
 
Appendix 1  
 
 
Welwyn Hatfield Borough Council Validation Requirements for Planning Applications  
Section 1: National Requirements  
 
Note: one copy only for ALL applications whether submitted electronically or paper 
 
1a. Application Form  
 
Required for all applications   
 
Guidance on how to fill out these forms can be found at the Planning Portal web site: 
www.planningportal.co.uk 
 
1b. Site Location Plan  
 
Required for all applications, except non material amendments and submission of 
details when it clear from the application which development the proposal relates to  
 
A site location plan at a scale of either 1:1250 or 1:2500 which identifies the site and 
the surrounding area and shows at least two roads and the north point.  In 
exceptional circumstances plans of other scales may also be required.  The site 
should be outlined in red and any other land owned by the applicant in blue. It should 
include land necessary to carry out the proposed development (e.g. land required for 
access to the site from a public highway, visibility splays, car parking and open areas 
around buildings.  
 
Applications which have been submitted with unlicensed Ordnance Survey mapping 
will be accepted although any possible infringement with copyright laws will be 
identified to the agent, or applicant where there is not agent. 
 
Site location (1:1250 and 1:2500) and block plans (1:500) may be obtained from the 
Planning Portal https://www.planningportal.co.uk/homepage/4/buy_a_plan  or from 
Land Registry by calling 0844 8921111. 
 
Policy Driver and where to get more advice:  
• Town and Country Planning  (Development Management Procedure) (England) 

Order 2015 
• Planning Practice Guidance – 

https://www.planningportal.co.uk/info/200136/policy_and_legislation     
 
 
 
 



1c. Site Plan/Block Plan 
 
Required for all applications, except non material amendments and submission of 
details when it clear from the application which development the proposal relates to  
 
The site plan should be drawn at an identified standard metric scale (1:500 or 1:200). 
It should accurately show: the direction of North; the proposed development in 
relation to the site boundaries and other existing buildings on site, with written 
dimensions including those to the boundaries or include a bar scale, drawn both 
horizontally and vertically.  
 
The following may be required, unless these would not influence or be affected by 
the proposed development: 

• all the buildings, roads and footpaths on land adjoining the site including 
access arrangements  

• all public rights of way crossing or adjoining the site  
• the position of all trees on the site, and those on adjacent land  
• the extent and type of any hard surfacing; and  
• boundary treatment including walls or fencing where this is proposed. 

 
Policy Driver and where to get more advice: 
• Town and Country Planning  (Development Management Procedure) (England) 

Order 2015 
• Planning Practice Guidance – 

https://www.planningportal.co.uk/info/200136/policy_and_legislation     
 
1d. Ownership certificate (A,B,C or D as applicable) 
 
Required for all applications except for approval of reserved matters, discharge or 
variation of conditions, tree works, prior approval, lawful development certificates 
and express consent to display an advertisement must include the appropriate 
certificate of ownership.  
 
Guidance on how to fill out these forms can be found at the Planning Portal web site: 
www.planningportal.co.uk/info/200126/applications/59/how_to_apply  
 
One of the ownership certificates must be signed.  
(If part of your proposal overhangs or forms a party wall on your neighbours land you 
are required to submit certificate B) and serve notice on the landowner.  For this 
purpose an ‘owner’ is anyone with a freehold interest, or leasehold interest the 
unexpired term of which is not less than 7 years. 
 
Policy Driver and where to get more advice: 

• Town and Country Planning (Development Management Procedure) 
(England) Order 2015. 

• Planning Practice Guidance – 
https://www.planningportal.co.uk/info/200136/policy_and_legislation   

 
 
 



1e. Appropriate Fee 
 
Required for all applications (exemptions) 
 
Most applications attract a fee, set by central Government. Your application must be 
accompanied by the correct fee; it will not be considered valid if a fee is not 
submitted with the forms and plans.  Please refer to the planning portal website for 
details:  https://1app.planningportal.co.uk/FeeCalculator/Standalone  
 
Please make payments online when submitting applications electronically through 
the planning portal, or payment will be accepted by either credit or debit card by 
telephoning 01707 357000 and asking for ‘Planning Support’, or alternatively 
submitting cheques and make them payable to ‘Welwyn Hatfield Borough Council’ 
and ensure the site address is written on the back of the cheque. Payment by BACS 
may not be accepted. 
 
There are exemptions when no fee is required, such as re-submission of applications 
received within a year of the decision date of refusal or withdrawal, and where the 
applicant has not previously benefited from a free go for that site. The proposal 
description needs to be similar in nature to the previous application and for those 
applications providing access or facilities for disabled persons.  
 
If you wish to clarify the fee please contact Development Management before 
submitting your application. 
 
1f. Design and Access Statement 
 
Required for all major developments and applications within conservation areas 
which comprise: 
• Provision of one or more dwellinghouses 
• Building or buildings where the floorspace to be created is 100m² or more 
 
These are required to explain the design concepts and principles which have 
informed the proposed development, and to demonstrate how context has informed 
their scheme. An explanation of the approach taken to access and how any 
consultation on access issues has been taken into account is to be stated. 
 
Policy Driver and where to get more advice: 

• The Town and Country Planning (Development Management Procedure) 
(England) Order 2015 

• http://www.legislation.gov.uk/uksi/2013/2932/pdfs/uksi_20132932_en.pdf  
 
1g. Personal  and Sensitive Information 
 
Requested for all application types 
 
It is requested that any personal or sensitive information is removed / redacted from 
applications/reports etc. prior to their submission.  Such information includes 
signatures, personal phone numbers, personal email addresses and photographs 



containing images of children and vulnerable adults and vehicle registration 
numbers. 
 
Applications will not be invalidated if they have such information, however it might 
lead to a delay in its registration. 
 
1h. Format of Submissions 
 
Requested for those not submitted in full through the Planning Portal 
 
It is requested, when an application and associated plans and documents are not 
submitted through the Planning Portal that the application should be submitted in the 
form of 1 hard copy of all plans and documents and 1 electronic copy on CD.  
Information on the CD shall be divided into 3 folders of information/documentation as 
follows: 

A. Application form, covering letter, design & access statement and planning 
statement 

B. All plans  
C. All other relevant documents   

- No bigger than 10Mb (applies to each and all documents/files),  
- No signatures on any document (or if they do have to be included only on 

one page).  Initials are acceptable.   
- No vehicle registration plates and no children in the images.  If either is 

included, they should be redacted. 
 

Where information is submitted both in paper and on CD, please ensure that 
the information on both correspond with one another.  Please ensure that files 
are not security locked.  Please label each document with a clear description 
as to its contents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


