Landspreading determination process checklist
PAN-030162
	
	Action
	Completion date

	1
	Allocate application on PALs, claim on the virtual TiB and cut and paste application form from 03. Deployment Admin to your own WIP
	28/08/25

	2
	On Decision Documents: fundamentals checks:
- is the base permit still live
- has the fee been paid? Is it correct?
- have the fundamental documents been provided? 

Payment: If its more than a week after they say they’ve paid contact banking team to check

If any of the fundamental documents have not been included, the application should be returned immediately.
	28/08/25

	3
	Duly make on PALS

Duly making assessments are only carried out for permits not deployments. Need to "duly make" on PALS ASAP to ensure dates are shown and schedule 5 RFIs can be entered
	28/08/25

	4
	Save application documents from application form

Follow the public register guidance
	28/08/25

	5
	Draw field boundaries onto MyMap for Permitting via PaLS

Will open on the grid reference entered onto PALS.
Click on capture location tab, select polygon and click on Continue. You’ll then be prompted to draw a shape. Do that for each field in the application, saving each shape as you go.
Once all shapes have been drawn click finish.
Ensure that the lines drawn to not cross over each other otherwise the shapes will fail to save.
	02/09/25

	6
	Complete MyMap screening report

Manual: Add relevant layers noted in the DD, take screenshots and save to the DMS.
Ad-hoc report: from MyMap for permitting however it only captures from a single point not from field boundaries (request currently with ICT to change this)

If there are protected species and you need to consult then contact speciesteam@cyfoethnaturiolcymru.gov.uk
	10/09/25

	7
	on DD complete sections:
- application form
- location
- waste analysis
- soil analysis
- benefit statement
- site specific risk assessment
- appendix iv assessment (SSSI)
- Habitats regulation assessment (SAC, SPA, Ramsar)
- comments

See DD for notes
	17/09/25

	8
	Complete nutrient calculator based on information on application. 

Ensure our calculations match those of the applicant & any results highlighted are investigated
	10/09/25

	9
	Review comment form

Make note of the consultation end date and remember to add "consultation closed" when the date has passed
	16/09/25

	10
	Draft request for information in line with new RFI process

Follow template- return if criteria is not met as per new RFI process
	18/09/25

	11
	Add the request for information details and time onto Schedule 5 section of PALS

Application must be duly made to do this. Keep Schedule 5 open until the response has been received, and every request has been completed.
	18/09/25

	12
	If necessary, complete Appendix iv (SSSI) sending for consultation as necessary

Either save for information only (if doing this remember to rename the document with this) or send for consultation (4 weeks/20 working days)
	17/09/25 for info only

	13
	If necessary complete Habitat Regulation Assessment- Form1 (SAC/SPA/RAMSAR) sending for consultation.

Either enter information onto HRA section of the DD or complete Form 1 & send for consultation (3 weeks/15 working days)
	n/a

	14
	Keep check on dates for determination date, comment form closing & RFI and App iv/HRA responses

Chase if no response received
	23/09/25

	15
	Review responses on comment form
	23/09/25

	16
	Review responses to RFI

Ensure all emails are saved via repstor
	23/09/25

	17
	Review responses to App iv/HRA

Ensure App4 and Form2 (as relevant) have been completed and saved to DMS
	n/a

	18
	Complete issue letter and all sections of PALS
	23/09/25

	19
	Check with mentor if application can be issued
	23/09/25

	20
	Send to TL for approval

Once Decision Document, PALS, and Issue letter complete (as far as possible without issuing) send sign off request to Team Leader. 
Include links to DMS folder to review application documents and e-mails and link to WIP folder to see documents used for assessment. 
When confirmation of sign off is received save e-mail to DMS using Repstor (Not public register-internal-e-mail)
	23/09/25

	21
	Save TL sign off email to DMS
	24/09/25

	22
	Complete issue letter

If current deployment has not been expired yet, ensure correct dates are entered onto PALS and into the letter
	24/09/25

	23
	Email copy of the issue letter to the applicant
	24/09/25

	24
	Save to DMS:
- TL approval email
- issue email
- Decision Document
- Nutrient Calculator
- issue letter
- MyMap screening report

Ensure all emails are saved via repstor using the date received date.
Issue letter should be saved onto the DMS as "Permit" "Licence Supervision". All red DD text should be deleted prior to issue
	24/09/25

	25
	Issue deployment on PALS

If current deployment has not been expired yet, ensure correct dates are entered onto PALS and into the letter
	24/09/25



