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KNOWLE WEST REGENERATION RESIDENTS PLANNING GROUP 

FINDING YOUR WAY AROUND BRISTOL CITY COUNCIL’S PLANNING 

APPLICATION WEBSITE – HANDOUT 

Training event - Tuesday 4TH January 2022 at 5.15pm via Zoom 

This handout has been prepared alongside the above training event by Alison 

Bromilow of Bristol Neighbourhood Planning Network and Len Wyatt from Knowle 

West Regeneration Residents Planning Group. 

The training is designed to help people understand what is on an individual planning 

application’s page on the Bristol City Council’s Planning Portal website. It includes 

screen shots from the Council’s website to help people understand what is where. 

Not all of the information described below will be relevant to everyone – but the 

intention is to try and give people enough information so that they know what is 

where. Separate training will be organised on how to make comments on a planning 

application, including using the website to make your comment. 

A copy of this handout has been sent to the City Council’s Planning Department in 

case they wished to add anything. If there are changes a revised copy will be sent 

out. 

The training is based only on information which can be found on the website. At the 

moment there is no method of viewing paper copies of applications physically. 

 

GETTING INTO THE PLANNING PORTAL TO FIND AN APPLICATION: 

Step 1 – use this link… Look at and track planning applications - bristol.gov.uk 

Or search for Bristol City Council Planning Portal. 

This is what the page will look like: 

 

Press the blue button for Search for Planning Applications. 

 

https://www.bristol.gov.uk/planning-and-building-regulations/look-at-and-track-planning-applications
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Step 2 – Using the search page to find a specific application. 

You can also use the page to find appeals against decisions and enforcement 

notices. We will concentrate on applications. So the first circle is filled in. 

The search page will look like this: 

 

For this training we will be using the “tab” as recommended – simple search. 

You can also use: 

• the advanced tab where you can put in more information about the potential 

location than for simple, or 

• the tab weekly/monthly lists by ward, or  

• by naming the property in more detail in the property tab, or 

• by looking at a map on the map tab and clicking on the red framed area on 

the map which the area you want to find out about. 

Back to the simple search as below. 

 

So you type in a road name*, or full name (and if relevant the actual house/building 

number), of the location* etc. Sometimes a road name on its own can bring a 

number of applications up – you then have to find out which one is the one you want. 
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*Eg: Novers Hill or Land on the west side of Novers Hill. 

Or if you have the Planning Application code, that is even better – eg: 21/05164/F 

21 is the year – in this case 2021. 

05164 – is the case number as registered in the Planning Online system. 

F – a letter relating to the type of application made – in this case Full. Can also be P 

– Partial application (not full – so a later application is likely to be made); M – 

reserved matters – covering the outstanding issues following a partial application 

(eg: Secondary School on Daventry Road). There are other letters used for other 

types of applications. 

Up will come the results page – with a number of applications listed on it. Some 

applications will date from the 2000s and 2010s – and perhaps even earlier. The 

applications with large amounts of development will have the word (MAJOR) in their 

title. You will need to find the right application. 

You can sort the information – and present it in a number of ways. This example is 

how it comes up first time. 

 

 

 

Press on the blue wording on the application you want to look at, and the application 

should appear on your screen. 
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FINDING YOUR WAY AROUND THE PLANNING APPLICATION. 

On the screen you should now see: 

 

 

So we will be looking at each of the blue main “tabs” and what is “stored” in each one 

in “sub tabs”. 

That’s – Detail, Comments, Constraints, Documents, Related Cases and Map. 

However, you can if you wish use the “make a comment” button – top right – 

to do just that, without bothering with anything else. The track button to the right 

means that if you fill in your details you can “follow” the application – with 

notifications sent to you as things change about the application; and print, means 

you can print the page. 
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1  - MAIN TAB - DETAILS: 

Sub-tabs 

Summary: 

 

 

This part of the screen is straightforward in terms of what it is showing. 

Reference – is the number we are already know about. 

Alternative Reference – that relates to another UK wide Planning Portal website – 

but on this website it can be ignored. 

Application Received – date it was submitted by the Developer 

Application Validated – the date on which the Council after looking at the information 

submitted has confirmed it is suitable to be submitted for an application and 

uploaded the information to the Planning Portal. BUT the notifications which are sent 

out saying people can comment would not have been sent out by then. (see below). 

Address/location – we know already 

Proposal – description of application – we know already 

Status – Pending Consideration – means no decision made yet.  

Pending Decision means that a decision is due and further comments are not going 

to be accepted – unless you write direct to members of the Committee, if it is a 

Committee decision. 
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When a decision on whether to give Planning Permission has been made – this will 

change to DECIDED – and status – eg: Agreed or Refused. There is another 

category which can be used by a Committee – DEFERRED where there may be 

reasons to seek additional information. 

Appeal Status and Decision – these two relate to whether after the decision, the 

application has been taken to appeal to the Secretary of State in London by the 

Developer; or called in by the Secretary of State. 

 

This information relates to how many documents, previous planning cases and 

current properties are associated with the application. See below. 

Further information: 

 

Application type – this time it is Full – so everything put in all at once – no outline 

permissions requested to be followed by reserved matters (eg: in two or more parts) 

Decision level – is it going to be planning officer lead – or planning committee 

decision? 

Case Officer – Bristol City Council Planning Department official who either decides 

whether to grant planning permission; or writes the report for the Planning 

Committee to consider. 

Parish/Ward – confirms which ward is involved. Parish means Neighbourhood 

Partnership Areas, which were scrapped a number of years ago. 
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Applicant and Agent – named organisations/individuals who are making the 

application, or working for the application (Agent). 

 

Contacts: 

 

Developer’s agent and local Cllrs email addresses. 

 

Important Dates: 

 

This is really a “timeline” of the main dates that people need to be aware of, and how 

the Council acted. Usually, 3 weeks is given for people to make comments. 

Application validated date – date Council agreed that application was suitable for 

publication. 
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Actual Committee Date – if the application goes to Committee for a decision – the 

date would be added here. 

Neighbour Consultation – the Council will write to residents immediately next to the 

development by letter; and set a date for comments to come back. 

Standard Consultation – usually three weeks after decision made to publish the 

application for comments.  

Latest advertisement - this is the period set after a public notice of the application 

has been published in the Bristol Post (usually Weds) 

Latest site notice expiry date – this is the period set on public notices attached to 

streetlamps/gates etc next to the site. 

Agreed expiry date – the final date for comments to be sent in. 

If there is no agreed expiry date it is best to aim for the date which is relevant for you 

(eg: if you are a neighbour….) but sometimes dates do not match. It is best to aim for 

the first date to ensure that there is no reason for the Council to reject your 

comments due to lateness – or at a push the latest date. 

Sometimes you may find the “make a comment” button works beyond the dates set, 

in which case comment, but the Council may still declare them “too late” and not put 

them up on the Documents section. BUT see below for what happens if new 

information comes in after the date comments are closed. 

Permission expiry date – the date that Planning Permission if granted runs out – and 

a new application has to be made. 

Determination Deadline – the Council has to decide applications within a certain time 

period. Unless all parties agree to an extension of time. If the Council does not 

determine the application in time – the Developer can appeal for the Secretary of 

State to determine the case instead of the City Council. 

Temporary Permission expiry date – the date that a temporary planning permission 

is granted – usually used for applications relating to things like advertising hoardings.  
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2 - MAIN TAB - COMMENTS: 

This the location where you make your comments online – you can also post 

comments in; and email comments as well. 

 

 

This gives you advice on how the system works. Do not be put off by the 30 minute 

time limit. As recommended, it is best to type out your comment in another text 

based programme/app; and copy it and paste in when you are ready. 

 

Check you have the right application……then fill in…. 
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Starred items are compulsory. On Commenter type – choose an option from the drop 

down box – which opens when you click on the down arrow to the right. 

You will have the following options: 

 

The ones most people use are: Residents Group when representing a Group; 

Neighbour if you live close by; and other.  

If you are representing a group use “address line 1” to put in the group name – and 

the second line for your address. If you don’t when the comment gets uploaded to 

the website – your address will be top, not the group name. 

Then it is time to write your comment in the box below – once you have chosen 

whether you support the application – object (oppose either all of some of it) – or are 

neutral and just want to make comments, or suggest improvements. 
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Once you are happy press – Submit and your comment should be added to the 

Documents page. Submit and Register means that your comment has been put on 

the website and you the opportunity to register for updates on the application. Reset 

allows you to start again. 

You can make as many separate comments as you like. This is really important if 

new information is put up on the Documents tab after the date is closed (see below) 

Usually, comments get automatically put up on the website – as soon as you submit 

the comment. 

Comments sent by post and email – are usually scanned in and then uploaded. 

Keep an eye on the Documents tab to make sure your comment has been added – 

and to see if any new information has come in which affects your comment. If it does 

you may wish to comment again. 

3 - MAIN TAB - CONSTRAINTS: 
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This tab lists all the existing constraints on the land/development which may be 

important in the consideration of the Application. Think of this being like a “property 

search” if you were to buy a property. So here you can see highway/road, risk of coal 

mining, smoke control, neighbourhood planning and village green. Depending on the 

location involved – the list may be different. 

 

4 - MAIN TAB - DOCUMENTS: 

This is the Tab with the most information on, in this instance it is very long. 

It will look like this. 

 

 

In this view you will find documents in date order – earliest at the bottom: 

• The documents which have been published about the application.  

 

Those originally submitted by the developer are usually at the bottom of the 

list in this order. You will find some have the application received date – and 

others the application validated date next to them. Documents with the 

application validated date are those submitted after discussions with the 

Council and could be updates of the original documents. 

 

But if updated or late information arrives from the Developer – these are listed 

in date order in this view.  

 

It is important to note that if this happens - you should still be able to comment 

on the new information (see example above). 
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So, examples of those documents are: 

o lists of which houses have been written to by the Council,  

o a list of all the documents submitted by the developer – useful for 

checking that all information is actually on the website. 

o The Design and Access statement is the best document to read to 

understand what the proposals are. 

o The Statement of Community Involvement – which is the developers 

view on the way they have consulted the public and responded to 

comments received. If you disagree with the statement, you can submit 

an alternative one. 

 

• The comments made by Council officers, Council design advisors, the public, 

formal and community groups etc in response to the application – again in 

date order in this view. 

Then – before the decision is taken by a Planning Committee – the 

recommendations of the Planning Officer – eg: to approve – or refuse – or defer 

are added. This is usually a week before the Committee. 

After the decision, whether by an officer or a Committee – a copy of the decision 

is added. If it is approved the decision may have conditions on the application 

that need to be dealt with; or advice to be taken into account by the developer. 

Once the decision is made – all public comments received are taken down from the 

page. 

You can change (filter) the list in a number of ways – this will change the way that 

the list is shown. The first is using the boxes….the second clicking on the blue 

headings in the column (eg: Date published, document type, drawing number etc). 

If you want to view a document – click on the document in the column View. 

This will then show you the document – which can then be saved and/or printed at 

your computer/phone/tablet if you wish. 

If you tick the boxes on the left-hand side of the documents you want – those 

documents ticked (up to 25 in number) can be download – and then saved. 
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5 - MAIN TAB - RELATED CASES: 

This tab gives you information about other planning cases either ongoing or in past 

which are related to the location. 

 

 

So on this one – you have a decision by the Council on whether a formal 

Environmental Impact Assessment is required on this application; and previous 

planning applications listed under “Properties”.  

If you click on “Land on the west side…”. A number of other “tabs” will appear - the 

“tab” “property history” will tell you more about previous applications related to the 

location – but be aware that decisions made X number of years ago – may not be as 

relevant to how things are now. 
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For some applications, there may be licensing required and the property may have 

had licences attached it in the past. 

 

6 - MAIN TAB - MAP: 

And the final tab is a map of the location involved. If you click on “enable filter” blue 

words – that can be used to show other planning applications nearby over a number 

of timescales. Again, the application box is filled in so that applications are show – 

not appeals or enhancements or licences. 

You can scroll in and out of the map to show the area involved in more or less detail 

– using either a scroll button on your mouse – or the plus and minus buttons on the 

top left of the map. 

 

 

 

Many thanks for your interest in this training. 

If you have any feedback on the training – please let us know. 

Email: kwrrpg@gmail.com  

mailto:kwrrpg@gmail.com

