
 

 
  

 
 
 

   
 
 

 
 

SITE INSPECTION PROTOCOL  
 
 
a) The purpose of a site inspection is to allow Members of the Strategic Planning 

Board/Planning Committee to inspect the sites of main agenda items or deferred 
planning applications, accompanied by a Planning Officer(s).  

 
b) Site inspections are intended to: 

• Be fact-finding exercises,  
• enable officers to point out relevant features, 
• enable questions to be asked on site for clarification, 
• enable Members to see plans in the context of the site.  

 
c) Site inspections are not part of the formal consideration of the application and 

therefore public rights of attendance and public speaking rights by neighbouring 
residents or other parties do not apply.  Attendance by Ward Members and 
town/parish Councils are covered by paragraph 2.6 of the Protocol. 

 
d) A site inspection will only include a visit to the application site.  If an inspection to 

an adjacent site is considered necessary, this should be decided by the Head of 
Planning and Policy or an officer designated by him (HPP) or as agreed by him 
following consideration of written representations prior to a meeting or by the 
Strategic Planning Board/Planning Committee at the time the site inspection is 
requested.       

 
e) Members should not enter a site which is subject to a proposal other than as part 

of an official site visit, even in response to an invitation, as this may give the 
impression of bias unless: 

- you feel it is essential for you to visit the site other than through attending 
the official site inspection; 
- you have first spoken to the HPP about your intention to do so and why 
(which will be recorded on the file) and 
- you can ensure you will comply with the good practice rules on site 
inspections in the Planning Protocol. 



 

PROCEDURE: 
 
 
1 PRIOR TO THE SITE INSPECTION   
 
1.1 Site Inspections should not be requested unless it is strictly necessary because: 

 
a) particular site factors are significant in terms of the weight attached to 

them relative to other factors or the difficulty of their assessment in the 
absence of a site inspection (such as issues relating to highways, 
including access/visibility problems, character of area, relationship of 
existing buildings and proposed buildings and impact on surrounding 
area); or 

b) there are significant policy or precedent implications and specific site 
factors need to be carefully addressed; or 

c) details of the proposed development cannot be ascertained from plans 
and any supporting information to Members satisfaction at the Strategic 
Planning Board/Planning Committee; or 

d) design considerations are of the highest importance particularly in relation 
to the surrounding locality. 

 
1.2.1 Any request for a site inspection must be made either: 

a) in writing prior to the meeting, in consultation with the HPP, within 10 working 
days of notification if it is an item which is being referred to Strategic Planning 
Board/Planning Committee, or 

b) at a meeting of the Strategic Planning Board/Planning Committee and by a 
Member of the Committee or Planning Officer, when a majority of Members 
agree 

In both these instances the Member/officer must state which of the four requirements (a-
d) set out in 1.1 above is being met. 

 
1.2.2 A site inspection may also be arranged by the HPP. 
 
1.3 If a decision is taken to defer an application or if there is an agenda item for a site 

inspection, the time and date of the inspection will be agreed by the Chairman of 
appropriate Planning Committee or Strategic Planning Board. 

 
1.4 The Case Officer will notify the applicant’s agent (or applicant where there is no 

agent) of the details of the site inspection and that the Protocol is available to 
view on the web site. 

 
1.5 Where the applicant is not the owner of the site, he/she will be asked to advise 

the owner to arrange access (if required).  
 
1.6 The Committee Officer will send notification of site inspections to Ward 

Member(s) and town/parish clerk/chairman as appropriate.    
 
1.7 The Committee Officer will notify Members and Officers of the site inspection 

arrangements at least three clear days before the inspection is due to take place.   
 
 
 
 



 

2 THE SITE INSPECTION  
 
2.1 If the Applicant or agent (“the applicant”) is present, the Chairman or a Member 

nominated by him in advance of the site inspection (“the Chairman”) and officer 
will introduce themselves.  The Chairman will remind the applicant that the site 
inspection will be conducted in accordance with this protocol. 

 
2.2 The Chairman will call the site inspection to order and will ask the planning officer 

in attendance to summarise: 
o the application 
o any relevant site history 
o the features of the site 
o any other matters the officer considers should be pointed out. 

 
2.3 The Planning Officer may ask the applicant/agent to explain any discrepancies 

between the drawings and what can be seen on the site.  No discussion of the 
merits of the case should take place. 

 
2.4 The Planning Officer may also ask the applicant/agent to point out particular 

features within or adjacent to the site, or to explain aspects of the proposals, but 
only as an aid to the explanation.  No discussion of the merits of the case should 
take place. 

 
2.5 Members may seek clarification from the Planning Officer on matters relevant to 

the site inspection.  Any comments are restricted to facts, not opinions. 
 
2.6 The Ward Member(s) and town/parish clerk or chairman may attend the site 

inspection but only for the purpose of clarifying factual matters and only under 
strict guidance from the Committee Chairman.     

 
2.7 Members and Officers should not enter into a debate with the applicant/agent (or 

with any third party – for example, a neighbouring resident) on the merits of the 
application or on possible amendments to the proposals.  If approached 
Members should direct people to the Officer and/or suggest they write to the 
Council. If Members have any concerns or suggestions about the proposals the 
appropriate forum for these concerns is the subsequent Committee meeting and 
not the site inspection.   

 
2.8 Members may, of course, express concerns to the attending Planning Officer, but 

such concerns would only be informal in nature and should not be discussed on 
site with the applicant/agent or any third party.  Any comments are restricted to 
facts, not opinions. 

 
2.9 At no time will the applicant or any member of the public be allowed to address or 

question Members of the Committee. 
 
2.10 Members should remain in one group for the duration of the site inspection. 
 
2.11 The Chairman will close the site inspection. 
 
2.12 Amendments to a proposal should only arise following subsequent discussion 

between the Planning Officer and the applicant/agent or from an instruction from 
the Committee. 


