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Pre-Application Discussions

Purpose 

The purpose of this guidance is to set out the procedures for dealing with requests 
for Pre-Application Discussions submitted to the Council.  It sets out how to submit a 
request and make an appointment, what supporting information is required and what 
you can expect.   

Pre-Application Discussions are not a statutory requirement but offer significant 
potential to improve both the efficiency and effectiveness of the planning process 
and improve the quality of submission of applications.  This process does not replace 
the requirement for developers proposing ‘major category of development’ or 
‘regionally significant developments’ to comply with Section 27 of the Planning Act 
(Northern Ireland) 2011 regarding pre-development community consultation. 

Please note that general information such as planning history, site constraints and 
designations are available to view via the planning portal. 

Who is involved at the Pre-Application Discussion process? 

The pre-application discussion process will be adapted to suit the proposed 
development.  A proportionate approach will be taken and agreement will be sought 
at the outset on who should be involved in the process.  Consultation with statutory 
consultees will only be undertaken when requested.  This should be clearly set out in 
the Pre-Application Discussion Form (PAD Form) when submitting your request for a 
meeting. 

Those involved in the process will vary on a case-by-case basis and can include 

 The prospective applicant and their agent 

 The local Planning Department 

 Consultees 

For large or complex developments, or development in close proximity to listed 
buildings or within a Conservation Area, we encourage applicants / agents to avail of 
the Ministerial Advisory Group design review process contact details of which are 
available via the following link 
https://www.causewaycoastandglens.gov.uk/live/planning/design-panels/dfc-
ministerial-advisory-group-mag .
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How do I request a Pre-Application Discussion? 

In order to request a pre-application discussion, you must complete the PAD Form 
[add link] providing as much detail as possible and where applicable, provide dates 
you are available for a meeting.  This will assist in arranging a suitable meeting date. 
You should also indicate your preference for a physical (in office) meeting or a virtual 
meeting using an on-line communications platform. Please note that an office 
meeting shall take place at the Planning Department premises at Cloonavin, 66 
Portstewart Road, Coleraine BT52 1EY. 

You must also provide the appropriate fee and the following supporting information: 

 Up-to-date location plan to 1:2500 or 1:1250 scale 

 Site outlined in red with north point shown 

 Any neighbouring land in the applicant’s ownership marked in blue 

 Sketch plans and elevations of existing and proposed development 

 Draft floor plans, if appropriate 

 Details of access and parking 

 Planning history if known 

 Photographs of the site and surroundings 

 Technical studies if available, e.g. Transport Assessments, Flood Risk 
Assessments, Drainage Assessments, Contamination Risk Assessments, 
Biodiversity Checklist etc. 

How will we deal with your request for a pre-application discussion? 

If you wish to take advantage of our pre-application discussion service, please 
complete the PAD Form and email it with the relevant supporting information to 
planning@causewaycoastandglens.gov.uk and pay the appropriate fee. 

On receipt of your PAD Form, fee and supporting information we shall check to 
ensure all the necessary information has been submitted.  If we require further 
information, we shall request this by email and your application will be held for a 
maximum of 5 working days for receipt, unless otherwise agreed in writing to an 
extension of time.  If the requested information is not received within the timeframe 
agreed, your request will be declined and you will be advised of this by email and 
any fee paid will be returned. 

On receipt of the PAD Form, fee and all the required information, the request will be 
acknowledged, a planning reference will be provided and allocated to the Planning 
Officer.  Depending on the nature and scale of the proposal, the PAD process will be 
undertaken as set out in the PAD Fee and Service Schedule. 
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Where a meeting is required as set out in the PAD Fee and Service Schedule, the 
Planning Officer will make contact with you to agree a date and time for a meeting, to 
agree whether the meeting will be held in the Council offices or remotely via an 
online communications platform and to agree those who will be participating at the 
meeting.  This shall have regard to the dates which you indicated on the PAD Form.  
This initial contact will normally take place within 5 working days of receipt of the 
completed Form, fee and all the required information where the meeting is with 
Planning Officers only and within 10 working days where a statutory consultee will be 
participating in the meeting. 

Where a meeting is required as set out in the PAD Fee and Service Schedule, the 
applicant/agent will have a maximum of 30 minutes to present their proposal to the 
Planning Officer at the meeting.  This will be followed by discussion on points of 
clarification from the Planning Officer and consultee where a consultee is 
participating and an informal discussion on the proposed development.  Following 
the meeting, written advice will be communicated to you in a letter or email.  This will 
normally be sent within 20 working days of the meeting. 

Where a meeting is not required, a formal letter or email will issue to you providing 
the advice requested.  This will normally be sent within 20 working days of receipt of 
the accepted PAD request. 

What advice will be provided? 

The advice we provide will be based solely on the proposed development and site 
detailed in the Form and supporting information.  Advice in relation to alternative 
proposals or on alternative sites that are not subject to that detailed in the initial 
Form and supporting information will not be provided.  Only one proposed 
development will be considered as part of the pre-application advice.   

Requests for pre-application advice for proposals such as ‘What would I get planning 
permission for on this site’ or ‘Which of these sites would I get planning permission 
for…’ will be rejected and returned. 

Our advice will include: 

 An indication as to whether the proposal is likely to be acceptable in policy 
terms 

 Identification of any amenity, design or other constraints, such as flood plains, 
heritage, tree preservation orders 

 Identification of any relevant planning history 

 Identification of what consultations may need to take place on receipt of a 
formal application 

 Identification of any known technical requirements that should accompany the 
formal planning application 
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 Whether the proposal would benefit from the submission of a separate  
determination to ascertain whether an Environmental Statement is required 

 Whether the application is a major category of planning application requiring a 
Pre-Application Notice and associated pre-application community consultation 

Our advice will not include: 

 Designing the proposal for you 

 Formal discussion as to whether an existing or proposed development is 
lawful. For such decisions, please submit a Certificate of Lawful Existing Use 
or Development or Certificate of Lawful Proposed Use or Development (see 
Development Management Information Note 01 Certificates of Lawful Use or 
Development). 

About our advice 

The Planning Officer will ensure that any advice is robust, however, the advice given 
is on a ‘without prejudice’ basis and cannot pre-empt consideration of a formal 
application.  There is no guarantee that by seeking our advice and following it that 
planning permission will be granted.   

This is because formal consultation and notification is necessary on receipt of the 
formal application that may raise material issues previously not considered.   

Any change in planning legislation, policy or guidance or other previously 
unidentified material issue that may arise between the pre-application discussion and 
the consideration of the formal planning application, including those raised in any 
representations, may also change the view previously provided. 

For applications determined by the Planning Committee, it is important to note that 
the Planning Committee may take a different view from the recommendation of the 
Planning Department.

What if I disagree with the advice provided? 

The pre-application advice does not constitute a formal decision.  You can therefore 
decide to submit a formal planning application regardless of the pre-application 
advice you receive.  Where advice provided through the Pre-Application Discussion 
is not followed in the submitted formal planning application, the formal application is 
likely to be determined without further negotiations. 

Fees and Charges 

The planning application fees received by the Council do not cover the cost of the 
pre-application discussion.  In order to provide a high quality service it is therefore 
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necessary to charge for pre-application discussions.  The fee charged will depend on 
the type and scale of the proposal.  The schedule of fees is available via the 
following link Pre-Application Discussion Fees. 

The relevant fee must be paid before a request for a Pre-Application Discussion will 
be processed.  If not received the request will be declined and returned. 

Confidentiality 

We do not publish requests for pre-application discussions but we may be obligated 
to disclose this information in response to any relevant Freedom of Information 
and/or the Environmental Information Regulations request received.  You must give 
your agreement for this to be disclosed or provide reasons why it should not be 
disclosed on the PAD Form.  On the receipt of a planning application for the 
development detailed within the PAD Form, the details of the PAD will become 
disclosable. 

Duty Planning Officer 

We also offer a Duty Planning Officer service between 9am and 5pm Monday to 
Friday.  You can contact the Duty Planning Officer by: 

 Telephone 028 7034 7100,  

 Email planning@causewaycoastandglens.gov.uk with subject title of email 
‘Duty Planning Officer Request’  

 In person by pre-appointment at Planning Reception, Cloonavin, 66 
Portstewart Road, Coleraine BT52 1EY. 

If your query is in relation to a specific proposal you are advised to make a request 
for a Pre-Application Discussion. 


