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	Planning and Environmental Appeals Division (DPEA)

	


Each case is unique and must be considered on its merits. It is for the person appointed to determine the case to satisfy him/herself that the application of the practice contained in this note is appropriate to the circumstances of the case. A reporter who intends to depart from the guidance should advise his/her SGL so issues emerging can be considered for future case work. 
	Guidance note for: 
	Reporters and parties 

	Relating to: 
	Documents

	DPEA 
practice  
	Guidance Note 23 sets out the main steps required to ensure a tightly managed and efficient inquiry process. Key to that is the submission and management of documents. 

Parties often submit lots of documents that are not explained or relied on in their evidence. This is inefficient and time-consuming for both the reporter and the case officer. It can also be daunting and time consuming for third parties. To speed up decision making and to make the process more efficient, DPEA is changing current practice. 

A process table, linked to the indicative timeline at Appendix 1 of Guidance Note 23, is annexed to this guidance note.

The documents list

When the case officer writes to the applicant advising that a reporter has been appointed to the case and/or requesting a position statement, the case officer will provide the applicant with a template documents list. This will be in two parts – the Foundation Documents and the Supporting Documents. 
An example documents list is annexed to this guidance note. This also contains instructions on how to complete the list.
Foundation Documents
The case officer will have populated the Foundation Documents section of the documents list by adding the application documents on the file with hyperlinks. The applicant must populate the rest of the Foundation Documents section with any documents (and their hyperlinks) from the DPEA libraries which it considers are essential to the consideration of the case. Documents from the libraries which will not be specifically referred to in evidence or relied upon should not be added. 
When populating the list, the applicant must not change the numbering and/or rename any of the documents already on it. The documents list must then be returned to the case officer with the position statement. 
The documents list will be put on the case file however other than the application documents, the Foundation Documents will not be on the case file. The documents list will enable the Foundation Documents to be viewed and downloaded by clicking on the link. These documents must not be resubmitted or duplicated or given an alternative reference. 
Following the pre-examination meeting, the applicant must liaise with the council and interested parties to finalise the hyperlinked list of Foundation Documents. Once finalised the Foundation Documents section is fixed and cannot be revisited or added to. 
Hearing and Inquiry statements and Supporting Documents

In most cases parties are asked to provide hearing and/or inquiry statements. These statements must fully set out the particulars of the case relating to the matter to be examined at the particular hearing or inquiry session. It is essential that the particulars of the case are detailed as parties are expected to give fair notice. The reporter may reject statements which are not sufficiently detailed and this may delay the inquiry. 

The statement must also contain the list of documents which the party intends to refer to, rely on or put in evidence (which should be split into those already listed as Foundation Documents and any additional Supporting Documents). 

Where Foundation Documents are listed, the hyperlink can simply be copied across from the documents list already on the case file. For all Supporting Documents, parties must set out the parts of the document that are relevant (for example by referring to a specific section, paragraph, page, figure, etc) rather than including the whole document if there is no need to do so. 

Parties must not list previous section 36 reports and decision letters, and other DPEA decision notices, unless they will be specifically referred to and relied on in oral evidence. 

It must be clear to the reporter from the detailed particulars of the case why the documents listed are required and why they are being referred to or relied upon. The reporter will review the list and if it is not clear, will seek clarification from the relevant party. 

It is envisaged that there will be a relatively small number of Supporting Documents in any case. If parties intend submitting witness reports these should be listed in the documents list as Supporting Documents. 

The applicant will use the other parties’ inquiry statements to populate the Supporting Documents section of the documents list. Once finalised the documents list is fixed and cannot be revisited or added to. 

Submission of documents

None of the Foundation Documents require to be submitted as they are already before the reporter and hyperlinked in the Foundation Documents section of the documents list. 
All Supporting Documents must be submitted at the same time as the hearing and/or inquiry statements. This will enable the supporting documents to be put on the case file. Once added the applicant can then add the remaining hyperlinks to the Supporting Documents section of the documents list to finalise it. The finalised list including all hyperlinks will then be uploaded to the file so that all parties can reference it. 

Late Documents

If a party attempts to lodge documents once the documents list is finalised as set out above, the reporter will require that party to justify why it was not submitted on time and why it is essential to introduce it at this late stage. The reporter will seek the views of other parties before deciding whether to allow it.  

The default position will be that late documents will not be accepted, unless exceptional circumstances apply. 

Referencing documents in precognitions

When referring to a document in a precognition, its full name and document reference number from the documents list must be provided and it must be hyperlinked by copying the link from the finalised documents list on the case file. 

The specific part of the document to be referred to must also be given (for example a specific section, page, paragraph, figure etc). This will save time for the reporter when preparing for the inquiry, and also for all parties taking part. Document references will not count towards the total word limit for precognitions. 






Annex 1 - Document management process table

	Initial case administration
	· The case officer provides the applicant with the documents list, populated with a hyperlinked list of application documents 


	By week 6
	· Using the template provided, the applicant populates the Foundation Documents section of the list with any essential documents from the DPEA libraries and their hyperlinks. 
· This is returned to the case officer
· The documents list is uploaded to the case file. 


	By week 16
	· The applicant liaises with the other parties to finalise the Foundation Documents section of the documents list. 
· This is returned to the case officer, uploaded on to the case file and the list of Foundation Documents is now fixed and cannot be revisited or added to. 
· The Foundation Documents can be viewed and downloaded by clicking on the hyperlink.


	By week 20
	· The hearing and/or inquiry statements must include hyperlinks to the relevant Foundation Documents and list all other Supporting Documents that will be relied on or referred to in evidence.
· All Supporting Documents must be submitted with the hearing and/or inquiry statements. 
 

	By week 24
	· The case officer will upload the Supporting Documents to the case file. 
· The applicant will finalise the documents list to include all of the Supporting Documents, using the lists in the hearing and/or inquiry statements and the hyperlinks from the case file. 
· The completed hyperlinked documents list will be uploaded to the case file. 








Annex 2 – Example Foundation and Supporting Documents list

Foundation and Supporting Documents List

Case reference – 

Development description and site address - 

*A list of all application documents will be provided by the DPEA case officer – the applicant must populate the rest of the list with any documents (and their hyperlinks) from the DPEA libraries (link below) which it considers are essential to the consideration of the case.  Please grey out/strikethrough any application documents that you feel are not relevant, there is no need to re-number.

Documents do not need to be re-named and please continue the same numbering pattern for any added documents/links.

	
	Application Documents  (examples) 


	Document Number
	Document Name
	URL link

	1. 
	Consultation response from AM Geomorphology - Peat Landslide Hazard and Risk Assessments
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643543

	2. 
	Consultation response from Argyll & Bute Council
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643544

	3. 
	Consultation response from Argyll District Salmon Fishery Board
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643545

	4. 
	Consultation response from British Horse Society
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643546

	5. 
	Consultation response from Historic Environment Scotland
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643547

	6. 
	Consultation response from Loch Lomond and the Trossachs National Park
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643548

	7. 
	Consultation response from Mountaineering Scotland
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643549

	8. 
	Consultation response from RSPB Scotland
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643550

	9. 
	Consultation response from Scottish Water
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643551

	10. 
	Consultation responses from Avich and Kilchrenan Community Council
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643552

	11. 
	Consultation responses from Brittish Telecom
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643553

	12. 
	Consultation responses from Defence Infrastructure Organisation
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643554

	13. 
	Consultation responses from Highlands and Islands Airports
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643555

	14. 
	Consultation responses from Marine Scotland
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643556

	15. 
	Consultation responses from NATS
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643557

	16. 
	Consultation responses from Scottish Environmental Protection Agency
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643558

	17. 
	Consultation responses from Scottish Forestry
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643559

	18. 
	Consultation responses from SNH - Scottish Natural Heritage
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643560

	19. 
	Consultation responses from Strachur Community Council
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643561

	20. 
	Consultation responses from The Joint Radio Company
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643562

	21. 
	Consultation responses from Transport Scotland
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643563

	22. 
	Consultation responses from Visit Scotland
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643564

	23. 
	Representations in support of the application
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643565

	24. 
	Representations objecting to the application_Redacted
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643567

	25. 
	Additional Environmental Information - dated 28 February 2019
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643582

	26. 
	Design and Access Statement
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643764

	27. 
	Planning Statement - May 2018_1
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643765

	28. 
	Pre-Application Consultation Report
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643767

	29. 
	Vol 1 NTS_1
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643769

	30. 
	Vol 2 Main Report 2
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643781

	31. 
	Vol 3A Figures
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643782

	32. 
	Vol 3b Visualisations combined
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643783

	33. 
	Vol 4 Technical Appendices - Part 4A TA1-4
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643784

	34. 
	Vol 4 Technical Appendices - Part 4B TA5
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643786

	35. 
	Vol 4 Technical Appendices - Part 4C TA6-7
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643787

	36. 
	Vol 4 Technical Appendices - Part 4D TA8-11
	http://www.dpea.scotland.gov.uk/Document.aspx?id=643788



Planning: core documents library - gov.scot – Link to libraries

	TITLE - Renewables Library Documents (example)


	Document Number
	Document Name
	URL link

	1. 
	PP025 - Developing with Nature guidance, NatureScot
	https://www.dpea.scotland.gov.uk/LibraryDocument.aspx?id=3028

	2. 
	LVI009 - Guidance on Designating Local Landscape Areas, Historic Environment Scotland and NatureScot, 2020
	https://www.dpea.scotland.gov.uk/LibraryDocument.aspx?id=1367

	3. 
	……….
	



	TITLE -  Argyll & Bute Council Library (example)


	Document Number
	Document Name
	URL link

	40.
	 ABC100 - Argyll and Bute Local Development Plan 2024
	https://www.dpea.scotland.gov.uk/LibraryDocument.aspx?id=2729

	41.
	………..
	



	TITLE - Planning guidance (example)


	Document Number
	Document Name
	URL link

	42.
	Planning Circular 5/1996: cost of inquiries

	Planning Circular 5/1996: cost of inquiries - gov.scot

	43.
	…….
	




Supporting documents section
	Supporting Documents


	Document Number
	Document Name
	URL link

	44.
	
	

	45.
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