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Introduction   

A planning proposal explains a proposed change to a Local Environmental Plan (LEP). It 

outlines the changes being proposed and why they are needed.  

LEPs guide planning and development in local government areas through land use zones 

and development controls. A planning proposal may propose changes to these controls, 

such as updating land use zones or development standards.  

This guide is for council officers responsibl e for assessing planning proposals submitted 

through the NSW Planning Portal. It explains how to:  

• locate and assign a planning proposal for assessment  

• undertake the completeness check and determine whether the proposal is ready for 

assessment  

• review and assess the proposal's strategic and site -specific merit  

• record preliminary assessment outcomes and supporting information  

• confirm fee payment details  

• complete the strategic planning assessment requirements  

• submit the planning proposal.  

 

 

  Note : You will need a NSW Planning Portal council account to create and submit 

your planning proposal . To register a new account, refer to the How to register for a 

NSW Planning Portal  step -by -step guide.   
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1. How to complete the 

completeness check  stage  

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

mandatory fields on the application and any desired fields as required.  

Once the applicant submits their Planning Proposal application, you will need to 

review the request and comple te the ‘Completeness check’ stage. The purpose of this 

review is to ensure that the application has the required information to progress for 

assessment.  

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

 
2. From your dashboard, select ‘Unassigned tasks’, then select ‘PP Council WB’.   

 
3.  Locate the proposal in the workbasket and click the reference number to open it.  
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4.  Select ‘Assign this task to me’.  

 

5.  Click ‘Submit’ . 

 

6.   Scroll to the bottom of the page and review the application and  supporting 

documents using the available tabs. Confirm the planning proposal contains sufficient 

information before progressing.  

 

 Note: Click on the Case details expand  and collapse  buttons to review 

the case details information.  
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7. Following the preliminary review, scroll to the top of the page and select  'Yes' or 'No' 

to indicate whether the planning proposal is ready for assessment.  

 

a. If 'Yes' is selected, enter the council planning proposal number and the dat e the 

application was lodged with council.  
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b. If 'No' is selected, provide  a reason and enter the date the application was 

returned.  

 

c. Click  ‘Upload’ to attach any supporting documents to support the application 

return.  

 

a. Select the file(s) or drag and drop them into the upload area.  

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

c.  Click ‘Attach’. 
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  Note : The document name has a maximum of 150 characters.  You can update 

the name in the system to meet this limit.  

8.  Review  and update the planning proposal category if required.  
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9.  Review and update the strategic merit assessment criteria and provide an 

explanation.  

 

  Note : The proposal must satisfy at least one strategic merit assessment 

criterion. If no is selected for all three, please review your responses and select 

"Yes" for at least one question.  
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10. Review and provide a council response for the site -specific merit assessment 

criteria.  

 

11. Click ‘ Submit’ to proceed to the next screen.  

 

12. Indicate if the applica nt has paid the planning proposal fees.  

 

  Note : The council is responsible for calculating and obtaining any applicable 

planning proposal fees. Once the planning proposal has been submitted through the 

NSW Planning Portal, the council will review the application, calculate the required 

fees, and conta ct the applicant directly to arrange payment. Fee collection is 

managed outside of the NSW Planning Portal.  

a. If ‘Yes ’ is selected, enter  the total fee pa id.
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13. Click ‘ Submit’ to proceed to the next screen .  
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1. Complete the p reliminary 

assessmen t 

Open  the planning proposal application and  

1.  Indicate  whether the planning proposal seeks to amend an Environmental Planning 

Instrument and whether a Gateway determination is being sought.  

 

a. If ‘No’ is selected , additiona l question appear at the bottom of this scree n. P rovide  a 

reason for not supporting the planning proposal and  indicate  the date council 

decided to not support the planning prop osal.  

 

b. Select  ‘Upload ’ the council assessment report , council r esolution  and mandatory 

documents.  
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c. ‘Select file(s)’ and click ‘attach’ to attach required documents to planning proposal.  

 

2. Enter  project title.  

 

3.  Enter  explanation of the planning proposal.  

 

4.  Select  the amendment type from the dropdown menu.  

 

5.   Select  the land use categories the planning proposal relates to.  
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a. If 'Residential' is selected,  indicate  whether the planning proposal proposes to make 

residential accommodation permissible.  

 

If ‘Yes’ is selected, complete the additional quest ions.  

 

Indicate  ‘Yes’ or ‘No’ for will the planning proposal  result in the loss of industrial land.  

 

If ‘Yes’ enter  how many hectares of industrial zoned land will be lost.  

 

Indicate ‘Yes’ or ‘N o’ for will the planning proposal result in the loss of commercial land.  
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If ‘Yes’ enter  how many hectares of commercial zoned land will be lost?  

 

Indicate  ‘Yes’ or ‘No’ for will the planning proposal r esult in the loss of retail floor space?  

 

If ‘Yes’  enter  how many hectares of retail floor space wi ll be lost?  

 

b. If ‘Industrial’ is selected indicate  ‘Yes’ or ‘No’ to does the planning proposal propose to 

ma ke additional industrial development permissib le.

 

If ‘Yes’ is selected complete additional fields.  
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c. If ‘Commerc ial’ is selected  indicate  ‘Yes’ or ‘No’ to does the planning proposal 

propose to make additional commercial development permissible.  

 

 

If ‘Yes’ is selected complete additional fields.  

  

d. If ‘Rural’ is selected , provide  description of the proposed use.   
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e. If ‘Other’ is  selected , provide description  of the proposed use.   

 

6.  Indicate  ‘Yes’ or ‘No’ for  is  the site subject to Special Infrastructure Contributions (SIC) . 

 

7. Indicate ‘Yes’ or ‘No’ for is the development located within an Urban Release Area.  

 

8.  Click ‘ Submit’ to proceed to the next screen.  
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2. Complete the  s trategic 

planning assessment  

Open  the planning proposal application, and:  

1. Select  the plus ‘+’ icon to add strategic policy documents and  indicate  whether the 

planning proposal is consistent with ea ch policy document.  

  

2. Select  the policy document from the drop -down menu and indicate whether it is 

'Consistent' or 'Inconsistent'.  

 

 Note : Use the plus ‘+’ icon to add additional rows and the rubbish bin icon to remove 

rows.  

 

3. Indicate if the planning proposal relates to the land within the metropolitan rural 

area.  
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a. If 'Yes' is selected, enter how many hectares of land within the Metropolitan Rural 

Area are affected by the proposal.  

 

4. Select  the plus ‘+’ icon to provide an indication of th e consistency for the applicable 

State Environmental Planning Policies .  

 

5. Select  the State Environment Planning Policy from the dropdown menu and radio 

button to ‘Consistent’ or ‘Inconsistent’.  

 

6. Enter a brief explanation.  

 

7. Indicate  ‘Yes’ or ‘No’ if the proposal is consistent with the Ministerial Direction.  

 

a. If ‘No’ enter  why the inconsistency with the Ministerial Direction is justified.  
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8.  Select the agencies council proposes to consult with from the drop -down menu.  

 

Note : Multiple selec tion allowed, select all  that  apply.   

 

9. Indicate  whether council is seeking delegation to determine this planning proposal.  

 

10. Click ‘ Submit’ to proceed to the next screen.  
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3.  Submit the Planning Proposal  

for Department assessment   

Open  the planning proposal application, and  

1. Review and update ‘Council officer’s contact details’.   

 

2. Enter any council comment s .  

 

3. Select 'Upload' to attach any required and optional supporting documents. Required 

documents will vary depending on the selections ma de throughout the planning 

proposal.  
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a. Select the file(s) or drag and drop them into the upload area.  

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

c.  Click ‘Attach’. 

 

4. Click ‘ Submit’ to submit planning proposal.  
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What happens next?  

• A fter you submit the planning proposal assessment  you can review application 

details via  the review harness.  

 

• The planning proposal assessment  is forwarded to the Department of Planning, 

Housing and Infrastructure for review and consideratio n. The proposal status will 

update in the NSW Planning Portal as it progresses through the plan -making 

process.  

• The Department of Planning, Housing and Infrastructure will assess the proposal, 

including its strategic and site -specific merit, to determine whether it should 

proceed to Gateway determination.    

• If a Gateway determination is issued, the proposal may proceed to subsequent plan -

making activities, including public exhibition, agency consultation and the 

consideration of submissions, depending on t he requirements of the Gateway 

determination and plan -making authority arrangements.    

• Throughout the process, system -generated notifications will be sent to relevant 

users to advise of status changes, requests for action and key milestones.    
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More info rmation  

Need help using the NSW Planning Portal?   

 

 

 
 

R ecommended  s tep -by -step  guide  

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 das hboard    

• How to provide additional information  

• How to create and submit a planning proposal as a council officer  

     

These documents are available  on the  NSW Planning Portal Supp ort 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 . 

https://www.planningportal.nsw.gov.au/support-hub
https://www.planningportal.nsw.gov.au/support-hub
https://www.planningportal.nsw.gov.au/help-and-resources/submit-enquiry
https://www.planningportal.nsw.gov.au/help-and-resources/submit-enquiry
https://www.planningportal.nsw.gov.au/help-and-resources/information-and-training
https://www.planningportal.nsw.gov.au/help-and-resources/information-and-training

