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[bookmark: _Toc221116325]APPENDIX F: Planning Committee Update Report Template
This appendix sets out a template for an update report to planning committee which is designed to ensure that late material is only reported where it is necessary and then in an appropriate and consistent way to minimise the risk of legal challenge or complaint to the Ombudsman.
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Planning Committee Update Report [Date]
When completing the report [text in square brackets] should be edited as follows:
[Normal text] should be replaced as necessary when drafting the report.
[Italic text] is instructional and must be deleted before finalising the report.
[bookmark: _Toc214960677][bookmark: _Toc221116326][bookmark: _Toc231317476]Item [X]: [Address Of Item]
[bookmark: _Toc214960678][bookmark: _Toc221116327][bookmark: _Toc231317477]Committee Report Errata
[NOTE: Only include corrections that make a material difference to the accuracy or potential understanding of the report – minor typos, grammatical errors and similar corrections do not need to be made – otherwise delete this section.]
The following corrections are made to the report:
[correction 1]
[correction 2]
[etc …]
These corrections do not affect the conclusions and recommendations in the committee report.
[bookmark: _Toc214960679][bookmark: _Toc221116328][bookmark: _Toc231317478]Late Consultee Responses
[NOTE: if there are none, delete this section, otherwise draft it as follows:
· summarise views using bullet points where possible – DO NOT INSERT VIEWS VERBATIM;
· the case officer should ensure that these matters are dealt with, as necessary, in the (OFFICER COMMENT: …) brackets; and
· where views are not a material planning consideration, include a note in brackets as follows: (OFFICER COMMENT: this is not a material planning consideration because …)
Edit as necessary]
Since drafting the report, [a further consultee response has] [further consultee responses have] been received. The advice is summarised below:
Statutory Consultees
In determining this application, the Committee must take these views into account.
[Name Of Consultee]
[…] (OFFICER COMMENT: …)
[…] (OFFICER COMMENT: this is not a material planning consideration because …)
[Name of Consultee] have requested the imposition of a planning condition to safeguard the following matter(s):
[…] 
[This matter is] [These matters are] safeguarded through [name of legislation] and therefore, in line with the advice in the PPG on the use of conditions and duplicating or extending other consent regimes, this will be covered with an informative.
Non-Statutory Consultees
In determining this application, the Committee should have regard to these views but are not under the same legal requirement to take them into account as Statutory Consultees.
[Name Of Consultee]
[…] (OFFICER COMMENT: …)
[…] (OFFICER COMMENT: this is not a material planning consideration because …)
[bookmark: _Toc214960680][Name of Consultee] have requested the imposition of a planning condition to safeguard the following matter(s):
[…] 
[This matter is] [These matters are] safeguarded through [name of legislation] and therefore, in line with the PPG on the use of conditions and duplicating or extending other consent regimes, this will be covered with an informative.
[bookmark: _Toc221116329][bookmark: _Toc231317479]Late Local Representations
[NOTE: if there are none, delete this section, otherwise draft it as follows:]
[Since drafting the report, further representations along the lines set out in the report have been received. Therefore, the issues raised have already been reported to the Committee for consideration.]
[Since drafting the report] [In addition], the following representations raising new issues have been received, which are summarised below. In determining this application, the Committee must take these representations into account.
[NOTE: for NEW REPRESENTATIONS only:
· summarise views using bullet points where possible – DO NOT INSERT VIEWS VERBATIM;
· the case officer should ensure that these matters are dealt with, as necessary, in the (OFFICER COMMENT: …) brackets; and
· where views are not a material planning consideration, include a note in brackets as follows: (OFFICER COMMENT: this is not a material planning consideration because …)
Edit as necessary]
Objecting Representations
The following new representations objecting to the proposal were received:
[…] (OFFICER COMMENT: …)
[…] (OFFICER COMMENT: this is not a material planning consideration because …)
Supporting Representations
The following new representations supporting the proposal were received:
[…] (OFFICER COMMENT: …)
[…] (OFFICER COMMENT: this is not a material planning consideration because …)
Procedural Issues
The following new procedural issues were raised, which are addressed below:
[…] (OFFICER COMMENT: …)
[bookmark: _Toc214960681][bookmark: _Toc221116330][bookmark: _Toc231317480]Late Information
[NOTE: if there is none, delete this section, otherwise draft it as follows:]
Since drafting the report, the following material, which needs to be brought to the attention of the Committee to enable them to consider/determine this item, has been received:
[…]
[etc …]
[bookmark: _Toc214960682]This new information does not affect the conclusions and recommendations in the committee report.
[bookmark: _Toc221116331][bookmark: _Toc231317481]Recommendation Changes
[NOTE: edit as necessary]
No changes are made to the recommendation.
[OR]
As a consequence of:
[…]
[etc …]
the following changes are made to the recommendation:
[…]
[etc …]
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