetings between Planning Officers and potential applicants for 
pre-application discussions. There will be a charge for such meetings or for written 
pre-application advice. Further information on fees is available on the Council’s 
website or by calling Customer Services. Sometimes these discussions will have to 
be kept confidential due to commercial sensitivity.  

 
The Council also provides design guidance as a way of improving the quality of 
development and is intending to further develop this area of guidance.  
 
Planning application stage 
 
Details of all planning applications are available to view on the Council’s website.  
You can use the site to: 

 Follow the progress of an application, 

 View associated plans and documents, 

 Make comments on an application, 

 Search a weekly list of applications and decisions, 

 View the application report and decision notice, 

 See if appeals have been lodged and any decisions made, 

 See recent planning history and property details, including maps and 
constraints, and search enforcement cases. 

 
Applications are also available to view in person at our Planning Reception Desk, 
A Duty Planning Officer is available at the reception to answer any questions or 
provide advice on Monday, Wednesday and Friday each week from 9am to 12pm. 
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In line with national requirements, the Council will usually notify neighbours affected 
by a development proposal by letter or email. Statutory bodies (for example, the 
Highways Agency and the Environment Agency) are also notified as well as other 
organisations that may want to comment on the application. 
 
In some cases site notices are also displayed close to the application site. 
Notification letters and site notices include details of the planning application, where 
to view plans, how to make comments and by what date. In most instances 
consultees have 21 days to make written comments. If amended plans are received 
which have the potential to lead to new or different views being made, a further 
period may be given for additional comments. If a new planning application is 
required, this will be subject to new public consultation. 
 
A public notice is placed in a local newspaper for major or significant development 
proposals, applications for Listed Building Consent or applications in Conservation 
Areas. 
 
A public meeting may sometimes be held for major applications of significant local 
interest. These usually involve a presentation of the development proposal by the 
applicant followed by an opportunity for the public to ask questions and make 
comments. They are arranged by the Council once a planning application has been 
received. 
 
Although representations on a planning application will not be acknowledged all 
responses will be fully considered in the assessment and determination of the 
application. Anonymous or confidential comments cannot be taken into account. 
 
The Council has targets for the time taken to determine planning applications. These 
are currently 13 weeks for major applications and 8 weeks for all others. Before a 
decision is made, the case officer will prepare a report with a recommendation. 
The recommendation will take into account the Council’s adopted planning policy 
documents, central Government planning advice as well as any comments made.  
 
However, the Council can only take into account comments relating to material 
planning considerations. These include such matters as: 

 Overshadowing or loss of light 

 Vehicle access and highway safety 

 Design and impact within the streetscene 

 Impact on residential amenity 

 Loss of important open space 

 Effect on rural character or openness of the Green Belt. 
 

The following issues cannot normally be considered in making planning decisions: 

 Reduction in property values 

 Loss of a private view over land 

 Moral objections to a development 

 Commercial competition. 
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The majority of planning applications are determined by officers under delegated 
powers. A small number of applications are decided by the Council’s Planning 
Committee (for example, significant or controversial applications). Applications 
presented to Planning Committee will be accompanied by a written report and officer 
recommendation. In selected cases there is an opportunity to speak on a planning 
application at Committee. Please see our website for further information. 
Once a planning application has been decided, the full text of the officer report and 
the decision notice, including conditions where appropriate, are published on the 
Council's website. The report will always summarise any comments received. 
Respondents are able to track the progress of an application using the website. 
 
The table below shows how people can be involved in the various stages of the 
planning application process 
 
 

Involvement action Stage of 
development 

Keeping informed  

Monitor information sources about planning applications 
such as site notices, press advertisements, search on our 
website and parish noticeboards and newsletters 

Pre-application 
and application 

Take opportunities to find out more – attend any exhibitions 
or meetings offered as part of the applicant’s public 
involvement programme, or any 
other local meetings, read summaries of applications (and 
shortly full applications) and officers’ reports on the 
Council’s website and at the Town Hall and local libraries 

Pre-application 
and application 

Track the application’s progress using the Planning Search 
on the Council’s website to find out when the consultation 
closes and when the application will be heard at Committee 

Application 

Check the decision notice issued after the Council has 
made a decision to know what the outcome is, and what 
conditions may have been applied 

Determination 
and post-decision 
 

If you live near a site, be aware whether any conditions 
imposed are being complied with  

Determination 
and post-decision 

Making your views known  

Respond directly to consultations such as questionnaires, 
consultation letters to parishes/ other organisations, direct 
neighbour notification letters  

Pre-application 
and application 
 

Respond to publicity (site and press notices, the website, 
parish noticeboards and newsletters etc) by giving your 
views in writing (letter, email or on line) to the contact 
address provided 

Pre-application 
and application 
 

Feed your views in to Town / Parish Council to help them 
formulate their responses, or to your local Councillor 

Application 

Make sure that if you raise objections, these are for valid 
planning reasons 

Application 
 

If you think that conditions imposed with a decision are Post-decision 
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being ignored, let the planning authority know, so that we 
can check this. 

Attending Planning Committee  

As an Observer or as a Speaker.  Determination 

 
Appeals 
 

An appeal may be submitted by the applicant where permission has been refused, or 
permitted with conditions which the applicant considers to be unacceptable. There is 
also a right of appeal if the application has not been determined within the 
appropriate time limit. All those who were notified of the original application or 
submitted comments will be informed if an appeal is made. They also have the 
opportunity to make further written comments, except in the case of Householder 
Appeals where the Inspector makes the decision based solely on all the information 
on the original application file. For appeals decided by informal hearing or public 
inquiry, interested parties are also given the opportunity to appear before the 
Inspector at the hearing or inquiry. The Inspectorate will consider the evidence and 
decide whether the Council’s decision was correct. The Inspector’s decision is 
binding on the Council, although it can be challenged on a point of law in the High 
Court. Third parties do not have the right to appeal decisions. 
 
Enforcement 

 
The Council’s role in enforcing planning regulations is set out on the Council’s 
website and in the adopted Planning Enforcement Strategy. People with concerns 
regarding breaches of Planning Control should contact the Duty Planning Officer 
through the Council switchboard who can offer advice and may, if appropriate, direct 
the call to the Planning Enforcement Team if further action is necessary.  
 
Stakeholder forums 
 
The Council holds regular forums with specific stakeholder groups to help inform and 
improve the consultation and engagement process on planning applications, appeals 
and enforcement. These groups include planning agents and residents’ association. 
Details of forums are available on our website.  
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Notification/publicity on receipt of valid planning applications 

Type of planning 
application  

Statutory requirements  What Reigate & Banstead 
will do  

General applications  

 

 By serving the notice on any 
adjoining owner or occupier, 
or  

• By site display in at least one 
place on or near the land to 
which the application relates 
for not less than 21 days  

• Site notices/newspaper 
publicity where required  

• Consult with Statutory 
Consultees  

• Neighbour notification, and/or 
a site notice  
• Weekly list  
• Newspaper advert where 
required  

 

Major applications  
(for residential development 10 or 
more dwellings or 0.5 hectares or 
more; for all other development 
where creating 1000 m2 or more 

floorspace or 1.0 hectares or more)  

• By serving the notice on any 
adjoining owner or occupier, or  
• By site display in at least one 
place on or near the land to 
which the application relates for 
not less than 21 days  
• By local advertisement  
• Site notices/newspaper 
publicity where required  
• Consult with Statutory    

Consultees  

• Site notice  
• Neighbour notification  
• Newspaper advert  
• Weekly list  
• Bespoke arrangements for 
larger or particularly sensitive 
proposals  

 

Listed Building Applications / 
Conservation Area Consent  

 

By site display in at least one 
place on or near the land to 
which the application relates for 
not less than 21 days  
• Newspaper advertisement  
• Consult with Statutory 
Consultees  

  Neighbour notification  
• Site notice  
• Newspaper advert  
• Weekly list  

 
Tree applications  

 

• No statutory requirements  

 

• Site notice if adjacent to open 
land with an unknown 
owner/occupier  
• Neighbour notification  
• Weekly list  

Telecommunication 
proposals – 28 days e.g. 
modifications 

• No statutory requirements  • Neighbour notification  
• Weekly list  

Telecommunication 
proposals – 56 days e.g. new 
freestanding masts  

• No statutory requirements  

 

• Neighbour notification, or a 
site notice 
• Weekly list  

Prior Approval  
e.g. demolition, agricultural 
determination  

•No statutory requirements  • Neighbour notification  
• Weekly list  

Advertisement Consent  •No statutory requirements  

 
• Neighbour notification, and/or 
a site notice  
• Weekly list  

Certificates of Lawfulness for 
Existing Development/Use  
 

• No statutory requirements  
 

• Neighbour notification, and/or 
a site notice  
• Weekly list  

Certificates of Lawfulness for 
Proposed Development/Use  
 

• No statutory requirements  
 

• Neighbour notification for 
information only  
• Weekly list  
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Community involvement in planning applications 

 

Monitoring and review 
 

This SCI is flexible to allow for appropriate changes in our approach to community 
involvement in order to reflect changes in policy, to make improvements and the use 
of additional, new or different approaches to consultation. 
 
The SCI will be monitored regularly. If it becomes out of date it will be reviewed. 
 

 

  

How When 

Helpline 8.45am-5pm Monday to Thursday, 
8.45pm-4.45pm Friday 

Duty Planner (phone) 9am-2pm Monday to Friday 

Duty Planner (in person) 9am-12pm Mon, Wed and Fri 

Pre-application discussions As necessary 

Neighbourhood notification letters As necessary 

Site Notices As necessary 

Newspaper advertisements As necessary 

All applications at Reigate Town Hall Daily 

List of new applications, decisions and 
appeals at: 

a) Reigate Town Hall 
b) Web site 
c) To purchase 

Weekly 

Plans to relevant Members As necessary 

Plans to relevant amenity groups As necessary 

Facility to search planning applications 
on website 

Daily 

Public meetings As necessary 

Media coverage Where appropriate 

Statutory consultees As necessary 

Member training Annual and as necessary 

Public speaking at Planning Committee As necessary 

Place survey (customer satisfaction) Every 2 years 

Planning agents forum Approximately twice a year 

Residents association forum Annual 

Planning Officers attending meetings As requested 

Notice of appeal hearings As required 



 

20 
 

Further information and advice on planning 

 

The Planning Portal 
The Planning Portal is the Government's online 'one-stop-shop' for planning and 
building services. It provides information on the planning system, allows you to 
submit a planning application, find out about development in your area, appeal 
against a decision and research government policy. 
Website: www.planningportal.gov.uk 
Email: support@planningportal.gsi.gov.uk 
 
Department for Communities and Local Government (DCLG) 
The DCLG provides general information on the planning system including the latest 
national planning policy, decisions on planning appeals, research and statistics and 
reform of the planning systems. 
Website: www.gov.uk/dclg 
Email: contactus@communities.gsi.gov.uk 
Postal Address: Eland House, Bressenden Place, London SW1E 5DU 
Telephone Number: 030 3444 0000 
 
Planning Aid England (PAE) 
Planning Aid England provides free, independent and professional planning advice 
to communities and individuals who cannot afford to pay professional fees. It is 
provided by the Royal Town Planning Institute. 
Website: www.rtpi.org.uk/planning-aid 
Email: advice@planningaid.rtpi.org.uk 
Postal Address: The Royal Town Planning Institute, 41 Botolph Lane, London EC3R 
8DL 
Telephone: 0330 123 9244 
 
The Planning Inspectorate 
The Planning Inspectorate processes planning appeals and holds examinations into 
planning policy documents and the Community Infrastructure Levy (CIL). 
Website: www.planningportal.gov.uk/planning/planninginspectorate 
Email: enquiries@pins.gsi.gov.uk 
Postal Address: The Planning Inspectorate, Room 3/13, Temple Quay House, 2 The 
Square, Temple Quay, Bristol BS1 6PN 
Telephone: 0303 444 5000 

 
 
 
 
 
 
 
 
 
 

mailto:support@planningportal.gsi.gov.uk
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Glossary 

 
Community Infrastructure Levy (CIL) – A payment that is made to the Council by 
developers when development commences. The payment is used to fund 
infrastructure that is needed to serve development in the area. This can include new 
transport schemes, community facilities, schools and green spaces. 
Core Strategy –This is a plan which sets out the long-term spatial vision for the 
borough, along with the spatial objectives and strategic policies to deliver that vision. 
Development Plan Document (DPD)- Spatial planning documents that together 
with the Minerals and Waste Plans will form the development plan for Reigate and 
Banstead Borough. They are subject to Independent Examination before adoption. 
Local Development Document (LDD)- The collective term for Development Plan 
Documents (DPDs), Supplementary Planning Documents (SPDs) and the Statement 
of Community Involvement (SCI). 
Local Development Framework (LDF)– The collection of Development Plan 
Documents (DPDs) and Supplementary Planning Documents (SPDs) setting out the 
overall planning strategy, policies and proposals for the borough. New planning 
legislation in 2012 requires authorities to prepare a single ‘Local Plan’ to replace 
Development Plan Documents. However, until adopted documents are reviewed, the 
Council shall continue to refer to them as DPDs and SPDs. 
Local Development Scheme (LDS)- A project plan and timetable for the 
preparation of the Local Development Framework or Local Plan. It can be updated 
and amended as necessary by the Council. 
Localism Act – The Localism Act has devolved greater powers to local government 
and neighbourhoods and given local communities more rights and powers over 
decisions about housing. It also includes reforms to make the planning system more 
democratic and more effective. 
Local Plan – The collection of development plan documents setting out the overall 
planning strategy, policies and proposals for RBBC. 
National Planning Policy Framework (NPPF) – A document setting out the 
Government’s national planning requirements, policies and objectives. It replaces 
much of the national advice previously contained within Planning Policy Statements, 
Planning Policy Guidance and Circulars. The NPPF is a material consideration in the 
preparation of LDDs and when considering planning applications. 
Neighbourhood Plan – A duty under the Localism Act 2011 which gives authorised 
groups the power to prepare a development plan for their area. This plan could 
include general planning policies and allocations of land for new development. 
Planning Inspectorate - An organisation which processes planning appeals and 
holds examinations into DPDs or Local Plans and the Community Infrastructure Levy 
(CIL). 
Stakeholder- A person, group, company, association, etc. with an interest in, or 
potentially affected by, planning decisions in the Borough. 
Statement of Community Involvement (SCI)- The Council’s policy for involving the 
community in the development of the LDF or Local Plan, and when considering 
planning applications. It includes who should be involved and the methods to be 
used. 
Supplementary Planning Document (SPD)– A LDD which expands policies set out 
in a DPD or provides additional detail. They are not subject to independent 
examination. 
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Sustainability Appraisal and Strategic Environmental Assessment (SA/SEA)– A 
systematic and iterative appraisal process incorporating the requirements of the 
European Directive on Strategic Environmental Assessment. The purpose of the 
sustainability appraisal is to appraise the economic environmental and social effects 
of the strategies and policies in a LDD from the outset of the preparation process. 
 
A fuller glossary of common planning terms and phases can be found on the 
National Planning Portal at 
http://www.planningportal.gov.uk/general/glossaryandlinks/glossary 
  

http://www.planningportal.gov.uk/general/glossaryandlinks/glossary
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Appendix 1 

 

Consultees on the Local Development Documents 
 
The 2012 Regulations (Reg 18) require us to consult: 

1. Such of the specific bodies as we consider may have an interest in the subject 
of the proposed document; 

2. Such of the general consultation bodies as we consider appropriate and  
3. Such residents or other persons carrying on business in the area from which 

we consider it appropriate to invite representations. 

 
 
 
 

Specific Consultation Bodies 

A relevant authority any part of whose area is in or adjoins Reigate and Banstead, 
namely: 
Surrey County Council 
Surrey District or Borough Councils 
Parish and Town Councils 
Neighbouring County Councils 
Neighbouring Unitary Authorities 
Neighbouring London Boroughs 
Neighbouring Districts or Boroughs 
Neighbouring Parish/Town Councils 
Police Authorities 
 
The Coal Authority 
The Environment Agency 
English Heritage 
Natural England 
Network Rail Infrastructure Limited (company number 2904587) 
The Highways Agency 
Any person to whom the electronic communication code applies (under section 
106(3)(a) of the Communications Act 2003) 
Any person who owns or controls electronic communications apparatus in Reigate 
and Banstead 
Any of the following exercising functions in Reigate and Banstead: 
A Primary Care Trust establishes under section 18 of the NHS Act 2006 or continued 
in existence by virtue of that section; 
A person to whom a licence has been granted under section 6(1)(b) or (c) of the 
Electricity Act 1989; 
A person to whom a licence has been granted under section 7(2) of the Gas Act 
1986; 
Sewerage undertakers and 
Water undertakers 
The Homes and Communities agency 
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General Consultees 

Voluntary bodies some or all of whose activities benefit any part of Reigate and 
Banstead 
Bodies which represent the interests of different racial, ethnic or national groups in 
Reigate and Banstead 
Bodies which represent the interests of different religious groups in Reigate and 
Banstead 
Bodies which represent the interests of disabled persons in Reigate and Banstead 
Bodies which represent the interests of persons carrying on business in Reigate and 
Banstead 
Bodies which represent the interests of different racial, ethnic or national groups in 
Reigate and Banstead 


