
   

 

NOTES: 

(i) Procedure for determining planning and related applications: 
 

1. A Planning Officer will present the Officer’s report. 

 

2. Members of the public who have registered to speak may then address the meeting in 

accordance with the agreed procedure for public speaking (a maximum of two 

objectors followed by a maximum of two supporters).  

 
3. The Chairman gives planning officer’s the right to reply in response to comments that 

have been made during the public speaking session. 

 

4. Any local ward councillor(s) who are not member(s) of the Planning Committee, but 

who wish to speak on an application in their ward will be then allowed to speak for no 

longer than three minutes each.  It will be at the Chairman’s discretion to permit local 

ward councillor(s) to speak for longer than three minutes. [Ward councillors should 

notify the Committee Officer, in writing, by no later than midday the day before the 

meeting of their intention to speak.] 

 
5. The Chairman will then open up the application for debate. 

 
(a) No speech shall be longer than three minutes for all Committee members; 

 
(b) No councillor to speak more than once during the debate on the application; 

 
(c) Members shall avoid repetition of points made earlier in the debate 

 
(d) The Chairman gives planning officer’s the right to reply in response to comments 

that have been made during the debate, and prior to the vote being taken. 

 
(e) Once the debate has concluded, the Chairman will automatically move the 

officer’s recommendation following the debate on that item.  If it is seconded, the 

motion is put to the vote.  A simple majority vote is different for the motion to be 

carried.  If it is not seconded or the motion is not carried then the Chairman will 

ask for a second alternative motion to be put to the vote.   

 

In any case where the motion is contrary to officer recommendation that is: 

 Approval to refusal, or; 

 

 Refusal to approval 

 

 Or where the motion proposes additional reasons for refusal or additional 

conditions. 

 

 In advance of the vote, provided that any such proposal has been properly 

moved and seconded,  the Chairman shall adjourn the meeting to allow 

officers, the mover of the motion and the Chairman to discuss the reason(s), 



   

conditions (where applicable) and policy(ies) put forward to ensure that they 

are sufficiently precise, state the harm (where applicable) and support the 

correct policies to justify the motion. Following any adjournment, upon 

reconvening the Chairman will put to the Committee the motion and the 

reason(s) for the decision before moving to the vote. 

 

(f) A motion can also be proposed and seconded at any time to defer or adjourn 

consideration of an application (for example for further information/advice backed 

by supporting reasons).    

5 Meetings of the Planning Committee shall end by 10.30 pm except: 

 where it appears to the Chairman that the remainder of the Agenda can be 
completed expeditiously thereafter or where a debate on a specific matter has 
not been completed by 10.30 pm; or 

 where the Committee decides that specific matters should be considered at 
that meeting.   
 

All outstanding items not completed by the end of the meeting shall be adjourned to 
the reconvened or next ordinary meeting of the Committee. 

 
6 In order for a planning application to be referred to the full Council for determination 

in its capacity as the Local Planning Authority, a councillor must first with a seconder, 
write/email the Democratic Services Manager detailing the rationale for the request 
(the proposer and seconder do not have to be planning committee members). 

 
 The Democratic Services Manager shall inform all councillors by email of the request 

to determine an application by full Council, including the rationale provided for that 
request.  The matter would then be placed as an agenda item for consideration at the 
next Planning Committee meeting.  The proposer and seconder would each be given 
three minutes to state their case.  The decision to refer a planning application to the 
full Council will be decided by a majority vote of the Planning Committee.  

 
 

GUIDANCE NOTE 
For Planning Committee Members 

 
Reason for Refusal 
How a reason for refusal is constructed. 
 
A reason for refusal should carefully describe the harm of the development, as well as 
detailing any conflicts with policies or proposals in the development plan which are relevant 
to the decision.  
 
When formulating reasons for refusal Members will need to:  

(1) Describe those elements of the proposal that are harmful, e.g. bulk, massing, lack of 
something, loss of something. 

(2) State what the harm is e.g. character, openness of the green belt, retail function and; 
(3) The reason will need to make reference to policy to justify the refusal. 

 
 
 
 
 



   

Example  
 
The proposed change of use would result in the loss of A1 retail frontage at Guildford Town 
Centre, which would be detrimental to the retail function of the town and contrary to policy 
SS9 in the Guildford Local Plan. 
 
 
Reason for Approval 
 
How a reason for approval is constructed. 
 
A reason for approval should carefully detail a summary of the reasons for the grant of 
planning permission and a summary of the policies and proposals in the development plan, 
which are relevant to the decision.  
 
Example: 
 
The proposal has been found to comply with Green Belt policy as it relates to a replacement 
dwelling and would not result in any unacceptable harm to the openness or visual amenities 
of the Green Belt. As such the proposal is found to comply with saved policies RE2 and H6 
of the Council’s saved Local Plan and national Green Belt policy in the NPPF.  

 
Reason for Deferral. 
 
Applications should only be deferred if the Committee feels that it requires further 
information or to enable further discussions with the applicant or in exceptional 
circumstances to enable a collective site visit to be undertaken.  
 
Clear reasons for a deferral must be provided with a summary of the policies in the 
development plan which are relevant to the deferral.    
 


