
Explanatory notes/FAQs                                   

Householder enquiries If you know that you need planning permission then please use this 
service. This service is also particularly useful if you have had a 
planning application refused. As these enquiries do not qualify for site 
visits, photographic evidence to support your submission is 
encouraged, particularly for proposals at the rear.  
 
This service excludes requests as to whether planning permission is 
required.  No informal advice is provided on permitted development 
and a Certificate of Lawful Development will need to be submitted.  
 

Valid pre-application request 
 

The receipt of the fee and submission detail is deemed be a valid pre-
application request. Failure to provide the fee and submission detail 
will result in the pre-application request being invalided and the 
service will not provide a written response, agree to a site visit or a 
meeting.  
 

Submission detail In order for the pre-application process to be constructive it is highly 
recommended that you submit scaled drawings and any other 
information you believe would aid assessment (for example 
photographs or supporting evidence/documentation). Scaled 
drawings should include a site location plan (1:1250), a block plan to 
show the boundaries of the site and floor plans and elevations (1:50, 
100, 200 or 500 as appropriate).  
 
In the event that you submit no detail with the submission then your 
pre-application request will be treated as invalid.  
 

Written response timescales On receipt of the fee and the submission detail we aim to respond in 
20 working days. For strategic proposals (50+ dwellings or 10,000 sq. 
m +) we aim to respond in 25 working days.  
 

Payment of fees and 
submission of enquiries 

All pre-application requests should be emailed to 
development.control@surreyheath.gov.uk. On receipt you will be 
given a reference number and advice on payment.   
 

Fee exemptions 
 

Exemptions to fees are on a case by case basis but normally limited 
to proposals for state schools; locally registered community bodies 
and charities. Please provide written evidence to support your 
request.  
 

Calculation of fees 
 

All calculations are gross and includes changes of use.  
 
Residential includes Class C2 and C3 uses and HMOs. For Class C2 
uses and HMOs the fee will be calculated on the number of bedrooms. 
For example, the standard service fee for a 50 bed. residential care 
home would be £3,500.   
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Mixed use schemes fees should be calculated by adding the 
residential and non-residential fees.  
 
Where requests cover more than one proposal, each proposed 
scheme will be charged separately. 
  

Meeting arrangements No meetings will be diarised without payment of the fee and without 
submission detail. On receipt of the fee and submission detail we will 
aim to arrange a meeting with 10 working days. 
 
If in the event that additional plans and documentation are submitted 
these should be received at least 5 working days before a meeting. 
Dependent on their content, the Council reserves the right to 
postpone the meeting or reserve comments on these matters. The 
Council also reserves the right to postpone the meeting or reserve 
comments on these matters if details are received with notice less 
than 5 working days.  
 
A virtual meeting via Zoom or Teams will be the same fee as a face 
to face meeting. All face to face meetings will be held at the Council 
offices. 
       
A meeting agenda in advance of the day of the meeting is expected 
and we will provide a draft if necessary. We will aim to provide notes/ 
minutes from a meeting 10 working days after the meeting. 
 

Arranging site visits A site visit as part of the standard service will generally be arranged 
on the same day as the meeting, or as agreed between parties. 
 
No site visits will be diarised without payment of the fee.     
  
A site visit, as an optional extra, will typically be arranged within 10 
days of receipt of the fee.    
      

Standard service and 
optional extras 
 

The level of service offered as standard is tailored to reflect the size 
and complexity of the pre-application request. The Council, for 
example, does not consider a site visit necessary for householder 
enquiries.  A site visit is always carried out as part of a planning 
application.  
 
In the event that you don’t want a meeting and prefer a written 
response instead, then the fee will be a 50% reduction for the 
respective category.   
 
No reduction in fee will be given if you choose not to have a site visit 
as part of the standard service.  
 
Optional extras are not provided for some categories because the size 
of the scheme typically does not necessitate these extras. If, however, 
in very exceptional cases a meeting or site visit is required then 



written justification should first be given.  We reserve the right to 
decline such requests. If agreed, a meeting or site visit will be charged 
at £500.  

Design Review Panels Design Review Panels are arranged and chaired by Design South 
East and are subject to a separate charge. This process will involve a 
site visit by the panel. The Council expects a DRP to be held for larger 
proposals (i.e. 50+ dwellings or 10,000 sq. m +). If your scheme 
qualifies please contact development.control@surreyheath.gov.uk for 
further information. The Council will coordinate arrangements with 
Design South East so please do not contact them directly. Design 
South East is operating virtual panels.    
 

Planning Performance 
Agreements 

For larger strategic applications (i.e.100 + dwellings or 10,000 sq. m 
+), which generate multiple meetings and require greater resource, a 
PPA is advisable.  Each PPA is bespoke and agreement of a PPA 
should be an agenda item as part of the first pre-application meeting. 
        

Late response times or 
meeting delays 

In the event that there are delays with responding or arranging a 
meeting then we'll endeavour to communicate with you to explain the 
reasoning for the delay. No fee will be refunded. 
     

External consultant advice  In the event that there is the necessity to seek external consultant 
advice this will incur an additional charge. This includes, for example, 
viability assessment and retail advice.  
 
For highways advice you will need to contact Surrey County Council 
(www.surreycc.gov.uk) and this is subject to their separate charge. 
 

Disclaimer The Council reserves the right to decline a request for pre-application 
advice.  
 
Planning Officers can only give a professional opinion on the merits 
of a pre-application scheme. It should be noted that the pre-
application process is not a substitute for the formal planning 
application process and can offer no guarantees. All pre-application 
advice responses will contain the following caveat: 
 
The advice given represents an Officer's informal opinion based on 
the information you have supplied and is not intended to bind the 
Local Planning Authority's decision making powers on any formally 
submitted application. All submitted applications will be the subject of 
publicity and consultation in accordance with statutory requirements 
and the Council's adopted procedures. These, and any other matters 
which may subsequently come to light, may result in additional issues 
being raised that are pertinent to the determination of the application. 
It should also be noted that subsequent alterations to local and 
national planning policies may affect the advice given. 
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