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Introduction

A regular review of the planning scheme and its associated

What does the Act require?

business processes has many benefits, including:

Section 12B of the Act includes a requirement for a planning

• reducing the complexity of processes and controls

authority to regularly review its planning scheme.

• removing unnecessary permit requirements

The objective of a review is to enhance the effectiveness and

• improving the performance of the planning scheme and

efficiency of the planning scheme in achieving the objectives

strengthening its strategic objectives
• helping to comply with Best Value reporting requirements.
The Continuous Improvement Review Kit provides planning and
responsible authorities with a suggested methodology that will
both meet the requirements of the Planning and Environment
Act 1987 (the Act) for the monitoring and review of planning
schemes and identify potential operational improvements that
can save money and staff resources in the planning department.
The kit was developed by the Department of Sustainability and
Environment (DSE) and the Municipal Association of Victoria
(MAV) and piloted and refined with the assistance of the Baw
Baw, Latrobe, Bass Coast, South Gippsland, East Gippsland,

of planning in Victoria and the objectives of the planning
framework established by the Act.
The review must evaluate the planning scheme to ensure that it:
(a) is consistent in form and content with the directions or
guidelines issued by the Minister under section 7; and
(b) sets out effectively the policy objectives for use and development
of land in the area to which the planning scheme applies; and
(c) makes effective use of State provisions and local provisions
to give effect to State and local planning policy objectives.
On completion of a review under this section, the planning
authority must report the findings of the review to the Minister.

Wellington and Knox Councils.

An integrated approach

The kit sets out a methodology for conducting the review. This

The kit complements other corporate and statutory reporting

methodology has been tested by the pilot councils and shown

obligations, including the Council Plan, Business Planning,

to be effective.

council’s annual risk insurance audit, Best Value and other

The kit also includes:

strategic council documents.

• self-audit tools to help to carry out the review (Appendix A)

Council should ensure that there are clear links between the

• a suggested approach for the workshop sessions
(Appendix B)
• examples of planning practices that may prove useful
(Appendix C).

review of the planning scheme and processes and existing local
government monitoring, review and organisational requirements
to ensure that the maximum value for all systems is gained.

Best Value

We welcome feedback on the content of the Kit so that

The Continuous Improvement Review Kit is consistent with the

improvements can be made periodically.

Best Value Principles and can provide a structure for collecting

A practice note ‘Review of Planning Schemes’ is also
available. The practice note sets out:
• What is a planning scheme review?

information necessary to apply the Best Value Principles and
reporting implementation and outcomes to the community.
Councils using the kit can be confident that they are fulfilling
the requirements of sections 208A to 208E of the Local

• The review process.

Government Act 1989 for the review of council planning

• Reporting the review.

services. Only some additional quality and cost information may

Email us at planning.systems@dse.vic.gov.au

be necessary to meet the Best Value Principles.
Further information and details on Best Value can be found at

2

www.dvc.vic.gov.au in the Local Government Victoria section.

Planning Scheme and Process Review
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The review process

The review process

The annual review

The process for completing the review is flexible and can be

To fully benefit from the planning scheme and process review,

altered to suit the requirements of each council. The application

council is encouraged to also undertake an annual review of its

of the kit can be adjusted to fit local issues and circumstances.

planning services. An annual review helps council to monitor

The process has been designed so council can undertake the
review without needing to engage a consultant. However,
should council choose to use consultants, the kit can be used to

implementation and supports the continuous improvement
approach. This is a scaled down version of the full review
process and could involve:

establish the parameters of their work and assist in costing the

• a user’s forum to:

project.

– review and update the Implementation Plan from the previous

In addition, councils can undertake the process either

planning scheme review

individually or as a group of councils. A joint review allows

– identify any emerging issues; and

knowledge and experiences to be shared throughout the

– provide feedback to council on an annual basis

process.
In addition to the planning scheme review required by the Act,
there are many benefits from also conducting a smaller annual
review. The kit has been developed so that it can be undertaken
in two stages:
1 A full planning scheme and planning process review as
required by the Act.
2 An annual review. This is a shortened version of the full
review and can be individualised to suit the particular needs
of council.

• the completion of the audit tools.
Council might also consider including in the annual review:
• a review of VCAT decisions and any Planning Panel
recommendations in relation to the planning scheme.
The benefits of an annual review are that it:
• helps to ensure that the actions needed to improve the
planning scheme and planning system are completed in a
systematic and timely way
• assists in compiling issues for the planning scheme review
• establishes a mechanism for highlighting planning scheme
and process issues on an ongoing basis.
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Step 1 - Scope the review

Step 2 - Collect data

What will be the scope of the review?

What information needs to be collected?

What will be the main issues to focus on?
The following approach is suggested:
1. Establish a review committee to ensure a range of views
are brought to the process. The team could comprise senior
strategic and statutory planners, the Director of Planning, the
Best Value planning coordinator and one or more councillors.
2. Appoint a project manager.
3. The review committee should:
• develop and set down the aims of the review such as:
– a strategically driven planning scheme
– better and quicker planning decisions
– reduced processing times, resulting in reduced development costs.
– a planning department focused on achieving continuous
improvement
– community having an enhanced sense of confidence with the
planning system

It will not be possible or desirable to review everything about
the planning scheme and the planning process. What data
needs to be collected will depend on the specific project
objectives.
Relevant planning documents for review are likely to include:
• the planning scheme and relevant State provisions and
policies
• any approved Government Strategy, such as Melbourne 2030
or any regional strategy
• any previous review recommendations and the
recommendations of any relevant Planning Panel or Advisory
Committee
• any new strategic plans (eg local structure plans) that have
been developed by council
• any key VCAT decisions
• key planning files (refer file audit tool)

– improved planning staff and councillor credibility

• the annual DSE/MAV Planning Permit Activity Report

– improved planning staff job satisfaction and retention rates.

• the Council Plan

– a set of objectives to drive and monitor improvements

• the Best Value framework, particularly the requirement for

• develop a project methodology, time frame and related
meeting schedule
• decide whether the project is to be undertaken individually or
with a group of councils

quality and cost standards and performance outcomes and
related factors that need to be taken into consideration when
developing the quality and cost standards for the planning
service as required by section 208D of the Local Government
Act 1989.

• develop a consultation strategy

Outcome of step 2:

• determine if consultants are necessary and for what tasks

• A summary of all the issues arising from the planning

• decide how to inform councillors, executive management,

document review.

and the planning department of the progress of the review
and the expected outcomes of the review.
Outcome of step 1:
• The appointment of a review committee including a project
manager.
• The aims of the review are agreed and documented.
• Project methodology.
• Consultation strategy.
5

Step 3 - Consultation

The Best Value Victoria Community Consultation Resource

Who should we inform, consult and listen to?

Guide provides councillors, council staff and service providers

How should we engage the community and stakeholders?

with tools to enable them to adequately plan and implement

Consultation is an important part of the monitoring and review

of consultation strategies and policies used by many Australian

process. This is because reviewing existing documentation will

local governments. It can be obtained at www.vlga.org.au.

not be enough to measure the performance of the planning
scheme and planning processes.

The outcomes of the consultation should be considered when

The purpose of the consultation is to understand the

performance of the planning scheme and processes.

community’s expectations, how they perceive the planning
scheme and processes and how they can be improved.
Consultation is about engaging with the users of the planning
system such as residents, community groups, the development
commmunity and professionals. The level and extent of
consultation is up to each council to decide.
There are a number of different ways that we can effectively
listen to community views. Information can be gained by
directly seeking feedback by way of telephone surveys,
workshops or focus groups, questionnaires or surveys.
Council will find the DSE publication Effective Engagement:
building relationships with community and other stakeholders,
useful in deciding how to engage the community and other key
stakeholders to obtain and share information across a range
of stakeholders to achieve better results. It can be obtained at
www.dse.vic.gov.au/engage.
One consultation method is to convene workshops to identify
those things that have helped achieve a particular objective
and those things that have worked against the achievement of
objectives. A suggested workshop session approach is included
in Appendix B.
Other consultation processes can also be used such as Best
Value, the State Government Annual Community Survey and
other relevant council consultation exercises.
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meaningful consultation. The guide also includes a useful list

completing the self-audit tools and reviewing the content and

Outcome of step 3:
• A summary of all the issues arising from the consultation.

Step 4 – Doing the review

File audit tool (See Appendix A2)

Applying the tools

A thorough audit of a sample of completed planning files is an

Four audit tools have been developed to assist the review

excellent way of monitoring the performance of the planning

process. The outcomes from steps 1 and 2 provide input into

department. A file audit is also an agreed way of identifying

these tools.

procedural problems such as blockages in the assessment

Resources needed

documenting site visits) that might need to be remedied.

• relevant statistics from council’s planning information systems
• council’s annual report, Council Plan and Best Value program
(where it relates to the operation of the planning unit)
• an organisational plan of the structure and staffing of the
planning unit.
1. Planning scheme review
Planning scheme audit tool (See Appendix A1)

process and poor administrative practices (such as not

A selection of 30 to 50 completed planning files that represent
a cross section of planning issues, geographical areas, report
authors and VCAT determinations during the previous 12
months should be made.
Preferably, the project manager and senior statutory and
strategic planners should undertake the file audit.
Ideally, council can satisfy other audit process requirements

The Planning scheme audit tool aims to:

concurrently, such as the risk insurance audit and delegation

• maintain the strategic focus of the planning scheme

audits.

• ensure council’s continued ownership and commitment to the

Planning workload and office statistics audit tool (See Appendix

planning scheme and it’s continuous improvement

A3)

• satisfy the requirements of section 12B of the Act.

This audit analyses various quantitative statistics including:

This audit tool includes a number of questions about the

• existing and proposed staffing levels

planning scheme, in particular about:

• workload (planning permits, number of VCAT reviews,

• the content of the Local Planning Policy Framework

planning scheme amendments and strategic planning

• the consistency of the planning scheme with the State

projects)

Planning Policy Framework

• existing and proposed budget.

• the strategic performance of the planning scheme

This audit tool focuses on quantitative data to establish the

• any strategic gaps in the planning scheme

performance of the planning department. By using this tool,

• linkages between the Council Plan and the planning scheme
• format, consistency and useability of the planning scheme.

2. Planning process review
A review of existing planning systems and processes is likely to
identify opportunities to improve the administration of council’s
statutory responsibilities.

performance in a range of areas, from staffing and registration
of applications to enforcement and applications for review, can
be measured.
The audit tool allows performance to be measured at the
beginning of the review and performance benchmarks to be
set for subsequent years. Achieving these benchmarks will
help to ensure a process of continuous improvement within
the planning department and provide a means of measuring
compliance with the statutory requirements of the Planning and
Environment Act 1987.

7

Planning processes audit tool (See Appendix A4)

Step 5 - Analysis

The audit examines the effectiveness and efficiency of the

What are we going to do?

planning department and its systems and processes. Both
quantitative and qualitative data can be used as part of this
process. Because the audit is focused on operational efficiency
of the planning department, this section of the audit is aligned
with the various stages of the permit assessment process and
the other statutory responsibilities of the council.

the existing planning scheme and processes. This enables
confirmation or dismissal of the issues and trends that have
been identified and an understanding of the extent of the
issues. It also enables an appreciation of the reasons why the
issues are being raised and potential actions that can be taken

The following issues are covered:

to address the issues.

• pre-application

As part of the analysis it may be useful to review examples of

• registration, referrals, lodgement and assignment

planning practices used by other councils (Appendix C). The

• preliminary assessment
• consultation and public notification
• delegation
• assessment, reporting and decision-making
• applications for review
• enforcement
• training and support.
Outcome of step 4:
• A summary of the current situation, trends and issues in key
performance areas.
Suggestions:
• Involve strategic and statutory planners throughout the
process to ensure sharing of knowledge.
• Understand statistical needs and identify and set up data
systems to deliver information required to decide on
improvements.
• The annual DSE/MAV Planning Permit Activity Report
contains information on total applications lodged,
number of decisions on applications lodged, and land
use and development categories for applications.
• VCAT has data available on the number and type
of applications for review lodged by council at
www.vcat.vic.gov.au.
• Data on the number of planning scheme amendments
can be obtained from DSE at www.dse.vic.gov.au/
planning/amendments.
8

This step analyses the outcomes of the previous steps against

examples have been identified by councils that have completed
the review process.
Outcome of Step 5:
• An understanding of the issues and their relative importance.
• An understanding of actions that can be taken to address the
issues.
• Recommendations on the priority of the actions and the
weight they should be given.

Step 6 - Report the review

Section 12B (5) of the Act requires a council, on completion of

Who needs to be informed about what we have found and

the review, to report the findings of the review the Minister.

what we will be doing?

The report to the Minister should:

Each council will have its own method for reporting the

• identify the major issues facing the municipality

outcomes of the review.
The review should be presented in a report to council which:
• identifies the major planning issues facing the municipality
• demonstrates how the planning scheme implements State
Planning Policy
• assesses the strategic performance of the scheme
• documents the strategic work that has been completed or
carried out since the previous review of the scheme or MSS
and any additional work required to strengthen the strategic
direction of the planning scheme
• describes the monitoring and review process that has been
carried out
• outlines the consultation process and its outcomes
• makes recommendations arising from the review including:
– possible changes to the strategic objectives of the LPPF

• outline key matters requiring further strategic work to
strengthen the strategic objectives of the planning scheme
in terms of its efficiency and effectiveness to satisfy the
requirements of section 12B of the Act
• outline issues that require the engagement or assistance of
the Department of Sustainability and Environment
Councils are encouraged to notify the department of any of
their planning practices that should be added to Appendix C.
This enables all councils to share experiences and benefit from a
collaborative approach.
Outcome of Step 6:
• Report back to the workshop participants on the outcomes of
the review.
• A report to council.
• A report to the Minister.

– possible changes to the implementation tools to achieve the
strategic objectives
– matters requiring further strategic work to strengthen the
strategic objectives of the planning scheme
• streamlining the permit process including:
– identifying matters that should not require a planning permit
– opportunities to introduce simpler assessment and approval
processes
– possible ‘fast tracking’ of various application types
• outlines the operational improvements to current planning
process recommendations including:

Suggestions:
• The project manager should report back to the workshop
participants on the outcomes and invite them to review
progress and implementation one year after their
participation.
• Establish a permanent stakeholder group to focus on
the operation of the planning scheme and planning
processes.
• Consider making a summary of the report available to
other councils for their review.

– council practices which should be changed, modified or
replaced in order for improvements to be made to the
planning department
– compiling planning application and application for review
statistics and other relevant information in a manner suitable
for review and analysis at the next audit.

9

Step 7 - Implement the findings

The following suggestions may help successfully implement the

How do we ensure commitment to implementation?

review:

How do we ensure implementation is effective?

• base the implementation plan on what can be achieved with

Following through on implementation is critical to realise the

the available resources

benefits of the review.

• develop actions that are realistic, clear and achievable

The implementation plan should be integrated with other

• establish clear linkages between the implementation plan, the

corporate and statutory reporting obligations, including the
Council Plan, Business Planning, Best Value and other strategic
council processes.
Ideally the implementation plan should establish a series of
performance targets to be achieved within the period leading to
the next review.
The implementation plan will form the basis of the next review
and provide feedback to the community.

Council Plan and the council budget
• closely link the review with other corporate and statutory
reporting obligations, in particular the Best Value process.
Council may wish to list the recommendations of the review
under the six Best Value Principles
• formally adopt the implementation plan and release it as a
public document
• allocate the responsibility for achieving recommendations to
specific positions, not just a particular council department.
This will help build accountability and ownership.

Suggestion: Consider using a table to express each recommendation:
Recommendation
Who is responsible?
When will it be achieved?
What will it cost?
How do we know we have achieved it?

Outcome of Step 7:
• An implementation plan.

10

Appendix A:
Some useful tools

These tools are provided to help council undertake a review.
They should be applied as relevant and adopted to suit council
requirements.
A1:

Planning scheme audit tool

A2:

File audit tool

A3:

Planning workload and office statistics audit tool

A4:

Planning processes audit tool

Feedback and suggestions for improvements to the
tools are welcomed and should be emailed to
planning.systems@dse.vic.gov.au
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Are there clear links between the SPPF and the LPPF?

relevant State policies?

• Does the MSS respond to or further the directions in Melbourne 2030 or other

adequately implement State Policy applicable to the municipality?

Does the planning scheme advance the strategic directions in the SPPF and

Does the planning scheme further the objectives of planning in Victoria?

Consistency with SPPF

Date of previous audit:

Counter signoff:

Date of the audit:

Title of auditor:

Name of the auditor:

A1: Planning scheme audit tool

No

Yes

If no, indicate future actions.

1

• Is there difficulty in arguing a case in officer reports or at VCAT hearings?

• Have issues been raised in consultation?

Does the MSS need simplification or clarification in any area?

1999) VPP Practice Note?

Does the MSS comply with the Format of Municipal Strategic Statements (February

policies?

Is there repetition or conflict in the MSS, such as between housing and settlement

• Issues raised in consultation

• Outdated policy

• Difficulty in defending policy basis at VCAT

• Inconsistencies with State policy

Have any issues emerged with the MSS since any previous review?

Local Planning Policy Framework

A1: Planning scheme audit tool

No

No

No

No

Yes

Yes

Yes

Yes

If yes, nominate and indicate future actions.

If no, indicate future actions.

If yes, nominate and indicate future actions.

If yes, nominate and indicate future actions.

2

or Urban Design Guidelines)?

Are there documents that should be included as a local policy (eg Advertising Policy

policy?

Are there particular planning issues that would benefit from a new or revised local

are not included in the planning scheme?

Is council relying on adopted council policies or guidelines in decision-making that

Committee reports that require improvements to the LPPF?

Are there any matters raised in VCAT decisions, or Planning Panels or Advisory

• Do officer reports refer to the MSS?

Is any aspect of the MSS not relevant to land use decision-making?

Local Planning Policy Framework

A1: Planning scheme audit tool

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

If yes, nominate and indicate future actions.

If yes, nominate and indicate future actions.

If yes, nominate and indicate future actions.

If yes, nominate and indicate future actions.

If yes, indicate future actions.

3

Do the objectives successfully guide planning decisions?

Are the objectives being achieved?

Do all the objectives have specific land use or development outcomes?

outcomes council wants to achieve?

Do the objectives in the MSS adequately reflect the land use and development

Assess the strategic objectives

A1: Planning scheme audit tool
No

Yes

If no, indicate future actions.

4

Do the strategies help inform planning decisions?

Are the strategies achieving the desired outcomes?

Are the strategies clearly linked to and achieving the objectives?

Assess the strategies

A1: Planning scheme audit tool
No

Yes

If no, indicate future actions.

5

issues that should be included in the planning scheme?

If yes, specify and indicate future actions.

If no, indicate future actions.

Does council have commitments, policies or programs to address particular planning

Yes

If yes, specify future action.

No

Have changes been made to the SPPF that require amendments to the LPPF?

the last review?

Has council reviewed the progress made on strategic gaps and actions identified in

Strategic gaps

A1: Planning scheme audit tool

6

LPPF?

Since the last review, do changes to the Council Plan require amendments to the

Plan?

Do the LPPF objectives align with land use and development objectives of the Council

Links with the Council Plan

A1: Planning scheme audit tool

No

Yes

If yes, specify and indicate future actions.

If no, indicate future actions.

7

strategically driven or do they provide for a strategic outcome)?

Are the tools clearly linked to the objectives and strategies in the LPPF (are they

modified or deleted from the planning scheme?

Are there any VPP tools used that are no longer useful or effective? Should these be

outcomes?

Are the VPP tools successful in achieving the objectives, strategies and desired

Assess the VPP implementation tools (local planning policies,
zones, overlays)

A1: Planning scheme audit tool

No

Yes

If no, indicate future actions.

If yes, specify and indicate future actions.

If no, indicate future actions.

8

If yes, specify and indicate future actions.

If no, indicate future actions.

Has the LPPF been assessed against the relevant VPP Practice Notes?

If yes, specify and indicate future actions.

Are improvements to the statutory drafting of the planning scheme required?

contribute to council planning goals and objectives?

Are there superfluous or inconsistent policies, overlays and schedules that no longer

land use objectives and decision-making?

If no, indicate future actions.

Is the intent and language of the LPPF clear, usable and effective in meeting council

Yes
If no, indicate future actions.

No

Are the MSS and LPP expressed in plain English?

Format, consistency & usability

A1: Planning scheme audit tool

9

If no, indicate future actions.

Are the monitoring processes the most appropriate means of measuring the

Can the monitoring of the planning scheme be improved?

If yes, indicate future actions.

If no, indicate future actions.

• Is the information easy to collect?

performance of the objectives?

If no, indicate future actions.

Are there monitoring processes targeting the key strategic objectives of the scheme?

Yes
If no, indicate future actions.

No

Is the planning scheme being regularly monitored and reviewed?

Assess the monitoring of the scheme

A1: Planning scheme audit tool
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advertising material etc?

• Has the planner accurately described the type of application in the file, the

Description

Task

Date of previous audit:

Counter signoff:

Date of audit:

Title of auditor:

Name of auditor:

the checklist to include these issues.

Describe and document instances where this has not occurred.

Comments

For instance, council may use the file audit to confirm or deny matters raised by stakeholders or to check whether planning permit conditions are being applied correctly. In these cases, council will need to vary

The following checklist is not meant to be an exclusive list of the matters to be considered when undertaking a file audit. It is meant as a guide to assist council. Council can amend this list to suit its needs.

A2: File audit tool

1

Yes / No

• Was it documented?

Number of days

• If yes, how long did it take to send out?

Number of days

• How long did it take to advertise the application once all information was

Number of days

• How long did it take to get a delegated decision?

Number of days
Number of days

• How long did the internal referral comments take?

• How long did the external referrals take?

Number of days

• How long did it take?

Yes/ No
Number of days
Yes / No

• Did the planner undertake a site inspection?

• After how many days?

• Was the visit documented?

Site inspections

Yes/ No

• Did the planner certify the site description?

Neighbourhood and site description (where relevant)

Number of days

• How many days did it take to refer the application?

Referral

Yes / No

• Was the permit determined under delegation?

Delegation

received?

Yes / No

• Did the planner document the material detriment test?

Public notification

Yes / No

• Was a request for further information made?

Further information

• Who undertook the meeting?

Yes / No

Comments

• Was a pre-application meeting held?

Pre-application

Task

A2: File audit tool

2

Yes/No
Yes/No
Yes/No

• Was the application assessed against the relevant provisions?

• Were relevant policies used to assess the application?

• Was the officer report concise yet complete in its assessment of the issues?

Yes/No
Yes/No
Yes/No

• Did the permit refer to which plans were being approved?

• Were referral authority conditions accurately applied?

• Was the decision made in accordance with the Deed of Delegation?

Number of days

• How long did it take to issue the NoD, permit or refusal after the officer

Yes / No
Yes / No
Yes / No
Number of days

• Was a review lodged?

• Was there internal and/or external representation?

• Was information provided to VCAT on time?

• How long did it take to issue a permit or refusal?

Review

• Was a decision made before a ‘failure to determine’ review lodged at VCAT?
Yes / No

Number of days

• How long did it take to make a decision after receipt of all information?

report was approved?

Number of days

• How long did it take to decide the application (in total)?

Time taken

Yes/No

• Were the conditions on the officer report consistent with the permit/the NoD?

The decision

Permit triggers

Comments

• Why a permit is required?

Did the planner document:

Application assessment

Task

A2: File audit tool

3

Yes / No

• Accurately?

Yes/No
Yes/No
Yes/No
Yes/No

• Was material on the file kept in date order?

• Were file notes legible and adequate?

• Were documents missing?

• Was the file kept in good order?

File management

Number of days after receipt of an application

Comments

• Quickly?

Were the details recorded in the planning register:

Register

Task

A2: File audit tool

4

Last year

Last year

This year

equivalent full time positions “EFTs”)

equivalent full time positions “EFTs”)
This year

Actual staff numbers (expressed in

Budgeted staff positions (expressed in

What role do consultants and contract staff play in the operation of the planning unit? For instance, do they work on minor applications or represent council at VCAT?

Something to consider?

Total

arborist, student planner, para planner)

Support staff that work in the planning unit (heritage, urban designer,

Contract (or overload) staff

Directors

Planning managers

Co-ordinators/ team leaders

Strategic planners

Statutory planners

Subdivision officers

Enforcement officers

Administration staff

Staff positions

Date of previous audit:

Counter signoff:

Date of the audit:

Title of auditor:

Name of the auditor:
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Last year

This year

Staffing shortfall or oversupply

1

Number of strategic studies or other planning initiatives

Number of Planning Panels/Advisory Committees

Number of planning scheme amendments

Number of requests to amend plans/planning permits

Number of planning certificates

Number of planning information requests/letters

Other workload information

• Advertising signs

• Parking

• Vegetation removal

• Subdivision only

• Retail premises

• Other

• Office

• Industry, warehouse or store

• Buildings and works only

• Agriculture

• Other accommodation

• More than one new dwelling

• One new dwelling

• Residential alterations and additions

Main land use or development category for applications

• Withdrawn / lapsed

• Refusal

• Permit / NoD

Total number of decisions on applications lodged

Total applications lodged

Data from Planning Permit Activity Report

Workload

%

Last year

No.

No.

%

%

This year

No.

Council

State

Council

Region

This year

Last year

A3: Planning workload and office statistics audit tool

No.

Region
%

State

2

Last year

Last year

This year

This year

More than 120 days

Within 120 days

Within 90 days

Within 60 days

Last year

This year

Using council information systems or relying on the information collected during the file audit, describe the time taken (statutory planning days) to determine planning permit applications.

Time frames for making decisions

Total

Number of other matters

Number of enforcement order applications

Number of VCAT reviews by applicant over failure to decide an application

Number of VCAT reviews by applicant about conditions

Number of VCAT reviews by applicants about decision to refuse a permit

Number of VCAT reviews by objectors about decision to grant a permit

Number of VCAT reviews

Category

VCAT Review and enforcement (refer VCAT)

• What lessons could be learned from sharing this sort of information?

• Is there an opportunity to share this data with other councils in your area to discuss cost structures?

Something to consider?

F. Average cost per application (E/ total number of applications) = F.

E. Balance (C-D= E)

D. Fee income received

C. Total cost (A+B = C)

B. Strategic

A. Statutory

Cost to operate statutory and strategic functions of the council

Cost

A3: Planning workload and office statistics audit tool

3

B. Number of active planning applications being
assessed by council today

B. Number of active amended plans being assessed
by council today

B. Number of active VCAT reviews being assessed
by council today

B. Number of active planning panels being assessed
by council today

A. Number of all planning staff involved in assessment of planning permit applications (including temporary,

contract, administration staff and team leaders)

A. Number of all planning staff involved in amended plans (including temporary, contract, administration staff

and team leaders)

A. Number of all planning staff involved in active VCAT reviews (including temporary, contract, administration

staff and team leaders)

A. Number of all planning staff involved in active planning panels (including temporary, contract, administration

staff and team leaders)

Describe the average number of planning matters that are allocated to planning staff.

Files per staff member

A3: Planning workload and office statistics audit tool

Last year

This year

Last year

This year

This year

per staff (B/A = C)

C. Ratio of panels

This year

per staff (B/A = C)

Last year

(B/A = C)

panels per staff

C. Ratio of

Last year

(B/A = C)

reviews per staff

C. Ratio of

staff (B/A = C)

staff (B/A = C)

C. Ratio of reviews

applications per

applications per

C. Ratio of

staff (B/A = C)

C. Ratio of

applications per

staff (B/A = C)

C. Ratio of

applications per

C. Ratio of

4

Is there material available to inform applicants of the benefits of the

1.3

as part of file audit)?

What % of applications had file notes for pre-application meetings (collect

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

1.7

Is there a process for involving staff from other departments in pre-

1.6

application meetings? (eg traffic engineers/ arborist)

Have staff been trained to conduct pre-application meetings?

planning applications?

Is there a checklist to show the sort of information to be submitted with

• On the web site

• At the counter

1.5

1.4

Are these meetings documented?

1.2

process?

Does council have a process for managing pre-application meetings?

1.1.

1. Pre-application Meetings

Date of previous audit:

Counter signoff:

Date of the audit:

Title of auditor:

Name of the auditor:
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%

Short Term

Yes

Medium Term

(What do we want to improve?)

performed
No

Improvements to performance

How we have

Long Term

1

Council registers __% of new

Council takes an average of ___ days

to create electronic and hard copy

Register an application.

Send acknowledgment letter.

Create an electronic and hard copy

of the application.

2.1

2.2

2.3

days.

application returned.

__ % of applications where referrals

Advice from internal referrals is received

on average within ___ days.

Advice from internal referrals is

received.

sent out within 28 days.

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

2.7

information.

28 days of receiving required

External referrals sent out within

authorities within an average of ___

requirements identified and

2.6

Applications are sent to referral

Internal and external referral

2.5

within ___ days.

Applications are allocated to a planner

Allocate the application to a planner.

2.4

application.

acknowledge an application.

Council takes an average of ___ days to

receipt.

applications within ___ working days of

Current performance

Planning actions
Year 2

target

Performance

This information can be compiled either from the file audit or from council’s planning register/database.

2.Registration, lodgement, referral and assignment
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Year 3

Long term

Medium term

Short term

Improvements that council will make to achieve the performance target

2

___% of applications .

preliminary assessment of the

response is usually given within ___

days.

of site context / design response

plans (Clause 54, 55, 56) within 10

are made within 28 days of receipt.

information within 28 days from

___ days. External referals received on

received.

average: ___ days.

Internal referrals received on average:

Internal and external referrals

receiving an application.

__% of requests for more information

Make a request for further

the file.

working days of the officer receiving

Advice on site context and design

Provide advice on the acceptance

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

3.5

3.4

3.3

Preliminary assessments undertaken for

Undertake and complete a

3.2

application.

Site inspections made within an average

Undertake a site inspection.

3.1

of ___ days of application receipt.

Current performance

Planning actions

3.Preliminary assessment

A4: Planning processes audit tool

Long term

Medium term

Short term

Year 2

Year 3

Improvements that council will make to achieve the performance target

Performance target

3

Average number of days before a

consultation meeting is held (after notice

Acknowledge submissions.

Conduct a consultation meeting

(if required).

4.5

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

days.

statutory declaration returned) is ___

requirements met – 14 days expired and

days.

letter after receiving a submission is ___

Average number of days taken to send a

days.

all required further information is ___

advertise the application after receiving

4.4

Average number of days taken to

Documented in ___% of application files.

Advertise the application.

requirements.

Documented advertising

decision.

4.3

4.2

Documented in ___% of application files.

4.1

Document material detriment

Current performance

Planning action

4. Consultation and public notification
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Year 2

target

Performance

Year 3

Long term

Medium term

Short term

Improvements that council will make to achieve the performance target

4

Deed of Delegation.

Delegation?

blockages.

Delegation that are leading to

Delegate decides ___ % of all

applications.

What percentage of decisions are

made by delegation?

planning applications?

blockages in the assessment of

List the aspects that are causing

Year last reviewed.

Are there aspects of the Deed of

Deed of Delegation?

When did council last review the

have been made consistent with the

with the requirement of the Deed of

___% comply.

Using a file audit, check that decisions

Are decisions made in accordance

to check responses)

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

5.5

5.4

5.3

5.2

Delegation?

responsibilities under the Deed of

that planners are aware of their

(Consider a brief survey of planning staff

Yes/ No

5.1

Is there a process to ensure

Current performance

Planning action

5. Delegation
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Year 2

target

Performance
Year 3

Long term

Medium term

Short term

Improvements that council will make to achieve the performance target

5

Permits accurately list officer’s conditions

in _____% of files.

accurately included on Permit / NoD?

of files.

Are the conditions in the officer report

Documentation was complete in _____%

documents missing?

of files.

order?

Is the file complete with no

Material kept in date order in _____%

_____% of applications.

against the relevant provisions?

Is the material on file kept in date

Applicable provisions were assessed in

_____% of applications.

application against relevant policies?

Has the planner assessed the application

Applicable policies were assessed in

of applications.

documented?

Has the planner assessed the

Site inspection documented in _____%

given in _____% of applications.

No inspection occurred and no reasons

given in _____% of applications.

Has the site inspection been

required)?

No site inspection occurred, but reasons

applications.

inspection (or documented the

reasons why an inspection was not

Site inspection occurred in ____% of

Certified in ___% of cases.

Has the planner undertaken a site

neighbourhood and site description?

Are planners certifying the

proposed?

the type of use or development

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

6.9

6.8

6.7

6.6

6.5

6.4

6.3

6.2

Achieved in ___% of cases.

6.1

Are planners accurately describing

Current performance

Planning action

6. Assessment, file management, reporting and decision-making
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Year 2

target
Year 3

Performance

Long term

Medium term

Short term

Improvements that council will make to achieve the performance target

6

prescribed time on ___% of occasions.

advice requested by VCAT within

by VCAT for.

at a review by VCAT.

spent at VCAT?

How many officer days has council

___ officer days are spent at VCAT.

external staff.

undertaken by external consultants /

lawyers etc?

___ % of all reviews are undertaken by

How many VCAT reviews are

• ___% of decisions made by councillors.

• ___% of decisions made by officers.

Council decisions overturned on review

prior to hearing in ___ % of reviews.

circulated in the prescribed time?

% of Council decisions overturned

Council circulates conditions ten days

Are the conditions consistently

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

7.5

7.4

7.3

7.2

Council returns material within

Has council consistently returned

7.1

the prescribed time?

Current performance

Planning actions

7. Applications for Review
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Year 2

target

Performance
Year 3

Long term

Medium term

Short term

Improvements that council will make to achieve performance target

7

8

Number and percentage of permits

Compliance services

____ which is ____% of the number of

inspections.

The number of breaches identified is

during these inspections?

each year is ____.

The number of inspections conducted

___%

___

How many breaches are detected

undertaken each year?

How many pro-active inspections are

Pro-active services

conditions?

checked for compliance with

checked.

respond to complaint is ____ days.

How many planning permits are

Average number of days taken to a

to respond to complaints?

Number of complaints received ____.

How many days has it taken council

breaches of the scheme etc?

received by council in relation to

How many complaints have been

Reactive services

Current performance

Is further action required?

Is performance improving as proposed?

Has council met the performance target identified in the previous review?

8.5

8.4

8.3

8.2

8.1

Planning action
Year 2

target

Performance

• A pro-active service that monitors existing permits to ensure compliance with planning permits.

Year 3

Long term

Medium term

Short term

Improvements that council will make to achieve the performance target

• A compliance service that ensures proposals comply with permit conditions (either prior to completion or prior to occupation). For example, compliance with the requirements of a landscaping plan.

• A reactive service, that responds to complaints from the public or other council staff and takes enforcement action where appropriate.

Council is encouraged to develop an enforcement service that undertakes:

8.Enforcement

A4: Planning processes audit tool

8

training?

given appropriate management

Have managers/co-ordinators been

need to be addressed eg mentoring?

identified specific training needs that

Have managers or coordinators

educational needs?

Current performance
Year 2

Is further action required?

Is performance improving as proposed?

Year 3

Performance target

Has council met the performance target identified in the previous review?

9.7

9.6

When was the last time staff

9.5

were consulted over training and

When was this plan last reviewed?

administration staff?

training plan for its professional and

Does the planning unit have a

last reviewed?

When was the induction program

induction process for new staff?

Does the planning unit have an

9.4

9.3

9.2

9.1

Training and education questions

this plan and ensure its effectiveness and implementation.

Long term

Medium term

Short term

Improvements that council will make to achieve the performance target.

Professional training and education is vital in order to deliver high quality planning services. Most organisations have training plans in place for professional staff. This section provides an opportunity to review

9. Training and support

A4: Planning processes audit tool
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Appendix approach
B:
Workshop
Workshop approach

A wide range of stakeholders, both internal and external, are

Group 3 – Council’s planning team

involved in the planning process in some way. The suggested

Council’s planning team and other officers who work on

workshop approach groups stakeholders into interest groups

planning applications including internal referrals (such as

and allows an opportunity for stakeholders to be heard in a

information technology advisers, records, human resources,

structured manner.

arborists, heritage advisers and traffic and drainage engineers)
represent council’s planning team.

Who should we speak to?
Group 1 – Users of the system
• builders

A similar approach to that taken with the ‘users’ could be
applied with an emphasis on open, honest and constructive
discussion and some reflection on the feedback from the users.

• land surveyors

It is an opportunity to tease out more intangible issues such as

• submitters

staff relations, job satisfaction and resources.

• applicants

Group 4 – Councillors

• planning consultants

The councillors are an important stakeholder group as they

• architects

represent a link between the community and administration.

• designers

A general discussion on the perceived best and worst aspects of

• developers

the planning scheme and planning process could be facilitated

• wider community members

and results recorded. A facilitator could lead this discussion
however it is recommended that either the planning manager

Identify a number of suitable representatives from each group

or director and a couple of council planners also attend this

to invite.

session to ensure a shared understanding of issues.

If planners attend the users’ session they need to ensure they

Group 5 – Referral authorities

only actively listen and do not seek to influence or react to the

Interviews with a representative of each referral authority that

views of participants.

council’s planning department deals with could be undertaken.

Group 2 – Council’s senior executive management
The Chief Executive Officer, directors or group managers and
planning managers/coordinators represent the senior executive
management.
This session could involve a number of questions arising from,
and further exploring, issues raised by the ‘users’ workshop.

The consultation could be conducted by telephone or consider
organising a focus group discussion with all referral authorities
to help facilitate a broader discussion.
The purpose of the interview is to discuss situations where the
responsible authority believes that there is opportunity to:
• Reduce the number of referrals by removing or refining
scheme provisions
• Enter into an agreement that can replace the need for
correspondence in relation to particular types of referrals.

1

How could the workshop sessions be run?

The project manager should develop a clear agenda for all

Required resources:

groups.

• One facilitator (could be the project manager or project

At the beginning of the workshop session, Groups 1, 2, 3

consultant, if suitably experienced)

questionnaire attached. If necessary, a brief overview of the

• White board or butcher paper and pens

planning scheme and the planning process, using examples

• One senior planner

should assist participation in the workshops.

• Time allocations and participant numbers as follows:
Group type

and 4 are asked to complete Part A of the stakeholder group

Time allocation

These workshops should be focussed on the perceived best and

Number of

worst aspects of the planning scheme and council’s planning

participants

processes and other issues such as staff relations.

1. Users of the system 2 X 2 hrs, after hours

15 to 25

The responses to the questions can then be used to form the

2. Senior executives

1.5hrs, before hours

2 to 4

basis of the discussion that follows. Key topics of discussion,

3. Planning team(s)

2 hrs

All members

4. Councillors

1.5hrs

50%

5. Referral authorities

1 hr

individual

as well as individual points raised should be recorded. After

interviews
or a group
discussion

approximately 45 minutes, participants should be asked to
repeat the above tasks, completing Part B of the questionnaire,
followed by a facilitated discussion.
At the conclusion of the workshop the facilitator should collect
the individual written responses. Individual responses should be
kept confidential.
It is suggested that the project manager should report back to
the workshop participants on the review outcomes and invite
them to review progress and implementation one year after
their participation.
A proposed template for the invitation letter and a stakeholder
questionnaire are provided in the following attachments.
Council should modify these as necessary to suit its
requirements.

Summary consultation report
A summary report should be prepared which highlights the
key issues that have arisen during the consultation process and
the report should be presented to the review committee for
consideration.
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Invitation letter
Dear
PLANNING SCHEME & PROCESS REVIEW

Council wishes to improve the operation of its planning scheme and associated planning processes.
A review of the planning scheme and planning processes is an opportunity to test the effectiveness
and efficiency of the planning scheme and the efficiency of the council planning processes and related
administrative procedures.
I am pleased to invite you to participate in this project by being part of a councillors/users/referral authorities
group workshop session. The workshop details are as follows:

Date:
Time:
Venue:
RSVP:

Details of the review will be provided at the workshop. The review is expected to take between two and four
months to complete.
Expected benefits from the review include:
[a list of expectations and outcomes to convey to those invited, like, better and quicker planning decisions
through the identification of scheme and operational improvements; reduced processing times resulting in
reduced development costs; a focus on continuous improvement; and a set of objectives to drive and monitor
improvements].
I hope that you can attend this session and assist the council continuously improve its planning scheme
and planning processes. If you have any queries please contact me on …………………………. or by email
………………………………

Yours sincerely,

3

Stakeholder group questionnaire

Part A
What do you think are the five best aspects and the worst
aspects of the planning scheme from your experience?
Best aspects

Worst aspects

1.

1.

2.

2.

3.

3.

4.

4.

5.

5.

What do you think are the five best aspects and the worst
aspects that you experience with the planning unit, planning
processes and procedures at council?

4

Best aspects

Worst aspects

1.

1.

2.

2.

3.

3.

4.

4.

5.

5.

Part B
Name five changes you would recommend to improve the
efficiency and effectiveness of the planning scheme:
1.
2.
3.
4.
5.

Name five changes you would recommend to improve the
efficiency and effectiveness of the planning processes and
procedures:
1.
2.
3.
4.
5.

5

Appendix C: Examples of
planning practices

The following examples of planning practices have been compiled based upon previous reviews. The examples are put forward as
a cooperative approach for planners helping planners and not all examples will be appropriate in all circumstances. DSE and MAV
will review the reports submitted to the Minister and periodically update the following examples to include new council initiatives
and add them to the list published at www.dse.vic.gov.au/planning.

1.

Pre-application

Objectives
• To encourage applicants to participate in a pre-application process, where appropriate.
• To provide essential information to applicants about processes and documentation required for a planning permit application.
• To ensure open communication between the council, applicant and the community about the proposal.
• To encourage a well conceived planning application with complete supporting documentation.
Planning practices
1.1

Distribute pre-application promotion material including:
• Advice on council’s web site and/or
• Information sheets in council offices

1.2

Provide checklists of document requirements at pre-application meetings or at counter discussions.

1.3

Ensure applicant checklists are completed and submitted with the planning permit application.

1.4

Provide a summary statement of MSS and local policies so that applicants can understand council’s expectations.

1.5

Provide information on the planning process and timelines when the planning permit application is lodged.

1.6

Ensure a senior and/or experienced officer is available to handle pre-application negotiations.

1.7

Prepare file notes of any pre-application meeting and ensure that they are kept on the relevant file.

1.8

Provide continuity of staff member(s) between pre-application meetings and the planner responsible for assessment of
the application.

1.9

Provide web site links and publicly accessible hard copies of key documents including:
• The planning scheme.
• Strategic studies referenced in the planning scheme.
• Planning process / timeline information sheets.
• Fees and cost schedules.

1.10

Encourage the provision of a site analysis and neighbourhood photographs as part of the pre-application process.

1.11

Undertake a preliminary analysis of pre-application concepts and provide feedback to the applicant.

1.12

Encourage prospective applicants to contact neighbours to understand their expectations / values / priorities at the
outset of the planning and design process.

1.13

Document and publicise good examples and outcomes achieved from the pre-application process.

1.14

Consistently train staff to ensure their skills will enhance the quality of the pre-application process.
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2.

Registration, lodgement, referrals and assignment

Objectives
• To ensure statutory requirements are adhered to.
• To ensure the necessary information and fees have been provided prior to registration.
• To create electronic and hard copy files to enable the application to be processed more efficiently.
• To ensure the file/application is assigned to the appropriate officer as efficiently as possible.
• To acknowledge receipt, registration and assignment of the planning permit application as soon as possible.
• To expedite the necessary referrals and public notification of the planning permit application.
Planning practices
2.1

Delegate authority to all planning and administrative staff to perform all statutory administrative duties detailed in
Part 4 of the Planning and Environment Act 1987.

2.2

Issue an acknowledgment letter regarding receipt of an application including the following:
• Date received.
• Application number.
• Planner handling the application.
• Information about the process and anticipated timelines.

2.3

Complete the following tasks prior to assigning an application:
• Identify the reason(s) for a permit.
• Check the submitted documentation provided (use standard checklist).
• Register the application.
• Refer or attach relevant site history.
• Attach or refer to current relevant planning scheme amendments.

2.4

Complete the following tasks shortly after assigning an application:
• Identify relevant planning scheme information and include in the file.
• Add pre-application notes to the file.
• Assign the application to the planner who conducted the pre-application meeting.
• Identify internal and external referrals.
• Distribute all referrals.
• Undertake a senior officer briefing with the planning officer handling the application on relevant planning or
management issues prior to any assessment.
• Prepare a summary description of the application and circulate to councillors and senior management.

2.5

2

Provide a response date for all internal and external referrals and implement a timely reminder/collection procedure.

2.6

Provide pro-forma advice on the following topics:
• Acknowledgment of application.
• Timelines and stages in the process.
• Service contract with customers.
• Internal notifications.
• Public notification.
• Consultation/mediation practices.
• Guidelines for persons with third party interests.

2.7

Document and monitor the time to complete various steps and actions during the registration and review stage.

2.8

Document and exchange e-mail addresses for both the officers and applicants during the registration and application
stage of the process.

3.

Preliminary Assessment

Objectives
• To ensure preliminary assessment of the proposal, in particular its compliance with the SPPF and LPPF.
• To ensure that the officer managing the application and (as appropriate) a senior planner share their views on the application
and make decisions on its progress and strategic merit.
• To ensure that senior management and/or council are briefed where an application raises major policy issues or presents major
social, economic or environmental implications with potential political consequences.
• To ensure that applicants receive feedback from the outputs of this stage.
Planning practices
3.1

Implement an approach to preliminary assessment that :
• Ensures planners and applicants form preliminary conclusions early in the process about the core merits and
deficiencies of an application.
• Identifies a fundamentally flawed application early in the process, and refuse if appropriate.

3.2

Obtain and circulate relevant pro-forma documents to assist with the assessment process including:
• DSE/MAV Model Officer report for report writing.
• DSE/MAV checklists.

3.3

Prepare pro-forma documents to assist with the assessment process including:
• A standard letter for section 54 requests for further information.
• A progress and assessment letter to be sent to applicants.
• A referral form that provides for a relevant site history.
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3.4

Undertake a preliminary assessment process that includes the following tasks:
• Undertake at least one site inspection.
• Photograph the site.
• Complete an assessment checklist.
• Review and assess the proposal against State and local policy expectations.
• Document the above assessment.
• Confirm the scope of internal and external referrals and include others if necessary.
• Assess the need for public notification, the method of notice of an application and the parties to be notified
(including special interest groups such as resident associations and other specific committees such as heritage or
foreshore committees).
• Assess whether further information is required and send a section 54 letter promptly.

3.5

Encourage the submission of permit application documentation that has been prepared by, and or endorsed by a
professional planning consultant that attests to the completeness of documentation and provides an assessment of
the merits of the application.

3.6

Encourage applicants to submit electronic copies of material for use by officers for any referral and preparing their
assessment and report.

3.7

Provide advice to applicants of poorly conceived proposals and provide a limited period to amend the proposal.

3.8

Avoid requesting detailed further information to be submitted for applications that are to be refused. Encourage the
necessary change to the application.

4.

Consultation and public notification

Objectives
• To undertake an accurate evaluation and selection of proposals that are to be subject to public notification based on section
52 of the Planning and Environment Act 1987.
• To make an early decision on the requirement for public notification and the extent of notification.
• To ensure that all relevant stakeholders are notified of applications in accordance with the provisions of the Planning and
Environment Act 1987.
• To undertake public notification as early as possible in the process.
• To ensure that consultation and public notification contains a clear reason a permit is required.
• To provide an effective process of conflict resolution with clear outputs that assist council in the decision-making process.
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Planning practices
4.1

Provide an approach to public notification that:
• Seeks to assess the application against section 52 of the Planning and Environment Act 1987 and decide on the
necessity of public notification.
• Gives notice as early as possible upon receipt of all required information.
• Uses administration staff (for a fee) to prepare and distribute public notification material and erect notices on
behalf of the applicant.
• Ensures advertised plans are on display for the public with A4 copies of plans also available to the public.
• Provides a response system for the lodgment of submissions that is clear and simple.
• Provides training for staff to ensure that they are aware of and follow the public notification policy and procedures.

4.2

Prepare a council public consultation policy or guideline.

4.3

Determine the need and value of holding a consultative meeting based upon the potential and prospect of a positive
outcome being achieved.

4.4

Encourage applicants to consult with neighbours and key stakeholders prior to the lodgment of an application.

4.5

Conduct consultation meetings to inform parties about the proposal, or where the meeting has the potential to
resolve an apparent conflict.

4.6

Conduct public information nights (when appropriate) on major proposals during the advertising period.

4.7

Use independent mediators/facilitators to conduct meetings, when appropriate.

4.8

Forward copies of objections to applicants and invite them to comment or amend the proposal, as applicable.

5.

Delegation

Objectives
• To prepare a detailed planning policy which outlines the basis for delegated authority to officers.
• To delegate all administrative decisions to members of the planning team.
Planning practices
5.1

Develop a “buddy” or “mentor” program to train staff and ensure quality and consistency in decision-making.

5.2

Develop and use a delegation policy for use in exercising delegated authority.

5.3

Educate and train staff and councillors to enable greater confidence in exercising and giving delegation.

5.4

Regularly review ways to delegate tasks across the organisation having regard to skills, experience and competency
levels.

5.5

Review career paths and structured programs to empower staff with responsibility and enhance job satisfaction.

5.6

Maintain a continuous program of policy and guideline development so that delegation is matched by accountability.

5.7

Put in place quality assurance processes, such as senior officers to sign off on a delegate’s report.

5.8

Limit matters referred to Council to proposals of genuine policy significance or potential major impact to the
municipality.

5.9

Regularly provide Council with recommendations and reports on the operation and augmentation of policy, guidelines
and delegation.
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6.

Assessment, reporting and decision-making

Objectives
• To ensure reports are clear and concise, focusing on the main policy and scheme considerations.
• To make decisions as efficiently and effectively as possible within the statutory timelines.
Planning practices
6.1

Undertake a preliminary application assessment early in the process.

6.2

Make assessments only after a site visit, unless the circumstances clearly don’t warrant a site inspection.

6.3

Ensure all assessments and reports have regard to:
• Melbourne 2030, within the metropolitan area.
• State policy.
• Local Policy.
• Other relevant policies or provisions.

6.4

Ensure all planning assessments follow a prescribed framework/report structure, including:
• Preliminary reports.
• Council reports.
• VCAT submissions.

6.5

Ensure assessment reports avoid reproducing policy and focus on the relevant policies and their interpretation and
application.

6.6

Ensure reports are concise.

6.7

Ensure reports have an executive summary, where appropriate.

6.8

Develop a process of reviewing reports both internally and with applicants to minimise errors and resolve conflict.

6.9

Ensure reports are reviewed and signed off by a senior planner.

7.

Applications for Review

Objectives
• To reduce the number of applications for review and the associated costs involved.
• To make decisions that are likely to be upheld at reviews.
Planning practices
7.1

Base decision-making on well-founded analysis and policy.

7.2

Ensure that the planning officer who dealt with the application attends the review, particularly where the decision is
consistent with their recommendations.
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7.3

Ensure refusals are explained clearly to the applicant and the grounds of refusal are clearly stated.

7.4

Ensure a budget is approved when assistance is required by legal counsel or expert evidence.

7.5

Ensure planning reports can be efficiently used to provide the factual basis for review submissions.

7.6

Ensure the outcomes of review decisions (both within and external to council) are reviewed to inform policy
preparation, recommendation and decisions.

7.7

Ensure that a range of staff is given the opportunity to contribute to the preparation and delivery of submissions to
VCAT.

8. Enforcement
Objectives
• To assemble a dedicated enforcement team.
• To be proactive in enforcing decisions.
• To prevent the situation where permits are applied for after the fact.
Planning practices
8.1

Establish a dedicated enforcement team or service to:
• Consistently follow up applicants’ adherence to planning permits and their conditions.
• Conduct routine checks to ensure that there is no unauthorised use or development activity.

8.2

Ensure that the enforcement team or service is:
• Sufficiently trained in planning law so they are able to distinguish between permitted and non-permitted activity.
• Resourced to follow through with penalties or enforcement actions.
• Made up of a combination of resources comprising solicitors and/or planning officers and/or local law officers.

8.3

9.

Ensure council has a budget committed to the enforcement service.

Training and support

Objectives
• To identify the basic competency skills required of staff and ensure staff awareness of these requisite skills.
• To provide the opportunity for staff to attend workshops or courses that equip staff with the basic competency skills.
Planning practices
9.1

Ensure a skill competency list is in place for each planning position.

9.2

Ensure workshops or courses are regularly attended to acquire or develop skills.

9.3

Ensure training programs are coordinated for staff.
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10. Information systems
Objectives
• To develop information systems to:
– complement and support work flow
– increase efficiency in management of information and
– ease workload in data entry and recording.
• To customise information systems to council requirements and where possible integrate them with other systems.
• To ensure systems are reliable and user friendly.
• To ensure back up systems or processes are in place in the event of system failure.
Planning practices
10.1

Develop information systems to assist in the operation of the planning department and the workload of staff.

10.2

Customise systems to meet the requirements of the relevant planning processes being served.

10.3

Integrate planning systems with other systems to ensure that data retrieval, recording and management is seamless
within council.

10.4

Ensure systems are user friendly for both council and other stakeholders.

10.5

Ensure training programs are regularly conducted so that staff know how to operate and use the information and
manage the systems appropriately.

10.6

Review and update the systems regularly to ensure proper functioning and relevance with changes in operational
procedures.
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