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Purpose of this guide 

The purpose of this guide is to help both applicants and agents submit a valid householder 
planning application. Within this guide are details of which documents are required to accompany 
an application, when they are required, and what each document is. 

By adhering to this guide it is likely that an application will be registered with the minimum of 
delay and can be passed to the planning officer for processing at the earliest opportunity. 

 
Please note that this guide is not exhaustive and is intended to provide assistance with a ‘typical’ 
householder submission. Some forms of development may require additional information and it is 
therefore advisable to read this guide in conjunction with the Babergh and Mid Suffolk District 
Councils Joint Local Validation List (LVL), which is available online. You can also call the 
Planning Support Team on 0300 123 4000 (option 5, then 3) to seek their advice on making an 
application. 

 

NB - The submission of a planning application in accordance with this guidance does not 
guarantee that planning permission will be granted. Each application will be determined on 
its own merits and in accordance with local and national policy and guidance. 

 

Contact Information 

For further information, please contact Babergh and Mid Suffolk District Council’s planning 
office: 

 
Endeavour House 
8 Russell Road, Ipswich 
IP1 2BX 
 
Email: planning@baberghmidsuffolk.gov.uk  
 
Phone: 0300 1234000 (option 5, then 3) 
 
Website: www.babergh.gov.uk or www.midsuffolk.gov.uk 

mailto:planning@baberghmidsuffolk.gov.uk
http://www.babergh.gov.uk/
http://www.midsuffolk.gov.uk/
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Application Form 

The ‘Householder’ application form will need to be submitted with any application. Please ensure 
that you complete every question within the form 

 
To download the form or submit an application electronically via the Planning Portal, please 
click the following link: 
https://www.planningportal.co.uk 

 
An example of a completed application form is provided under Appendix A. 

 
Fees 

The correct fee must accompany the application submission and we cannot validate an 
application without it. The fee is currently £206. 

 

Up to date information is available via the Planning Portal which includes a ‘fee calculator’ (see 
below) or directly from either Council office. Please note that exemptions and reduced fees apply 
in certain circumstances; please see Babergh and Mid Suffolk Council’s Fee Sheets for further 
details. 

 
Cheques should be made payable to Babergh District Council or Mid Suffolk District Council 
depending on which planning authority you are applying to. 
 
Card payments can be made online; 
http://www.babergh.gov.uk/planning/development-management/making-a-planning-
application/planning-fees-and-making-payments/ 

 

Planning Portal Fee Calculator 
http://www.planningportal.gov.uk/PpApplications/genpub/en/StandaloneFeeCalculator 

 

Other Requests 
 

There are some aspects of a planning submission which, although not strict requirements (unless 
the submission is by an ‘accredited agent’) would assist the Council in registering and assessing 
the application more quickly. They would also assist Parish Councils and interested parties 
access the information more easily. These being: 

 

 That the submission is electronic-if this is not possible, and the submission is in hard copy, 

please submit a CD with the information on. 

 That if the application is submitted electronically, it is ensured that any attachments are 

under 5mb (total). 

 That the submission is on A4 or A3 paper (or the drawing would be to scale when printed 

at A3/A4). 

 That a covering letter is submitted detailing the contents of the application (so we can 

identify if anything is missing and contact you). 

 Drawings are numbered in a clear and logical way for ease of reference. 

https://www.planningportal.co.uk/
http://www.babergh.gov.uk/planning/development-management/making-a-planning-application/planning-fees-and-making-payments/
http://www.babergh.gov.uk/planning/development-management/making-a-planning-application/planning-fees-and-making-payments/
http://www.planningportal.gov.uk/PpApplications/genpub/en/StandaloneFeeCalculator
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Ownership Certificates 

There are four ownership certificates within the form; Certificate A, B, C or D. One of the 
ownership certificates must be signed and dated accordingly, as required by the Town and 
Country Planning (Development Management Procedure) Order 2015 (DMPO hereafter). If it is 
later found that a certificate has been incorrectly completed, the application cannot be 
determined. Please note that it is an offence to reckless or deliberately sign an incorrect 
certificate. 

 

Certificate A - sole ownership 
 

Certificate A should only be completed if the applicant is the sole owner of the land to which the 
application relates (i.e. the applicant is the freeholder and there are no leaseholders with seven 
years or more remaining on their leases). 

 
If the application involves a leasehold property where less than 7 years is remaining on the lease, 
then certificate A does not apply as the applicant is not the sole owner. Therefore, in this 
circumstance, the applicant should complete certificate B, C or D (see details below). 

 

 

Certificate B - shared ownership (all other owners known) 
 

Certificate B should be completed if the applicant is not the sole owner but knows the names and 
addresses of all the other owners (e.g. this certificate will need to be completed and notice served 
if the proposals encroach onto adjoining land). The Notice to Owners (Notice 1) must also be 
completed and sent to all known owners. A copy of the notice must also be submitted with the 
application so we have a record that notice has been served. 

 

Please note that a Certificate B will need to be completed if parts of the development overhang or 
cross ownership boundaries e.g. guttering/rainwater goods. 

 

To download (Notice 1) electronically, go to: 
http://www.planningportal.gov.uk/uploads/1app/notices/notice1.pdf 

http://www.planningportal.gov.uk/uploads/1app/notices/notice1.pdf
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Ownership Certificates (Continued) 
 

Certificate C – shared ownership (some ownership is unknown) 
 

Certificate C should be completed if the applicant does not own all of the land to which the 
application relates and does not know the name and addresses of all of the owners. The Notice to 
Owners (Notice 1) must be completed and sent to all known owners. Where the owner is 
unknown the Notice to Unknown Owners (Notice 2) needs to be published in a local newspaper. 
A copy of the notice must also be submitted with the application. 

 

 
Certificate D - shared ownership (all other owners unknown) 

 
Certificate D should be completed if the applicant does not own all of the land to which the 
application relates and does not know the names and addresses of any of the owners. The Notice 
to Unknown Owners (Notice 2) needs to be published in a local newspaper and displayed on site. 
A copy of the notice must also be submitted with the application. 

 

To download (Notice 2) electronically, go to: 
http://www.planningportal.gov.uk/uploads/1app/notices/notice2.pdf 

 

http://www.planningportal.gov.uk/uploads/1app/notices/notice2.pdf
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A Plan Identifying the Land to which the Application Relates 
(Site Location Plan) 

All applications must include a plan identifying the land to which the application relates, as 
required by Article 6 of the DMPO. 

 
Babergh/Mid Suffolk Councils interpret this requirement to be a plan: 

 To a scale of 1:1250 or 1:25001 with the scale annotated 

 Including the direction of North (a north point) 

 With a red line defining the boundaries of the application site. The red line should be 
accurately drawn and include access to a public highway. 

 The red line should include all land needed to implement the development proposed 
including a link to the highway and visibility spays at the access (if not in the public 
highway). 

 The drawing needs to have at least one named road annotated, this being the public 
highway the site joins. For larger or more remote sites, it will be necessary to have at least 
two named roads. 

 All the surrounding buildings, roads and footpaths on land adjoining the site will need to be 
shown. 

 A blue line around all other land owned or controlled by the applicant close to or adjoining 
the application site. 

 This drawing should not show the proposed development. 
 

Please see below an example of a valid Site Location Plan: 
 

SCALE: 1:1250 

 

 
 
 
 

1 
An alternative scale may be considered for very large or remote sites, by prior agreement. 
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Site Plan/Block Plan 

All applications should submit a Block Plan at a scale of 1:200 or 1:500, which includes the 
direction of North and shows the proposed development in relation to the site boundaries and 
other existing buildings, with written dimensions including those to the boundaries (from the 
proposed development where relevant). 

 
This drawing should also include the following where they are relevant to the planning 
assessment: 

 

 All buildings, roads and public rights of way on land adjoining the site. 

 All public rights of way crossing or adjoining the site (in green). 

 The position of all trees and hedgerows on the site and adjacent land. 

 The extent and type of existing and proposed hard surfacing. 

 The type and height of existing and proposed boundary treatment (e.g. walls/fences). 

 Landscape features proposed for removal or inclusion (e.g. additional planting). 

 Spot heights and levels. 

 The precise location of existing, and where appropriate, proposed vehicular accesses 
including written dimensions and visibility splays. 

 

It would also be helpful if the drawings show parking (car and cycle parking) provision and space 
for bin storage. 

 

Existing and proposed Block Plans should be submitted to outline the above for all but very 
straight forward proposals. 

 
Please note that drawings are placed on the relevant Council’s website, therefore written 
dimensions are important for members of the public to understand what is being proposed. 

 

Please see below for examples of valid existing and proposed Site/Block Plans: 
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Elevations 

All applications that propose new buildings or alterations to the exterior of existing buildings are 
required to submit copies of existing and proposed Elevations, which should be separated for 
clarity in all but very straight forward proposals. These drawings should clearly show the  
proposed works in relation to what is already there. 

 
The drawings should be to a scale of 1:50 or 1:100 with the scale annotated along with written 
dimensions showing heights to eaves and ridge, depth, and width (unless provided elsewhere 
e.g. floor plans). Written dimensions should be included on both existing and proposed drawings. 

 

Drawings should be numbered in a clear and logical way. Where a proposal adjoins or is in close 
proximity to another building, the drawings must clearly show the relationship between the 
buildings and openings. 

 

The drawings should also show architectural details such as windows and doors and it may be 
useful to annotate any proposed exterior materials or finishes. 

 
Where the site is sloping, the change in levels must be shown. It may however, be more 
appropriate in most cases to show a separate sectional drawing through the site. 

 
Please see below valid examples of existing and proposed Elevations: 
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NB - If any aspect of the proposal overhangs land outside of the applicant’s control then 
notice would need to be served on that owner via a Certificate B (see Ownership 
Certificates above). 

 

All drawings should be in pen/ink rather than pencil, for ease of copying. 
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Floor Plans 

All applications proposing new or amended floor space and/or proposals to alter existing 
buildings, should submit existing and proposed Floor Plans. 

 

These should explain the proposal in detail, showing where existing buildings or walls are to be 
demolished or details of the existing building as well as those proposed for the development. 

 
Existing and proposed plans should be separated for clarity. The drawings should be to a scale of 
1:50 or 1:100 with the scale annotated along with written dimensions. Drawings should be 
numbered in a clear and logical way. 

 

Please see below valid examples of existing and proposed Floor Plans which correspond with the 
Elevations example highlighted above: 
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Roof Plans 

All applications where a roof would be created or altered by the proposed development are 
required to submit existing and proposed Roof Plans. 

 

These drawings should show the shape of the roof and any features such as chimney position or 
windows. Existing and proposed drawings should be separated for clarity and numbered in a clear 
and logical way. The drawings should be to a scale of 1:50 or 1:100 with the scale annotated and 
include written dimensions where appropriate. 

 
Please see below valid examples of existing and proposed Roof Plans: 

 
 

 
 

NB - Where appropriate, roof plans can be provided at a scale of 1:200 or 1:500 if 
incorporated into existing/proposed Site/Block Plans. 
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Supporting Documents 

Please see below a list of other documents that may be required depending on development 
circumstances: 

 

Highway Access Drawing - A drawing is required where development is proposed that seeks 
to create a new highway access or alter an existing highway access. The drawing should be at a 
scale of 1:50, 1:100, 1:200 or 1:500 and should clearly show the design of the highway access 
along with details of surface materials, boundary treatment, nearby landscaping and the visibility 
splays. Where changes in levels are necessary a section drawing would also be required. It is 
recommended that the drawing shows how the access would meet the Local Highway Authorities 
DC highway drawing series; Suffolk County Council has provided a suite of highway drawings that 
could be of assistance. 

 
Design and Access Statement - A Design and Access Statement (DAS) must be submitted 

in support of householder applications which are for development in a Conservation Area 
proposing a building or buildings where the floor space created is 100m2 or more. It is therefore 
unlikely that a DAS will be required for most householder proposals. If your application does 
trigger this requirement, further advice is available in the Local Validation List. Please note that all 
Listed Building Consent applications (including extensions to them) will require a DAS. 

 

Heritage Statement - Occasionally, when a householder application is going to impact upon a 
heritage asset (for example a replacement outbuilding within the curtilage of, or for the extension 
of, a listed building) there may be a requirement for a Heritage Statement. Heritage assets can be 
designated (such as listed buildings, conservation areas) or undesignated (such as an 
archaeological site, a locally listed building or an old building). If you think your proposal may 
impact on a heritage asset it is recommended that you discuss the proposal with the Councils’ 
Heritage team. Further advice on Heritage Statements is available in the Councils’ Local 
Validation List. 

 

Flood Risk Assessment - A Flood Risk Assessment (FRA) is required for householder 

development in Flood Zones 2 and 3; this is in accordance with the requirements of the 

Environment Agency’s Flood Risk Standing Advice (FRSA). For further information please see: 

https://www.gov.uk/flood-risk-assessment-for-planning-applications 
 

 

Annexe Accommodation (Supporting Statement) - All applications seeking to create 

residential annexe accommodation, including staff accommodation are required to provide a 
supporting statement that justifies the proposal. In Babergh, the Statement should demonstrate 
how the proposal adheres with the criteria listed in Policy HS35 of the Babergh Local Plan 
Alteration No.2 (2006). In MSDC the Statement should address the criteria in Policies H7, H16, 
H18 and H19 of the Local Plan. The relevant Local Plan documents are available either online or 
via the Council offices. 

 

Tree Surveys – Where a tree within or adjoining the site may be impacted by a development, it 

may be necessary to undertake a tree survey. If this is the case the proposal should be discussed 
with the Councils’ Tree Officer to see whether a survey is necessary. 

 

Ecological Surveys – It is unlikely that most proposals would require an ecological 

assessment. However, you may wish to discuss this with a planning officer before submission. 

https://www.gov.uk/flood-risk-assessment-for-planning-applications
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Appendix A – Completed Application Form 
 
 

Please note we do not supply application forms; these are available on the Planning Portal 
website; www.planningportal.co.uk. 
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Appendix B - Tree Work Validation Checklist
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APPLICATION FOR TREE WORKS: WORKS TO TREES SUBJECT 

OF A TREE PRESERVATION ORDER (TPO) OR NOTIFICATION OF 

PROPOSED WORKS TO TREES IN CONSERVATION AREAS 

 
Checklist 

 
 
 

Please use this list to ensure that the form has been completed correctly and that all 
relevant information is submitted. 

 

For works to trees protected by a Tree Preservation Order, failure to supply 
sufficiently precise and detailed information may result in your application being 
rejected or delay in dealing with it. 

 

In particular, you MUST provide the following: 
 

Completed and dated application form, with all [mandatory] questions answered □ 
Sketch plan showing the location of all tree(s) and their species □ 
A full and clear specification of the works to be carried out □ 
A statement of reasons for the proposed work □ 
Evidence in support of statement of reasons, where required by the standard 
application form: 

 

Report by a tree professional (i.e. arboriculturist or consultant) if your 
reasons relate to the health and/or safety of the tree(s) □ 

Report by an engineer or surveyor, together with one from a tree professional 
(arboriculturist) if you are alleging subsidence damage. □ 

 
 
 
 
 

For works to trees in conservation areas, it is important to supply precise and 
detailed information on your proposal. It is therefore suggested that you provide the 
following: 

Completed and dated form, with all questions answered □ 
Sketch plan showing the precise location of all tree(s) and their species □ 
A full and clear specification of the works to be carried out □ 
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Whether the trees are protected by a TPO or in a conservation area, please indicate 
which of the following types of additional information you are submitting: 

 

Photographs □ 
Report by a tree professional (arboriculturist) or other □ 
Details of any assistance or advice sought from a Local Planning Authority officer 
prior to submitting this form. □ 

Any other plan/s, information or statements as may be reasonably required □ 
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