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NOTE 1 - Application Letter, Application Fee, Neighbourhood & Site Description Report, Design Response Report, Copy of Title less than 60 days old, Arborist Report (if needed), Photographs, Plans 3 x A1; 3 x A3, 
(Development plan, Elevations, Neighbourhood & Site, Design Response and Shadow Diagrams).

NOTE 2 - Eg. The "clock" stops during the advertising period, if Council requests further information or during mediation meetings.

NOTE 3 - If we believe your town planning application may not be supported, we will not wait for the "no"!  Once a "no" is received, the process ends and a brand new application and with new/altered designs is required or 
requesting a review at VCAT*.   Therefore, we are proactive and will endeavour to meet with Authorities (before the "no" decision is reached) and we will explore options that will allow your application to continue. 
We do note that some design changes may be necessary however all options will be discussed with you.  

The Planning 
Permit Process
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The Planning 
Permit Process

If Council is satisfied with the above the 
application will progress to "Advertising".  
Letters will be sent to adjoining neighbors 
& a sign will be errected on the site 
(for two weeks) advising neigbhours of the 
proposed development (or use).  A fee is 
required to payable to Council to cover costs. 

If the application is refused, 
you have 60 days from the date 
of same to apply to VCAT* 
for a review of the decision.

*Victorian Civil and Administrative Tribunal.

If the application is refused, 
you have 60 days from the date 
of same to apply to VCAT* 
for a review of the decision.

REFUSAL
(see Note 3)

Prepare & submit the application
to the Council of the area which 
includes plans, reports & 
documents (see Note 1)

Council responds advising 
receipt of the application and
which Town Planner the 
application has been allocated to.

The town planner makes a preliminary assessment 
(usually within 4 weeks) and may send a request for further information.

If Council requests changes to the plans, these will be discussed with 
you / approved by you first.  The amended plans will be resubmitted to 
Council (together with any additional information requested). 

If advertising takes place, the sign is removed after the two week period and 
a statutory declaration is completed and returned to Council confirming the 
sign was displayed, during the advertising period. 

Council then assesses the application and in so doing:
 • Considers any objections
 • Holds a mediation meeting if needed
 • Considers any comments/advice from other Council departments 
    (eg engineering) or external agencies (eg Vicroads, Water Authorities)
 • Assesses planning scheme provisions
 • Negotiations with the permit application
 • Prepares the report

Notice of Decision to Grant a 
Permit with Conditions
Despite any/some objections Council 
decides they will still issue a permit 
and objectors have 21 days to appeal 
the decision at VCAT*.

If an objector appeals, 
the application will be
decided upon at the 
direction of VCAT* at 
a hearing.

If there are no appeals within 21 days of the issue of the Notice of Decision 
to Grant a Permit, a Planning Permit is issued.  (The conditions will also need 
to be addressed).

If council is satisfied that the 
application will not have negative 
impact or cause material detriment 
to any person the application 
will not be advertised.

If Council is satisfied with the above the 
application will progress to "Advertising".  
Letters will be sent to adjoining neighbours 
& a sign will be erected on the site 
(for two weeks) advising neigbhours of the 
proposed development (or use).  A fee is 
required, payable to Council to cover costs. 

PERMIT 
with Conditions

We must address any/all of the Conditions on the Planning Permit 
and lodge amended plans as required which will be endorsed 
once approved by Council.

If a permit condition is unacceptable we have 60 days from the 
date the permit (or notice of decision to grant a permit) is issued 
to apply for a review of the conditions with VCAT*).

Conditions of the Permit will include the requirement for other 
plans eg drainage and landscape which also need to be prepared 
& lodged with Council for approval.

Council makes a decision about the application
Note: Council has 60 days in which to make its decision however please be 
aware that the "clock" starts & stops (See Note 2).  If council takes longer 
than 60 days, we can apply for a review at VCAT*.


