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FOREWORD

The citizens of Dundee should be justly proud of their city. We have an enviable reputation in
science, new technology learning and culture. We encourage innovative modern architecture 
whilst respecting the need to protect and enhance our built and natural heritage.

Creating an exciting city that is full of vitality and diversity is only achievable through careful
planning with the involvement of the business community and Dundee citizens. The Development 
Management Service is sharply focused not only in helping to maintain and improve standards 
in the built environment, but to do so in a way which is helpful to all those who use our service.

The first Development Quality Charter was published in 2005 and was prepared to advise our
stakeholders and our customers of the level and quality of service they may expect. This 
document has now been significantly updated and revised to reflect changes which have taken 
place in the planning world.

I trust that you will find the Charter informative. If you have views on any aspect of the 
Development Management Service, please advise the Council as our aim is to continuously 
monitor and improve the service we provide to our customers.

Cllr David Bowes
Convener Development Management Committee
March 2015
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CUSTOMER SERVICE

The Development Management Service is based at Dundee House, North Lindsay Street, Dundee. 

The Council’s Customer Services Team is located on the ground floor reception area of Dundee 
House and provides a convenient gateway to a range of Council services, including planning.

Customer service staff are available to receive planning applications, process payments and put 
customers in contact with the Development Management Team via the Duty Planning Officer. 

The Development Management Team will:

1. Provide help with selecting and providing the right kind of form and guidance notes 
compatible with the kind of application you may wish to make.

2. Accept planning submission for subsequent checking and acknowledgement by the 
Development Management service.

3. Make Planning Officers available during normal office hours Monday to Friday to provide
information and advice. If requested, we will visit disabled applicants or carers in their 
own homes to discuss their development ideas or submitted planning applications.
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4. Advise you if you need planning permission and discuss with you or your representative 
the planning issues relevant to your proposal.

5. Advise you on where you can obtain information or other kinds of permission which may 
be necessary.

PRE APPLICATION PLANNING ADVICE 

The Council strongly encourages those who are considering any built development or change of 
use of a property to seek independent professional planning advice from an architect or planning 
consultant. The Council’s Development Management Team is responsible for administering the 
legislation which governs the making and determination of planning applications. Details of the 
service provided are available in the booklet entitled The Development Management Service - A 
Users Guide. 

The Council provides free and independent professional planning advice in respect of the above 
services and strongly encourages customers to make use of this service early in the planning of 
their proposals. This enables the Development Management Team to provide clear guidance on 
the acceptability of proposals, the level of supporting information that is required to accompany 
planning applications and identify the need and amount of any developer contributions. 

To facilitate the timeous and efficient determination of major planning applications the Council 
encourages applicants to commit to Processing Agreements at the preplanning stage. This 
allows for the early identification of the Council’s requirements and realistic deadlines in the 
formulation, submission and determination of planning applications.

Contact details are provided elsewhere in this Charter.

http://www.dundeecity.gov.uk/sites/default/files/publications/CD_The_Development_Management_Service_2015.pdf
http://www.dundeecity.gov.uk/sites/default/files/publications/CD_The_Development_Management_Service_2015.pdf
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The Development Management Service will:

1  Acknowledge by letter or e-mail, within 5 working days, the receipt of any written request 
for preplanning application advice, which could not be provided immediately. A full 
written response will be given to you normally within 21 working days subject to the 
receipt of the required basic information.

2  Deal with any telephone enquiries for pre-planning application advice promptly or, 
where this is not possible because more information is required, within a mutually agreed 
timescale.

SUBMITTING YOUR PLANNING APPLICATION
 
As outlined above it is strongly recommended that either yourself or the person you have 
appointed to act on your behalf obtains advice from our Development Management Team 
before an application is submitted. Time spent engaging in pre-application discussions can save 
time (and money) later.

Planning applications may be submitted using forms and guidance notes available from our 
website or online via Scotland’s national planning portal.

http://www.dundeecity.gov.uk/citydevelopment/makeaplanningapplication
http://eplanning.scotland.gov.uk
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When your planning application has been received, the Development Management Service 
will: 

1.  Examine, register and acknowledge your application in writing within 5 working days of it 
being received in complete and valid form.

2.  Notify you in writing within 5 working days if your application is incomplete or invalid, 
with an explanation of how this deficiency can be corrected. 

3.  Return incomplete planning applications within 14 days when basic essential information, 
which has been requested, has not been provided. 

4.  Undertake, where this is necessary, to notify your neighbours of your application within 
5 working days of receipt of your valid application and where a statutory newspaper 
advertisement is needed to make arrangements for this as soon as possible. 

PROCESSING YOUR PLANNING APPLICATION 

Once your planning application has been submitted and registered as valid, the Development 
Management Service will:

1. Appoint a suitably experienced case officer to process your application through to a 
decision.
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2. Ensure your application is fully assessed and that a site visit is arranged prior to a written 
and publicly available report on the application being prepared. 

3. The report will give a clear explanation of the planning issues involved and will give 
reasons for the decision which, depending on the complexity of the case, may be either 
made by the Appointed Officer or by Councillors at Committee.

4. Be available to discuss the project with you throughout and to advise when a decision is 
likely.

5. Endeavour to determine:

i. at least 80% of all householder planning applications within 2 months of their receipt 
in a valid form;

ii. at least 80% of all non major applications within 3 months of receipt of a valid 
application;

iii. at least 60% of major applications within 4 months of receipt of a valid application

Timescales may extend beyond these periods if:

•  Additional plans or information are required and particularly if receipt is delayed.
•  Revisions to proposals are proposed (please note that for legal reasons significant 

changes may require the submission of an entirely new application).
•  Negotiations are necessary.
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• Special legal procedures are applicable to the planning applications.
•  Applications require to be determined by Committee rather than under powers 

delegated to the Appointed Officer.
•  The applicant fails to pay a recoverable charge in respect of statutory newspaper 

advertising undertaken by the Council.

6. For major applications the Council will seek to enter into Processing Agreements or 
similar arrangements which establish mutually agreed timescales for the provision and 
assessment of information and for decision making.

7. Return unprocessed, invalid applications, and valid applications which cannot be 
determined due to delays occurring when requested information is not timeously 
supplied by the applicant or their agent.

KEEPING EVERYBODY INFORMED 

The way in which planning services are delivered has now changed. Planning legislation 
introduced in 2009, together with the wider availability of online facilities and advice, now 
means that the Development Management Service is even more open and customer focused. 
Accordingly, the Development Management Service will:

1. On request, be happy to keep applicants or their agents and those who have made 
representations informed about the progress of a particular planning application.
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2. Maintain a free and accessible Planning Register of all applications yet to be decided and 
decisions where the process has been completed.

3. Publish each week on the Council’s website a list of new planning applications received.

4. Consult Statutory Consultees and encourage liaison with local organisations and 
Community Councils.

5. Arrange for all advertisements required by Regulations to appear in the Dundee Evening 
Telegraph as soon as possible after the receipt of a valid application.

6. On request, provide information in other languages and arrange assistance for blind or 
partially sighted customers who require access to planning information.

OBJECTIONS/REPRESENTATIONS 

Anyone can object to or make representations on any planning application. However, objections 
and representations must be made on valid planning grounds and must be made within laid 
down timescales. The guidance leaflet “Public Participation and Applications for Planning 
Permission” is available online and explains how objections or representations on a planning 
application can be made.

https://www.dundeecity.gov.uk/sites/default/files/publications/CD_Public_Participation_2015_Update.pdf
https://www.dundeecity.gov.uk/sites/default/files/publications/CD_Public_Participation_2015_Update.pdf
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In dealing with valid objections/representations the Development Management Service will:

1. Provide guidance to those wishing to comment on planning applications and assist in their 
understanding of planning issues which may affect the determination of an application.

2. Acknowledge letters of objection and representation from members of the public within 
3 working days of receipt.

3. Copy and send all letters of objection and representation to the appropriate Ward 
Councillor within 5 days of receipt.

4. Acknowledge comments on new planning applications submitted online within 3 working 
days of receipt.

DECIDING YOUR PLANNING APPLICATION 

A decision on your planning application is made by one of two methods - using powers delegated 
to the Director of City Development; or by the Development Management Committee.

The guidance leaflet “Public Participation and Applications for Planning Permission” explains the 
decision make process in greater detail.

https://www.dundeecity.gov.uk/sites/default/files/publications/CD_Public_Participation_2015_Update.pdf
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When a decision has been made on your planning application the Development Management 
Service will:

1. Normally issue the decision notice within 2 working days of the decision being taken.

2. Explain your right of Review or Appeal against a decision to refuse planning permission or 
against the imposition of a condition or conditions.

3. Notify individual objectors of the decision on the application within 10 working days of 
the Decision Notice being issued.

4. Update the statutory Planning Register with details of all new decisions within 5 days.

MONITORING & ENFORCING DEVELOPMENT 

It is important that all developments which require planning permission obtain permission before 
any development starts on site. In addition, all approved developments should be carried out in 
accordance with the permissions granted and with any conditions imposed. The City Council has 
a duty to investigate breaches of planning control and has powers under planning legislation to 
remedy breaches of planning permission.
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The booklet  “Planning Enforcement Charter: A Guide to Enforcing Planning Controls” explaining 
enforcement procedures in greater detail is available online.

Where an alleged breach of planning control is reported or suspected, the Development 
Management Service will:

1. Acknowledge valid written complaints (letter and Email) in writing within 10 workings 
days of receipt.

2. Visit the site of each complaint and undertake further research to establish whether or not 
the activity or building work is considered to be unauthorised.

3. Where possible contact the owner/occupier or the property concerned within 10 working 
days to discuss beaches of planning legislation.

4. Inform the complainant of the course of action which the Planning Service intends to take 
regarding the complaint within 5 working days of a decision.

PERFORMANCE MONITORING & CONTINUOUS IMPROVEMENT 

Our Development Management processes, procedures and local performance standards, in 
addition to those established by Scottish Ministers and the Accounts Commission, will be 
identified and regularly reviewed through the Planning Performance Framework.
Comments and suggestions from customers are very important to us to show how well we are 
performing and where we can still improve.

http://www.dundeecity.gov.uk/sites/default/files/CD_enforcement_charter2013.pdf
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To monitor and review our performance the Development Management Service will:

1. Annually report performance in the Planning Performance Framework and publish the 
results on the Councils website.

2. Periodically review and update the Development Management Service procedures to 
ensure efficiency and effectiveness of the service is maintained and if possible improved.

CUSTOMER SATISFACTION 

The Development Management Service is committed to providing the highest standards of 
service for the citizens of Dundee. However, we do not always get things right first time. Where 
we do receive a complaint relating to the way we have delivered our service (as opposed to a 
decision we have reached on an application) we will be thorough and prompt in dealing with it.

If you have a complaint please follow the instructions on the Interactive Form 

CUSTOMER CONDUCT 

The Development Management Service supports the highest standards of customer care. 
However, the Council will not tolerate instances of verbal or physical abuse of its officers or 
Members. The Council will record such incidents and may report the most serious incidents to 
the police.

https://www.dundeecity.gov.uk/forms/dcc_complaint.php
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HOW TO CONTACT US 

The Reception at Dundee House is open for enquiries by personal callers during the following 
hours: Monday to Friday 0830-1700 and on Wednesdays 0930 –1700. Dundee House will be 
closed at all other times. No appointment is necessary although it is better to make contact with 
the Duty Planning Officer by telephone in advance if you consider that a meeting is necessary 
or if professional planning advice is needed. The contact telephone number for this service is: 
01382 433105

The Development Management Team can also be contacted by email at: 

development.management@dundeecity.gov.uk

If you have made a planning application and wish to discuss it with the officer assigned to the 
application, contact details will be provided on correspondence you or your agent will have 
received from the City Development Department.

The Development Management Charter is our commitment to you in providing a more effective 
and efficient service with clearly defined standards of customer care.

Where we fail in our commitment to you we wish to hear from you so that our service can be 
continually improved.
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If you wish to write to us concerning this Charter or the services we provide, we can be contacted 
at the following address:

Charlie Walker - Team Leader
Email: charles.walker@dundeecity.gov.uk 
Telephone: 01382 433378

The Development Management Service
City Development Department
Dundee City Council
Dundee House
50 North Lindsay Street
Dundee DD1 1QE

FURTHER INFORMATION 

Further information on all City Development Department services can be found online at the 
following web page: http/www.dundeecity.gov.uk/citydevelopment 

DUNDEE TRANSLATION AND INTERPRETATION SERVICE

If you have difficulties understanding English, please contact Dundee Translation and 
Interpretation Service 

http://www.dundeecity.gov.uk/citydevelopment
http://www.dundeecity.gov.uk/a2z/interpreting
http://www.dundeecity.gov.uk/a2z/interpreting
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Arabic

Bangladeshi
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Bengali

Chinese
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Polish
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Punjabi

Urdu

Urdu T5.7.10          
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