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Introduction   

Under the NSW planning framework, certain development or modification to development 

applications may be referred by the Development Coordination Authority (DCA) to one or 

more external agencies for advice, via the NSW Planning Portal (the Portal). The DCA will 

use this advice when conducting their assessment of the application. 

Note: It is the Development Coordination Authority’s responsibility to manage the DCA 

referral case with the relevant agencies to ensure responses are received and added to the 

relevant documentation. 

This step-by-step guide provides a practical overview of the key steps an agency 

undertakes when responding to a DCA referral. Please read the section relevant to your 

organisation, as there is a difference to the workflow for the Rural Fire Service, Department 

of Climate Change, Energy, the Environment, and Water – Heritage and Environment 

Protection Authority. 

 

   Note: You will need a NSW Planning Portal agency user account to be able to use 
this functionality. To register a new account, refer to the How to register for a NSW 
Planning Portal step-by-step guide.   
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How to manage a DCA referral 
request (A case) 

This section of the guide is only relevant for staff at one of the 

following agencies: Rural Fire Service (RFS), Department of 

Climate Change, Energy, the Environment, and Water – 

Heritage (DCCEEW – Heritage) and Environment Protection 

Authority (EPA). 

When the Development Coordination Authority requests technical advisory input from RFS, 

DCCEEW – Heritage or EPA, you will need to review the request and provide a decision. 

These referral requests (‘A-xxx’ reference number) will be visible in the ‘Concurrence and 

Referral’ work basket, along with any referral requests from councils for applications 

lodged prior to 1 July 2026. 

 Tip: Mandatory fields are marked with an *asterisk. You must complete all mandatory 

fields on the application and any desired fields as required. 

1. Log in to the NSW Planning Portal to display your dashboard and select the 

‘Unassigned tasks’ tab. 

 

  Note: The referral will remain in the ‘Unassigned tasks’ until it is assigned to a user.  

Once assigned, it will be available in the ‘Active work’ folder. 

2. Click the ‘Concurrence and Referrals’ folder. 
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3. Click the relevant reference number. 

 

The ‘Pre-assessment review and initial assignment’ screen will display, with the 

question ‘Is agency assessment required’. For DCA technical advisory requests, the 

agency user is unable to reject the assessment, and for this reason the response 

defaults to ‘Accept’ and cannot be changed. 

4. Assign the case by selecting  the user, then click ‘Submit’. 

 

  Note: The status will update to display ‘Under assessment’. 

The request for additional information screen will display, with the question ‘Is more 

information required from the applicant for the assessment process’. The DCA Agency 

user is unable to request additional information, and for this reason the response 

defaults to ‘No’ and cannot be changed. 
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5. Click ‘Submit’ to continue. 

6. Select the outcome of the assessment from the list of options provided. 

 

  Note: If ‘Refuse’ or ‘Decision not required’ are selected as decision outcomes, you will be 

required to enter additional comments in the space provided. 

7. To upload a supporting document, click ‘Upload agency response/referral response’. 

 

a. Select file (s) or drag and drop 

b. Select the appropriate category from the drop-down menu for each file 

c. Click ‘Attach’.  
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8. Click ‘Submit’. 

 

  Note: The status will update to display ‘Decision provided’. 
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How to manage a DCA referral 
request (REF case) 

This section of the guide is only relevant for staff at an a non-

DCA agency, or a DCA agency other than Rural Fire Service 

(RFS), Department of Climate Change, Energy, the 

Environment, and Water – Heritage (DCCEEW – Heritage) and 

Environment Protection Authority (EPA). 

When the Development Coordination Authority requests agency input you will need to 

review the request and provide a decision. These referral requests (‘REF-xxx’ reference 

number) will be visible in the ‘Referrals’ work basket. Any referral requests from councils 

for applications lodged prior to 1 July 2026 will appear in the ‘Concurrence and Referral’ 

workbasket. 

 Tip: Mandatory fields are marked with an *asterisk. You must complete all mandatory 

fields on the application and any desired fields as required. 

1. Log in to the NSW Planning Portal to display your dashboard and select the ‘Unassigned 

tasks’ tab. 

 

  Note: The referral will remain in the ‘Unassigned tasks’ until it is assigned to a user.  

Once assigned, it will be available in the ‘Active work’ folder. 

2. Click on the ‘Referrals’ folder. 
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3. Click the relevant reference number. 

 

4. Assign the case by selecting  the user, then clicking ‘Submit’. 

 

  Note: The Agency can review the details of the referral request clicking on the tabs, 

such as ‘Referral case details’ and ‘Documents’. 

 

5. Select ‘Decision’ from the ‘Actions’ menu. 
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6. Select the outcome of your review and enter the supporting ‘Advice/Reasoning’. 

 

7. To upload a supporting document, click ‘Upload’. 

 

a. Select file (s) or drag and drop 

b. Select the appropriate category from the drop-down menu for each file 

c. Click ‘Attach’.  

 

8. Click ‘Submit’. 

 

  Note: The status will update to display ‘Decision provided’. 
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What happens next? 

 The DCA coordinator will be notified of your decision. 

 The DCA coordinator will record the DCA Agency outcome against the DCA case 

reference number within the NSW Planning Portal and update relevant documentation 

to record Agency responses. 
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More information 

Need help using the NSW Planning Portal?  

 
 

 
 

Recommended step-by-step guides 

Other step-by-step guides that you may find useful are listed below:       

 How to register for a NSW Planning Portal account       

 How to navigate the NSW Planning Portal dashboard 

 How to review and assess a council referral       

 

These documents can be found on the NSW Planning Portal Support Hub.      

 

  

 

 

 

 

  

View the Support Hub   

24/7 access to step-by-

step guides, short videos 

and frequently asked 

questions. 

Submit an online 

assistance form  

Submit a support 

enquiry via our online 

form.  

 

Call customer 

support 

For urgent or complex 

support needs, call the 

team on 1300 305 695. 

 

 

Attend a training 

session  

Learn to use the NSW 

Planning Portal in an 

online training session. 


