
	
Checking whether a bespoke application is duly made – WDA/GWA

Complete all dates DD/MM/YY. When all the checks are done update the dates, our IT systems and make sure everything is saved correctly to the DMS. Save the completed document to DMS using the title Duly Making Checklist (public register document). Delete boxes that do not apply to the application.

! Important
We have 21 calendar days from receipt of an application to decide if it is duly made. If we request additional information, the applicant should return it within 10 working days.
The duly made date is either…
(i). the date the application was originally received at Natural Resources Wales in the event of no additional information being requested during the duly make process or
(ii). the date at which the final piece of additional information requested during the duly make process is received.

	Summary

	Application details

	Application Reference
	PAN-003806

	Applicant name
	Gavin Jones

	Facility name
	Caerphilly Mountain Snack Bar

	NRM Area
	Rhymney Ebbw

	Local Authority
	Caerphilly

	Dates

	Date arrived in Permit Receipt Centre
	13/11/2018

	Date arrived with Permitting Officer
	28/11/2018

	Date RFI sent
	29/11/2018

	Date duly made 
	30/11/2018

	Anticipated Issue Due Date based on complexity of application (i.e. 1 or 2 months for simples / 3 or 4 months for complex: this needs to match the PALS Due Date).
	DD/MM/YYYYY

	Date payment made
	13/11/2018

	Date returned to applicant or deemed withdrawn
	DD/MM/YYYYY

	Date applicant sent duly made letter
	03/12/2018

	If asked to acknowledge a cheque payment date this acknowledgement sent:
	DD/MM/YYYYY



! Important:  If a customer gives feedback on the form the Permitting Officer should make sure this is passed on to the Permitting Development and Support team.

	Permitting Officer carrying out Duly Made Assessment:
	Date

	Aidan Byrne
	28/11/2018




	
Initial checks, including payment, confidentiality, national security and declaration - Part F1 or F2 (and relevant parts of B6.5)

	Is the form complete and does it contain all the right information….
	Yes
	No

	Has the correct application form (and version of the form) been used?
	x
	

	Is the fee correct based on the activity described?
Fee paid (delete as appropriate): £125 
Payment type (delete as appropriate):  Cheque
	x
	

	Does the application contain notification of national security issues/ or asked for any information to be kept confidential? No supporting information supplied claiming confidentiality If yes all officers involved must follow Environmental permitting: dealing with claims for national security
	x
	

	Has the correct person completed the declaration and do we have declarations for each applicant? Check against relevant people.
	x
	



	Application form Part A (and relevant parts of B6.5)

	Is the form complete and does it contain the right information…
	Yes
	No

	Applicant details complete? Need home address
	
	x

	Is the applicant a legal person as per definition of ‘operator’? Note: for registered companies and Limited Liability Partnerships check it is registered on Companies House.
	x
	

	Address details complete?
	x
	

	Contact details complete?
	x
	



	Application Types
	Forms

	Bespoke domestic sewage (<15m3/d to GW / <20m3/d to SW)
	B6.5

	Bespoke domestic sewage (>15m3/d to GW / >20m3/d to SW) and or all trade discharges
	B2 and B6

	· Bespoke Land Spreading discharges (i.e. sheep dip) 
	B2 and B7


NB: Make sure there is a section in the B6 for each type of facility listed in Part B2.

	Location and habitats checks – to complete for all applications

	National Park (SW discharges only)
	SPZ
	Drinking water protected area
	SAC
	SPA
	Ramsar
	SSSI
	Protected species 
	Shellfish or bathing water

	N
	N
	N
	[bookmark: _GoBack]N
	N
	N
	N
	N
	N



	Application form Part B6.5  – new bespoke for domestic sewage < 15m3/day to ground / <20m3 to SW

	Is the form complete and does it contain the right information…
	Yes
	No
	N/A

	1 & 2a. Complete Part A section above
	x
	
	

	2b - d. Site name, address and NGR provided? Confirm correct NGR
Type of activity confirmed?
	
	x
	

	3. Confirmed that read guidance and management system will meet requirements?
	x
	
	

	4. Has applicant provided a site plan and it is clear enough?Site plan must include the treatment facility, pipework and discharge point outlined in green. If sample point required and not at the outlet then it should be marked on site plan.
	
	x
	

	5a. Type of premises stated?
	x
	
	

	5b. Distance to foul sewer provided? Need to checkIf any part of the premises is within 30m of sewer, the applicant must provide evidence that they have approached the sewerage undertaker and submitted their formal response regarding connection. They must also show the difference in cost between connection to foul sewer and cost of purchase and installation of the proposed treatment facility.
	x
	
	

	5c -d. Is the foul sewer within 30m? 
Have they provided adequate justification for a non-mains drainage system? (If yes ensure follow non-proliferation policy OI 538_06)
	
	x
	

	5e. Volume and calculations provided and correct? If table 1 not used request max visitor numbers(if applicant hasn’t used the table to work out volume)
	x
	
	

	5f. Type of system given? 
If ‘other’ have design details been provided?
	x
	
	

	5g. Sample point NGR provided? (if not at the outlet) (note that existing discharges to ground less than 5m3/day don’t need to provide a sample point)
	
	x
	

	5h. Discharge Point NGR provided?
	
	x
	

	5i. Receiving environment in Table 2 provided?
	
	x
	

	6 -10. Relevant section completed (depending on receiving environment)
	
	x
	

	11a –b. Start date provided?
Will the discharge take place all year?
	x
	
	

	11c-d- 15. As per Part F2 above

	x
	
	








	Decision summary

	1
	Is the application sufficiently complete for us to begin determination and have we received the right fee?
Yes >>> Application is duly made (complete below and go to Q4):
	Date of decision (i.e. DM assessed date)
	28/11/2018

	Duly made date (i.e. date application deemed complete)
	30/11/2018



No >>> Send a Request for information letter asking for the information required to complete the application. Give applicant 10 working days to supply missing information The email should include the paragraphs to be included in the letter to request further information. (complete below and go to Q3):
	Date letter sent:
	29/11/2018





	2
	Has the requested information been received within the 10 days given? 
No >>> not duly made. Go to 3.
Yes >>> go to 1.Further information should be returned to P&SC so that the dates can be recorded on log and track, and the information can be added to EDRM and the public register. If NPT carried out additional technical checks, P&SC should contact the NPT officer to confirm that the additional information is sufficient to duly make the application. 

	3
	Send a Not duly made letter and state that fees are to be returned with the application.
Add details of RFI in notes box below and complete not duly made box). Save this report to the DMS with any other correspondence.

	4
	Is the duly made application for a site of high public interest?
Yes >>> For high public interest contact area to discuss stakeholder engagement plan and whether or not we need to advertise in a newspaper.
No >>> Send duly made letter




	Only complete the following if application is not duly made

	Are we returning the application fee to the applicant?
	Yes
	
	No
	

	Yes: date fee is returned:
	DD/MM/YYYYY

	No: state reason why we have not returned the charge:
	



	Only complete the following if application is withdrawn before it is duly made

	Date application withdrawn
	DD/MM/YYYYY

	Date we return fee
	DD/MM/YYYYY



	Decision and actions required

	
Use this box to record initial conversations with the applicant, detailed reasons why the application cannot be duly made (e.g. does not meet standard permit criteria due to distance to designated site), missing information that we need to ask for in the request for information/not duly made letter and any subsequent correspondence or actions. 

Info to RFI:
· Need supporting information to claim confidentiality 
· Need to ask if the home address of applicant is the same as the snack bar or is new address required
· [bookmark: _Hlk531255694]Need correct site NGR, is ST 15599 85226 correct? (2c)
· Require a site plan (4)
· Request max visitor numbers in summer
· Need sample point NGR if not at the outlet (5g) and discharge point NGR (5h)
· Require information about the receiving environment – table 2 and relevant section (5i)
· Who to talk to about billing and invoice (11d)?









