
Pre-Application Guidance Note for Customers 
 

What is Tendring’s Pre-Application Process? 

 

Pre-application advice is an optional service offered before full planning permission that allows you 

to understand whether planning permission is required, how development policies would apply and 

to help identify any potential problems prior to the submission of a full planning permission 

application is submitted. 

 

More specifically, as part of our pre-application service we aim to provide you with the following 

advice: - 
 

➢ If planning permission is required and what type of application is needed; 
➢ The main policies and considerations relevant to an application for your proposed development; 
➢ Our informal view on your proposal and the likelihood of a formal application being approved 

or refused; and 
➢ What information is required to accompany a formal planning application for your proposal. 

 
How do I find out more information? 

 

To initially locate the Tendring District Council pre-application service, please visit 

www.tendringdc.gov.uk and from here you should click on ‘Services’ in the top right of the screen, 

and then click on ‘Planning & Building Control’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Following this, please select ‘Planning’ on the left side of the screen, followed by ‘Pre-Application 

Advice’, which again is located to the left side of the screen. This will take you through to the main 

pre-application page, as per the image below. 

 

  
 

 

 

 

 

http://www.tendringdc.gov.uk/


 

Within this page there are a range of options, including a better understanding of what the pre-

application process is, the fees associated with using it, and also the timescales for when you can 

expect to receive a response from us. 

 

 

 
 

How do I apply for a Pre-Application? 

 

Within the ‘Pre-Application Advice’ page, there is a section titled ‘Pre-Application Forms’, and this 

explains that you will need to print and complete the relevant application form, including stating the 

full site address and details of the proposal. Once the form is complete please send this to us in one 

of the following ways: 

 

Via e-mail: Send to dcadmin.planning@tendringdc.gov.uk  

Via Post: Send to Town Hall, Station Road, Clacton on Sea, CO15 1SE 

 

Please note your pre-application should be accompanied by documents including a scaled location 

plan, photographs as necessary and, if possible, floor plan and elevation drawings. 

 

Once this has been undertaken, you will then need to make the necessary payment. You can do this 

by one of the following ways: 

 

➢ Credit/debit card over the telephone. Please call 01255 686190 to make a payment; 

➢ Visit our team at the Town Hall, Station Road, Clacton on Sea, CO15 1SE; or 

➢ Send a cheque via post made payable to Tendring District Council. 

 

Please note that the fee must be paid before a request for pre-application advice can be processed. 

If paying by credit/debit card over the telephone please ensure we are in receipt of the pre-

application documents prior to making payment. 

 

 

mailto:dcadmin.planning@tendringdc.gov.uk


 

How much will a Pre-Application cost? 

 

The cost of a pre-application can vary based on a range of factors, including the type of 

development, whether you have chosen to engage external consultees, and whether you require an 

online meeting or a written response. The full list of costs can be found on here. 

 

Alternatively, if you just require the costs for Tendring District Council services only, please click 

here. 

 

Which Application Form should I Complete? 

 

There are two different pre-application forms, the first being the ‘Pre-Application Enquiry Form’. This 

should be completed for all pre-application enquiries, however in the event that your application is 

for a householder development then you will also be required to complete the ‘Householder Project 

Sheet’ so that we are able to better understand the more specific requirements of your enquiry. 

 

Completing the Application Form(s) 

 

1. Pre-Application Enquiry Form: 

 

Initially, please look to complete your contact details and details of the application site/works being 

proposed. The more accurate a description you are able to provide, the more detailed a response 

we will be able to provide you with. 

 
The next stage is to tick whether you would like a desktop assessment only, which will mean the 

Council will provide you with just a written response, or whether you would like a desktop plus 

assessment. The latter approach will include an online meeting, but please note this will be at an 

additional cost. 

 

 

 

 

 

 

 

 

From here, you will need to tick the relevant boxes for the information you have provided alongside 

your pre-application submission. In addition, please also tick the relevant boxes for any external 

bodies you wish for us to consult as part of your pre-application. Please note external organisations 

will require an additional payment for their response, with full details of these listed on our fee 

schedule. Lastly, please sign and date the form.  

https://legacy.tendringdc.gov.uk/sites/default/files/documents/planning/Pre-Application%20Proposed%20Fee%20Schedule%20-%20Final%20Version%2025-04-24%20-%20following%20external%20consultees%20comments%20v2.pdf
https://legacy.tendringdc.gov.uk/sites/default/files/documents/planning/TDC%20-%20Pre%20App%20Fees%202024-2025.pdf
https://legacy.tendringdc.gov.uk/sites/default/files/documents/planning/Pre-Application%20Form%20-%20Version%20v4.pdf
https://legacy.tendringdc.gov.uk/sites/default/files/documents/planning/Householder%20Project%20Sheet%20for%20Pre%20Applications%20Relating%20to%20Householder%20Development.pdf
https://legacy.tendringdc.gov.uk/sites/default/files/documents/planning/Householder%20Project%20Sheet%20for%20Pre%20Applications%20Relating%20to%20Householder%20Development.pdf
https://www.tendringdc.gov.uk/content/pre-application-fees-charges
https://www.tendringdc.gov.uk/content/pre-application-fees-charges


 
 

2. Householder Project Sheet: 

 

For pre-applications that specifically relate to householder developments such as 

extensions/alterations to an existing dwelling for example, you are also required to complete this 

form in addition to the Pre-Application Enquiry Form. 

 

On the first page (image below), please look to complete as much information as possible to help 

us better understand the existing property. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Following this, on Page 2 (image above) please only complete the section(s) that are relevant to 

your pre-application. Please note you are not required to complete the sections that do not relate to 

the works you are seeking advice for. 

 

 



What happens next? 

 

Upon receipt of your pre-application request and fee, our Validation Team will review the submission 

and determine if the information provided is sufficient to make the pre-application valid. If the 

application is made valid, you will receive an email/letter notification from us to confirm this, confirm 

the Case Officer who has been allocated your pre-application, and a notification of when you can 

expect a formal response from us. Please note that in the event you have requested a meeting, then 

the response date will not be confirmed, as this will be clarified at the meeting instead. 

 

In the event that the information submitted is not sufficient to make the application valid, we will 

instead contact you to confirm this and advise the information we will require from you in order to 

make the pre-application valid. 

 

The pre-application response times will depend on the size of your development. If the development 

is defined as a ‘minor’ development (i.e. householder works or developments up to 9 dwellings or 

on sites up to 1 hectare, or development with less than 1,000sqm floorspace), you should expect to 

receive a response 30 days from the date of validation. If the development exceeds the above 

criterion then it is classed as a ‘major’ development and response times will instead be 35 days from 

the date of validation. 

 

Please note that if you have selected to have an online meeting as part of your pre-application then 

the response time will be either 30 or 35 days from the date of the meeting as opposed to the date 

the pre-application was made valid. 

 

How can I arrange a Meeting? 

 

In the event that you have selected and paid for the option to have an online meeting as part of your 

pre-application submission, Officers will contact you to arrange a suitable date for this, likely via e-

mail. If possible, please provide some dates within your submission that you would typically be 

available, as this will help to speed the process up of facilitating a suitable date for all parties. 

 

All online meetings will be via Microsoft Teams only. 

 

Can I get advice from External Bodies? 

 

As part of Tendring District Council’s pre-application service, we are now combined with the following 

internal and external bodies: 

 

➢ Tree and Landscapes Officer; 

➢ Environmental Protection; 

➢ Essex County Council Highways; 

➢ Essex County Council Place Services (Heritage); 

➢ Essex County Council Place Services (Ecology); 

➢ Essex County Council Place Services (Urban Design); and 

➢ Essex County Council SuDS. 

 

Please note that for pre-application requests for Tendring District Council services only, we will only 

consult with our Tree and Landscape Officer and Environmental Protection team where necessary. 

All external consultants must be selected when you apply for your pre-application should you wish 

to receive comments from them. 

 

 

 

 



What can I expect from a Pre-Application Response? 

 

Our pre-application response will initially aim to clarify whether planning permission is required. If 

permission is not required, the reasoning for this will be outlined including a summary of the 

permitted development rights that would be met. 

 

Alternatively, in the event the pre-application would require planning permission, the response will 

highlight the site context (including any constraints) and provide a detailed assessment of the key 

areas that would ordinarily be considered within a full planning application. Officers will then provide 

a conclusion as to the likelihood of such a development being acceptable or not*. In addition, we will 

detail the next steps to submit a planning application, including the information we would require in 

order for such an application to be valid, and will also provide you with the full comments received 

from consultees. 

 

*Please note that the advice we provide can only reflect the information that is provided to us. In the 

event that limited information is provided, the clarity in the response will be reduced. 

 

 

 


