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INTRODUCTION
Council has produced this DA Guide to help 
applicants to prepare development applications.  
It provides a step by step guide for applicants. It 
also provides an explanation of the DA process 
that can help the broader community.

This guide is not the definitive document 
outlining your minimum lodgement requirements 
– it is simply a guide that helps to explain the 
kind of information that is needed. Every site is 
different and a matter relevant to your site may 
not be covered in this document. You should 
use this guide in conjunction with the relevant 
Required Information package for your type of 
development, to complete your plans and other 
supporting documentation.
 
If your application includes all the required 
details, we can deal with it without delay.

WHAT IS COUNCIL’S APPROACH TO DEVELOPMENT 
ASSESSMENT?
Before explaining the various requirements that relate 
to lodging a development application it is useful for 
you to have an understanding of Council’s approach to 
assessing development applications.  This is particularly 
relevant if you have experience with different councils.
You would have noticed that there is a lot of construction 
activity happening across Sydney to house a growing 
population.  Sutherland Shire is part of the growing 
city and has experienced unprecedented levels of 
development activity over the past few years.
This change brings challenges, including achieving high 
quality outcomes in the urban environment that provide 
good places for people to live, and resourcing and 
managing the higher volume of development proposals 
lodged.
Council faces strong competition in the marketplace for 
qualified and experienced professionals to undertake 
assessment work, and has finite financial capacity.  It 
is essential that we use the resources we have in the 
most effective way while also ensuring the best possible 
experience for our community in the development 
application process, which is why we have made some 
changes to our processes.

A NEW APPROACH
We have been committed to working closely with 
applicants to support them throughout the application 
process and up to the approval stage.  In doing so, 
we have identified that in some cases this involves 
working through multiple revisions of proposals that 
have substantial non-compliances.  The repeated re-
assessment of amended plans consumes a large amount 
of resources, which can hinder the process and provides 
a frustrating experience for everyone.
We want to continue to support all applicants in the best 
possible and most efficient way.
To get the most out of our resources and in response to 
feedback from previous applicants, we are changing to a 
new approach:

•  We will undertake an initial assessment, hear what 
neighbours have to say, gather input from internal 
and external experts, and then let you know in writing 
what issues need to be addressed.

•  We will ask you to consider the issues we raise, come 
up with possible solutions and options in draft form, 
and communicate them to us.

•  We will offer the opportunity to meet to discuss 
solutions, and provide feedback before you prepare 
and lodge an amended submission.

•  Once an amended submission is made we will re-
assess it, and re-notify neighbours if necessary.

•  If the issues we raised have been addressed, or can 
be resolved with conditions or minor amendments 
to the plans, we will finalise the assessment and 
approve the application.

•  If the issues we raised are not addressed, we will 
refuse the application.

SO WHAT’S THE DIFFERENCE?
This new approach will give all applicants more time 
earlier in the process and so we can meet to resolve 
issues.
We will not provide opportunities for multiple sets of 
amended information to be submitted that will each 
require reassessment. 
It’s important to understand that any issues raised with 
applicants have been carefully considered by Council, 
and applicants are expected to address the issues raised 
by providing the information requested or by making 
meaningful amendments to the proposal. If applicants 
choose not to resolve the issues raised, the application 
may be refused.
We hope that this different approach will speed up the 
assessment process for all and we welcome feedback as 
we work together to make the process more efficient.
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IF MY DEVELOPMENT APPLICATION (DA) COMPLIES  
WILL IT BE APPROVED?
A DA is not decided solely on whether it satisfies all of 
the controls contained in a Local Environmental Plan 
(LEP) or Development Control Plan (DCP). When Council 
considers your development application we must assess 
it against all relevant planning laws. These laws dictate 
the procedure that we must follow in our assessment, as 
well as how our final decision is made.  Over time this 
legal framework has been moulded by decisions from 
the Land and Environment Court and guidelines from the 
NSW Ombudsman and the Independent Commission 
Against Corruption (ICAC).

A central feature of the DA assessment system is that 
each proposal is decided on its individual merit.  Many 
criteria must be considered by the Council.  Controls 
contained in a LEP and DCP are very important but the 
Council must also consider the adequacy of the proposal 
in relation to the particular site and the neighbourhood.    
In some instances a proposal may comply with all of 
the relevant numeric standards but still be refused.  
Conversely, there may be a proposal that fails to satisfy 
some controls but has enough merit to warrant approval.

DOES COUNCIL CONSIDER PUBLIC SUBMISSIONS?
We must consider any public submissions that  
we receive before making a decision about a DA.   
So that we are aware of relevant community concerns, 
including particular concerns to immediate neighbours, 
we invite submissions from the public on most 
applications.  We review any objections to assess 
whether they are relevant to the application, relate to 
issues that could be considered adverse and whether 
the comments are reasonable.  Where a DA has 10 or 
more unique objections, the planning legislation requires 
Council to forward that DA to the Sutherland Shire Local 
Planning Panel for a decision. This is an independent 

hearing forum for objectors and applicants.
Some neighbours believe they have the right to veto 
a development proposal.  Others expect they will be 
able to redesign the development.  This is not correct.  
Nevertheless, as neighbour submissions are an important 
part of council’s assessment, we recommend that you 
to discuss your proposal with your neighbour before 
you lodge the application. This can avoid objections and 
reduce the time it takes us to make a decision.

WHO CAN PROVIDE ME WITH ADVICE?
Staff and councillors must be impartial when we evaluate 
your development application.  We must be independent 
of the applicant, an objector or any other interested 
person.  To be able to remain impartial and independent 
Council staff cannot provide you with advice.  

Information is readily provided but if advice or guidance is 
needed you should engage a qualified and experienced 
consultant to assist you.

NSW PLANNING 
PORTAL
Since 1 January 2019 all 
development applications to 
Sutherland Shire Council need to 
be lodged via the NSW Planning 
Portal. 

This online tool has been 
introduced by the NSW 
Department of Planning, Industry 
and Environment. It allows you 
to lodge applications anywhere, 
anytime, without the need for 
paper.
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ARE DEVELOPMENT APPLICATIONS DECIDED WITHIN 40 DAYS?
An Appeal can usually be lodged with the Court 40 
days after a DA is lodged with Council, and the court 
will treat the application as if Council had refused it. 
Otherwise the 40 day criterion is only a goal that Council 
applies. If there is a need for protracted negotiations or 
amendments we will usually invite you to withdraw the 
application, but in some cases we may need to refuse it. 

Further negotiations can then occur after the withdrawal 
or refusal.  Council will not usually place applications on 
hold while an applicant attends to problems that should 
have been resolved before the DA was lodged.

IS OBTAINING DEVELOPMENT CONSENT A SIMPLE PROCESS?
Today the processes and procedures for gaining 
approval for development are complex and lengthy.  
You will probably find that you lodge several different 
types of application with council before the development 
is completed.  Each application may be processed 
speedily but with pre application discussions, amended 
plans, reviews, construction certificate and consent 
modifications there are potentially many stages to 
negotiate.

After reading this guide you should consider whether 
you need help from an experienced and professional 
consultant.  Council officers can help you by providing 
information up to a certain point, but many applicants find 
that the guidance of an experienced person can make the 
process much easier.

For more detailed information 
sutherlandshire.nsw.gov.au

It is always best to check with us before proceeding.

Sometimes it is not clear whether 
something needs a  
DEVELOPMENT APPLICATION.

STEPS
to follow

To make a development application,  
you need to follow these five steps:

1. Examine the Council policies and rules that apply. These 
are available on our website.

2. Prepare plans and drawings

3. Prepare a Statement of Environmental Effects

4. Complete the required documents, including the consent 
of all owners

5. Lodge your application on the NSW Planning Portal and 
pay the fees

Each step is explained in a 
separate section of this guide.

If you need help or advice,  
please ring us on 02 9710 0333 or 
come in to our Customer Service 
Centre at 4 – 20 Eton Street, 
Sutherland.

5

WHAT DOES MY DA FEE COVER?
The services covered by the DA fee include an inspection 
of the site, discussion with interested parties and 
preparation of a report.  Payment of the DA fee does not 
entitle you to change the application or lodge new plans.  

When an applicant is provided with the opportunity to 
amend a DA, Council’s procedure is that an applicant only 
has one chance to correct the deficiencies.

If your DA has been refused you can, in most cases, apply for the original decision to be reviewed and can lodge 
amendments. In such cases you would need to lodge an application for Review of Determination and pay the 
applicable fee, as well as providing relevant supporting information.
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WHAT’S A “DEVELOPMENT APPLICATION”?

A Development Application (DA) is a formal request for permission to carry out proposed development.  
Development is legally defined as, among other things:

• the use of land

• the subdivision of land

• the erection of a building

• the carrying out of  
a work

• the demolition of a 
building or work

DO I NEED TO LODGE A DA?
State Government Policies, especially the State Environmental Planning Policy  
(Exempt and Complying Development Codes) 2008,  
and our Local Environmental Plan include a list of minor permissible development  
that does not need development consent.  

This form of development is split into two categories: 
• Exempt Development
• Complying Development

Exempt development is minor or small-scale 
development that will have minimal environmental impact 
and therefore does not need a development consent. 
Exempt development is identified using a description and 
a set of standards that the development must meet in 
order to be carried out without consent.

Complying Development is generally larger in scale, 
but of minor enough impact to not need development 
consent. Providing that it complies with the minimum 
standards contained or listed in a relevant plan, a 
Complying Development Certificate is all that is needed 
to carry out the proposal. Complying Development 
Certificates have the same value as a development 
consent, but they certify that the development proposal 
complies with all the pre-set standards. Either Council 
or an Accredited Certifier can issue a Complying 
Development Certificate.

1. EXAMINE OUR POLICIES
The first step in preparing a development application is to 
find out about the policies and the rules that apply to your 
development. You will need to work out which planning 
instrument applies to your land - usually Sutherland Shire 
Local Environmental Plan 2015. There may also be other 
state government policies that apply.

Before you start designing / preparing your proposal, you 
need to know about:

• Approval requirements under Environmental 
Planning legislation;

• Sutherland Shire Local Environmental Plan 2015;
• Sutherland Shire Development Control Plan 2015;
• Relevant Council Policies,  

including Environmental Specifications.
• Other relevant State Environmental Planning 

Policies
Contact Council for information as early as possible in the 
design process. We have duty officers available during 
business hours that are able to answer general questions 
relating to the development process.
Most initial questions can be answered over the phone 
but it is better to call in personally to our Customer 
Service Centre. We have trained staff that will be able to 
tell you about the relevant development standards and 
design guidelines and alert you to the constraints that you 
will need to consider in preparing your proposal.

PRE-APPLICATION DISCUSSION
Council has established a formal process for  
pre-application discussions (PADs), which allows 
applicants to discuss more complex development 
proposals, such as dual ocucpancies and larger 
developments, with an environmental assessment officer.

These discussions occur before you lodge your 
application and a written record is kept.
To make this service worthwhile, we usually need a 
concept plan of the proposal. We also charge a fee for 
the service, based on a sliding scale depending on the 
proposal’s complexity. 

More information is available from our  
Customer Service Officers and website.
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DESIGN REVIEW FORUM
Council has established a Design Review Forum to 
provide professional advice to Council about  
certain types of development within the Shire.

The panel comments on design aspects of major 
commercial, industrial, residential and community 
development applications.

A pre-application consultation with the panel is  
available, with a fee applying for this service.

There is an information brochure available from our 
Customer Service Centre, with further information 
available from the Governance Unit in our Corporate 
Support Division.

NEED APPROVAL FROM OTHER AGENCIES?
Your proposal may need approval from other government 
agencies. Where possible, we can help you identify 
relevant agencies (see the Other Agency Approval 
section of this Guide). However, it is your responsibility 
to find out which approvals are required. Agencies from 
which you may need an approval include:

• Natural Resources Access Regulator
• Department of Primary Industries
• Sydney Trains
• Department of Planning and Environment
• Office of Environment and Heritage
• National Parks and Wildlife Service
• Roads and Maritime Services
• Rural Fire Service

We strongly recommend that you consult with the 
relevant agencies as early as possible.

2. PREPARING PLANS AND DRAWINGS
WHICH PLANS?
The following is a general guide to the types of plans you will need to prepare. However, we recommend that you 
check with our Customer Service Centre or website to find out the specific requirements that will apply in your 
case. There are different requirements for different development types. These are included in specific forms and 
checklists.  It is important that you take the time to read them and complete the requirements listed in them. This 
will eliminate the possibility of your application being returned or rejected, and will also reduce potential delays in 
processing your application.

A. SITE ANALYSIS PLAN
Required for all applications that involve external 
building work, except minor additions and outbuildings.

B. SCALED PLANS AND ELEVATIONS 
Generally required for all applications.

C. A4 SIZED PLANS AND ELEVATIONS
Required for all applications for the purpose of public 
exhibition.

D. SURVEY PLAN
Required for new buildings, major alterations and 
first floor additions to existing buildings (particularly 
on steeply sloping sites), swimming pools over 500 
mm above ground, earth works, landscaping and 
subdivisions.

E. LANDSCAPE PLAN
Required for all new single dwellings, multi-unit 
housing, commercial and industrial development.

F. DRAINAGE PLAN
Required for all new buildings. Required for alterations 
and additions that involve changes to stormwater 
drainage.

G. CONSTRUCTION MANAGEMENT DETAILS
Required for all development involving construction or 
other work.

H. SUBDIVISION PLAN 
Required for all subdivision.

I. SHADOW DIAGRAMS
Required for all new buildings & additions that are two 
or more storeys in height.

J. WASTE MANAGEMENT PLAN
Required for demolition and building work proposals 
and any use that generates household, commercial or 
industrial wastes.
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GENERAL CHECKLIST FOR DEVELOPMENT 
APPLICATIONS
The following general checklist will guide you on the information that is 
needed on your plans. Be sure you show all the details that are relevant to 
your proposal.

TITLE BLOCK
Include a title block on every plan showing:

• name of architect or designer;
• plan number and date;
• amendment number and date (if relevant);
• applicants’ name; and
• location and description of property.

ORIENTATION
Include a north point on every plan. This will help us relate your plans to 
the site.

SCALE
Show the scale on every plan.

LEVELS
Your plans and elevations must show relevant information such as 
contours, ground levels, roof levels, etc. Levels and contours should be 
shown relative to Australian Height Datum (AHD). Where an assumed 
datum is used, sufficient details must be provided to accurately interpret 
your levels.

LIST OF EXISTING AND PROPOSED FIRE SAFETY MEASURES 
(ONLY FOR CHANGE OF USE APPLICATIONS IN BUILDINGS 
OTHER THAN DOMESTIC SITUATIONS)

The Environmental Planning and Assessment Regulation 2000 requires:

• a list of fire safety measures already installed in the building  
(not just the part of the building you are going to occupy); and

• a list of any proposed fire safety measures to be installed.

These lists must be included with the development application where there 
is no building work proposed, that is, only a change of use. The relevant 
checklist that addresses change of use applications will expand on this 
requirement.

BUILDING CODE OF AUSTRALIA COMPLIANCE REPORT
Applications for the following types of buildings should include a BCA 
compliance report: 

• Residential buildings (other than single dwellings), including town-
house/villa type developments with basement parking and mixed 
uses;

• Commercial buildings (other than minor shop fit-outs), including 
entertainment venues;

• Industrial development;

• Special use buildings, eg. Schools, aged care, child care facilities;

• Public buildings;

• Change of use applications; and.

• Temporary structures.

• Child care centres 

It is essential that a building consultant who is suitably qualified in this field 
prepares this report otherwise Council may not accept it.

Please note - 
there are specific 
required information 
packages for your 
type of development 
that may require more 
information than that 
listed in this section of 
the DA guide. 

If in doubt,  
please ask us.
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A BCA compliance report will minimise delays and the possibility of 
modifications being needed to the development consent during future 
assessment for a Construction Certificate.

The report is to:-
• Identify the Classification of the building;

• Identify the rise in Storeys;

• Identify the type of Construction;

• Confirm that the development will comply with the Deemed-to-Satisfy 
provisions of the Building Code of Australia, or alternatively, whether it 
will rely on an Alternate Solution based assessment.

• Address Clauses 93 and 94 of the Environmental Planning and 
Assessment Regulation.

HOW MANY COPIES?
Generally we need one electronic copy of all plans and supporting documents 
in PDF format.

A. SITE ANALYSIS PLAN
Site analysis is an important part of the design process. A site analysis plan 
considers the characteristics and constraints of the site, which in turn are 
used to direct a development’s design. It will also help us to consider the 
impacts of your proposal.

A site analysis needs to be lodged with a development application and should 
indicate (where relevant) in relation to the site:

1. Contours - at 1m intervals and related to Australian Height Datum.
2. Existing vegetation - in particular major trees on the site and street 

trees, identified by size and botanical names or common names.
3. Buildings - location and uses of existing buildings.
4. Views to and from the site.
5. Location of utility services and stormwater drainage lines and street 

crossings.
6. Orientation, microclimate and noise sources.
7. Any contaminated soils and filled areas.
8. Fences, boundaries and easements.
9. Any other significant site features eg rock outcrops.
10. Where relevant, the location of foreshore building lines.

And in relation to the surrounding area
1.  Location, use and height of adjacent buildings - locating window 

openings facing the site boundary, private open space and shadows 
cast on development site;

2.  Views and solar access enjoyed by adjacent residents; 
3.  Major trees on adjacent properties;
4. The built form and character of adjacent and nearby development;
5. The difference in levels between the site and adjacent properties.

The site analysis can be hand drawn but must be to scale. A written statement 
should also be prepared explaining how the development design has 
responded to the site analysis and should include an assessment of the bush 
fire hazard on the site and / or on the adjoining site. 

B. PLANS AND ELEVATIONS
These drawings will clearly document the proposed building/s and works. 
Draw plans, elevations and sections at standard scales as requested in 
the checklist for the specific type of development, and include the following 
details:
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PLANS
• north point (true north);
• scale (show ratio);
• all property boundaries on all plans;
• location of existing and proposed new buildings, alterations or works  

(show setback distances from boundaries and adjoining buildings);
• floor plans showing room layout, dimensions, room sizes, partitioning, 

location of windows and doors, and existing and proposed uses;
• courtyard dimensions and areas;
• walls and fences;
• total floor area and floor space ratio;
• disabled persons access (does not apply to dwelling houses);
• vehicle entrance and exit driveways;
• car parking and loading areas (show dimensions);
• waste bin storage and collection areas.

ELEVATIONS AND SECTIONS
Draw an elevation viewed from each direction as well as longitudinal and 
cross sections of each proposed building. These must show:

• the direction from which the elevation is viewed
• existing buildings (show outline only);
• building facade, windows, roof profile;
• external finishes (eg. wall, roof, window, door and fence materials, paint 

colours, etc);
• finished ground levels, floor levels, ceiling levels, roofline levels and 

driveway grade;
• existing and proposed ground levels at the section line and building 

elevation lines
• chimneys, flues, exhaust vents and ducts (show height in relation to 

adjoining roof levels);
• retaining walls and fences 

(indicate height);
• extent of excavation or filling of the land

C. A4 SIZED PLANS AND ELEVATIONS
This drawing illustrates the site location, height and external configuration of 
the proposal on A4 sheets and these drawings MUST BE LEGIBLE. We are 
required to provide copies of this drawing to anyone who may be affected by 
the development. Show the following details on the plan:

• north point (true north);
• all property boundaries;
• the footprint of existing and proposed buildings and works, but not the 

internal layout;
• in relation to boundaries and adjoining buildings, show setback 

distances from boundaries and adjoining buildings. Indicate all access 
ways and parking areas;

• elevations viewed from each direction.
• A dimension showing maximum building height (this will usually be from 

the top of the roof the ground directly below).
A sample Notification Plan 
is included in Appendix 1 
of this guide.
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D. SURVEY PLAN
This plan must be prepared by a Registered Surveyor and show the exact location of buildings and other features, at 
the same scale as the plans and elevations.

The plan should include the details:
• north point (true north);
• scale (show ratio);
• all property boundaries;
• position of existing structures, including on 

adjoining land;
• edge of road pavement adjacent to your site;
• spot levels and contours at 0.5m intervals related 

to AHD,

• benchmark details;
• levels at 0.5m intervals along all development site 

boundaries;
• position of existing trees over 5 metres high or with 

a canopy spread greater than 4 metres;
• reduced level of the base of such trees, and their 

height and canopy spread. 

E. LANDSCAPE PLAN
This plan should be prepared by a qualified Landscape Architect (except for single dwellings) and illustrate the 
proposed landscaping. The plan must demonstrate an understanding of the site and its context.

Draw your landscape plan to the same scale as the plans, elevations and survey plan and show the following details:

• name of landscape designer or company, address 
and telephone number, professional qualifications, 
date and plan number;

• north point (true north);
• scale (show ratio);
• location of easements, rights of way, underground 

service lines, street trees, sewerage and stormwater 
drains;

• location, height, spread of canopy, condition and 
species name (botanical and common) of all 
existing trees on the site. Indicate existing and 
proposed spot levels at the base of all trees and 
which ones are proposed to be removed /retained / 
relocated or pruned;

• all trees on Council’s land and adjacent properties 
and that are affected by your proposal must be 
shown;

• details of proposed design, including hard 
and soft landscaped areas, contours, ground 
modelling, spot heights, finished levels and areas of 
cut and fill;

• details of species selection, showing consideration 
of adjoining development and location of significant 
trees or buildings proposed surface treatments 
and restoration (eg. turf, paving, bank stabilisation, 
mounds, etc);

• proposed driveways, car parking, fences and 
retaining walls (indicate height and material) basic 
drainage details, i.e. location of all pits and lines, 
irrigation, hose cocks, etc;

• location of lighting, letterboxes, garbage receptacle 
and drying areas;

• maintenance program 

F. DRAINAGE PLAN
This plan illustrates how rainwater will be managed on site. You should contact Council about the drainage 
requirements that apply to your site before you prepare your drainage plan.

Draw the plan to the same scale as the plans and elevations and show the following details:

SITE
• north point;
• scale (show ratio);
• existing surface contours (AHD values);
• proposed building locations and  

finished floor levels (AHD values).

STORMWATER
• infiltration measures such as soakage trenches, 

swales, landscaping, permeable pavements, etc. 
(Note that infiltration should not be used in areas 
where the water table is close to existing /proposed 
surface levels or in areas where rock is located 
adjacent to the surface. Infiltration measures 
should be supported with appropriate calculations 

by a qualified geotechnical /hydraulic engineer 
and should be in accordance with Council’s 
requirements;

• stormwater storage or detention systems (for areas 
likely to require on-site detention). Include details 
of proposed location of any stormwater detention 
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system and the stormwater detention calculations 
for sizing the system;

• notional location and approximate area of any 
existing on-site detention facilities within the site;

• proposed on site detention stored water levels and 
emergency spillways;

• notional locations and levels of proposed 
stormwater pipes and drainage pits;

• location of, and design section through, any 
sediment / silt arrestor pit or discharge control pit;

• subsoil drainage including point of discharge, eg 
to infiltration, a landscaped area, or to a Council 
controlled stormwater pile (note that subsoil water 
is not to drain to the kerb / gutter or a table drain);

• discharge points to Council controlled stormwater;
• drainage system (show levels at these locations);
• overland flow paths or present flood liable areas;
• Council controlled pipelines and existing /proposed 

drainage easements across adjoining land. 

G. CONSTRUCTION MANAGEMENT PLAN
This plan will show how you will minimise the impacts of the development during construction. Draw the construction 
management plan to the same scale as the building plans and elevations. Show the following relevant details:

• Location and types of sediment control fencing;
• All-weather vehicle egress, including cattle-grid or 

similar;
• Hard stand areas for loading and unloading 

materials, including the location of crane and 
concrete pumps;

• Location of material storage on-site;
• Location of any site sheds;
• Location of underground services and overhead 

wires;
• Location of hoardings and site fences.  

H. SUBDIVISION PLAN
This plan will clearly show the proposed subdivision layout. Draw the plan to a standard scale such as  
1:100 or 1:200 and show the following details:

• north point (true north);
• scale (show ratio);
• existing and proposed boundaries;
• lot and deposited plan numbers;
• relationship to adjoining roads and subdivision 

boundaries (show width of roads);
• proposed boundary dimensions (metres);
• proposed lot areas (square metres);

• proposed roads and pathways (indicate width);
• proposed easements and rights of way;
• proposed public reserves and drainage reserves;
• existing and finished levels (contours or spot 

heights with Australian Height Datum values);
• long sections and cross sections of proposed roads 

/ driveways in rights of carriageways;
• any environmental constraints. 

I. SHADOW DIAGRAMS
These plans will clearly show the shadow impacts of your proposed development. Draw the plans to the same scale 
as the plans and elevations and show the following details:

• north point (true north);
• scale (show ratio);
• position of existing and proposed buildings;
• position of buildings on adjoining land;
• shadows cast at 9 a.m.,12 noon, and 3 p.m. on 

June 21, the equinox (March 21 and September 
21) and December 21;

• show change in shadows from existing to proposed 
development (including boundary fences);

• if your proposal is likely to overshadow the 
windows of an adjoining building provide an 
elevation to show these shadow impacts. This 
is especially likely to be the case on east-west 
oriented land.

J. WASTE MANAGEMENT PLAN
This plan will detail waste management and minimisation activities to be carried out during demolition, construction 
and operation of premises. The plan should:

• specify wastes by type and volume, and nominate 
reuse and recycling potential;

• nominate siting of waste storage and recycling 
facilities for demolition. construction and final use;

• specify how and where residual wastes will be 
disposed of;

• show how ongoing waste management of the site 
will operate 
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K. DESIGN VERIFICATION FOR RESIDENTIAL FLAT BUILDINGS
Design verification statements must be included with all development applications (and Section 4.55(2) modification 
applications) lodged for residential flat buildings that fall under the control of State Environmental Planning Policy 
(SEPP) 65 – Design Quality of Residential Flat Development. These design verifications must be prepared by a 
registered architect.

L. BASIX CERTIFICATE REQUIREMENTS
The Building Sustainability Index, or BASIX, is a web-based planning tool designed to assess the potential 
performance of residential developments against a range of sustainability indices. The first stage of BASIX focuses on 
Water and Energy, for which targets are set. Landscape, Stormwater and Thermal Comfort indices are also activated 
because information relating to these indices impacts on water consumption and greenhouse emissions.

BASIX asks for information about 
a proposed development, such as 
site location, dwelling size, floor 
area, landscaped area and services. 
BASIX compares the proposal to the 
average of existing housing stock. 
The proposal is scored according to 
its potential to consume less potable 
water or energy than the average 
existing dwelling. 

BASIX is a mandatory component of 
the development approval process in 
NSW. 

Applications for BASIX  
affected development must  
be accompanied by a BASIX 
Certificate before they can be 
assessed and development consent 
granted. Assessments are prepared 
using the BASIX assessment tool. 

NEW BUILDINGS
BASIX applies to all applications for development involving the erection of (or 
change of use of a building to) a building containing a dwelling  
(such as a “granny flat” and multi-dwelling development). BASIX also applies 
to units that are used as serviced apartments, and also to other dwellings 
which the intention is that may be used for holiday accommodation. BASIX 
does not apply to hotels or motels.

ALTERATIONS AND ADDITIONS
Certificates are needed for alterations and additions to BASIX affected 
development that are valued at or more than $50,000 as well as swimming 
pools with a volume of more than 40 000 litres. It also applies to conversion of 
an existing outbuilding to a granny flat.

Minor developments, including garages, storerooms, car ports, gazebos, 
verandas and awnings, are exempt from BASIX.

When an applicant voluntarily lodges a BASIX Certificate for a project that 
would otherwise not need a certificate, BASIX prevails over Council provisions 
relating to greenhouse and water reductions and thermal comfort.

More information relating to the BASIX requirements is available from the 
BASIX website, http://www.basix.nsw.gov.au/

3. PREPARING A STATEMENT OF ENVIRONMENTAL EFFECTS

WHAT IS A STATEMENT OF ENVIRONMENTAL EFFECTS?
A Statement of Environmental Effects is a short report 
that recognises and explains the likely impacts of the 
proposal and how you will minimise these impacts.

The statement includes written information about your 
proposal that cannot be readily shown on your plans and 
drawings.

The planning legislation requires all DAs, except for 
designated development, to include a Statement of 
Environmental Effects.

Only a very brief statement is required for proposals likely 
to have little impact, eg. internal alterations, and some 
minor residential building work (except heritage items or 
a heritage conservation area). You must however explain 
why there will be little impact.
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WHAT TO INCLUDE?
Your Statement of Environmental Effects should address all the matters 
that are applicable to your proposal. The following is a guide to the 
concerns relevant to different types of development proposals. However, 
we recommend that you check with us for any requirements that specifically 
relate to your proposal or the site.

A. SITE SUITABILITY
Required for all applications except minor alterations or additions.

Show that the site is suitable for the proposed development. Relevant 
considerations include:

• site constraints such as 
slope, flooding, geo-technical 
and ground water issues 
(provide a hydrological and 
geo-technical report by a 
qualified engineer where the 
proposal involves excavation 
exceeding 2 metres);

• proximity to transport 
services, shops, community 
and recreational facilities;

• • compatibility with adjoining 

development;
• • compatibility with visual 

setting (foreshore, 
streetscape);

• • compatibility with land 
zoning;

• • size and shape of the 
allotment;

• • local planning objectives
• • age and condition of 

buildings.
• 

B. PRESENT AND PREVIOUS USES OF THE LAND
Required for all applications. This helps Council understand the history of 
development on the site. It is particularly important for applications proposing 
a change of land use.

Provide the following details:
• present use of the site;
• date the present use 

commenced;
• previous uses of the site (if 

known);
• present uses of adjoining 

land;

• whether the present or any 
previous use is a potentially 
contaminating activity (eg. 
workshop, service station, 
land filling, lead paint 
removal,termite treatment);

• a statement as to whether or 
not you are aware that the 
site is contaminated land;

• whether there has been any 
testing or assessment of the 
site for land contamination.

C. COMPLIANCE WITH DEVELOPMENT STANDARDS
Required for all applications, except minor additions, outbuildings and 
changes of use.

Show how your proposal complies with the relevant statutory development 
standards, such as:

• site area;
• density (Floor Space Ratio);

• height (wall height and overall 
height);

• landscaped area.

You will need to determine the planning instrument that is applicable to your 
land (usually Sutherland Shire Local Environmental Plan 2015. A check of 
Council’s zoning maps will help you with this. 
If your proposal does not comply with a relevant development standard, 
Council may only consider a variation to the standard on the basis that 
strict compliance with the standard is unreasonable or unnecessary in the 
circumstances of the case.
An objection to a development standard is called a Clause 4.6 Variation and 
must be made in writing, using the template available from our website. 

Appendix 3-
Preparing a State 
Environmental Planning 
Policy 1 (SEPP1)
Variation of this guide 
explains how to prpare a 
SEPP 1 objection.
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D. DESIGN GUIDELINES
Required for all multi-unit housing and mixed residential commercial.
Show how your proposal satisfies our relevant site planning and design guidelines. Relevant considerations include:
• streetscape;
• topography;
• setbacks;
• building envelope;

• fences.
• local context and building character, including 

massing, roof design, veranda’s, balconies, windows, 
materials and decorative detailing

Our design guidelines are contained in the relevant Development Control Plan. Make sure you find out which Plan/s 
apply to your development or site

E. OPERATION AND MANAGEMENT
Required for commercial and industrial proposals, entertainment facilities, late night trading premises, hotels, motels, 
boarding houses, bed/breakfast and backpacker accommodation.

Describe how the establishment will operate:
• type of business;
• number of staff;
• expected number of customers or clients;
• hours and days of operation;
• number of patrons and building safety (for 

entertainment venues);
• plant, machinery, production processes;
• type and quantity of goods handled: raw materials, 

finished products, waste products;
• arrangements for transport, loading and unloading of 

goods (give details of frequency of truck movements 
and size of vehicles);

• hazardous materials and processes;
• noise control;
• complaints management;
• servicing arrangements.

Council may require a detailed Plan of Management for proposals that may adversely impact on residential amenity, 
such as those operating late at night. Examples of such proposals include entertainment facilities, boarding houses, 
and backpacker accommodation. The Plan of Management must show how your activity will be managed to minimise 
adverse amenity impacts. 

F. ACCESS AND TRAFFIC
Required for all proposals except minor additions or alterations.
• If your proposal is likely to be a major traffic generator 

you must include a traffic impact assessment report 
prepared by a qualified transport consultant. If your 
proposal is not a major traffic generator you will still 
need to show that there is adequate provision for 
access, including:

• vehicle access to a public road (indicate grade);
• parking calculations;

• resident, staff, customer, client and visitor parking 
arrangements;

• existing public transport services;
• proposed traffic management measures to resolve any 

conflicts between vehicles, pedestrians and cyclists;
• pedestrian amenity (paving, seats, weather protection, 

security lighting);
• proposed bicycle facilities (racks, lockers, showers).

G. GENERAL ACCESSIBILITY
Required for all new buildings and alterations and additions other than for dwelling-houses.

Show how the proposed development provides easy access and useable areas for everyone in accordance with the 
Disability Discrimination Act. Consider the needs of people with walking difficulties or sensory impairments, wheelchair 
users and people with young children. You should consider:
• parking arrangements;
• access to and within the development;
• toilet facilities.

• Certain types of developments (eg. aged persons 
housing)may need a  Building Code of Australia 
assessment. 
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H. PRIVACY, VIEWS AND OVERSHADOWING
Required for all new buildings and alterations and additions, except internal alterations.

Show how the proposed development will affect privacy, views and sunlight access:
• Visual Privacy

 ¾ window placement relative to adjacent 
dwellings and common areas;

 ¾ views between living rooms and the private 
yards of other dwellings;

 ¾ use of screen planting, hedges, walls, or fences 
to improve privacy;

 ¾ headlight glare, light spillage.

• Acoustic privacy
 ¾ placement of active use outdoor areas relative 

to bedrooms;
 ¾ separation of roads, parking areas and 

driveways from bedroom & living room 
windows;

 ¾ noise transmission between dwellings / 
buildings;

 ¾ measures to mitigate external noise sources 
(eg. traffic noise, placement of air conditioners, 
exhaust systems, pool pumps).

• Views
 ¾ impact of the proposed development on views 

from adjoining or nearby properties. Where 
significant views are likely to be affected by the 
proposal (such as nearby development that 
has water views), we recommend including 
photomontages of the proposal that show 
the proposal’s impact on views from affected 
properties;

 ¾ design options for protecting views i.e. 
minimising the loss of views;

 ¾ views from the proposed development.

• Overshadowing
 ¾ provide an analysis of your shadow diagrams 

prepared by your architect or surveyor;
 ¾ consider shadows from adjoining buildings as 

well as from the proposed development.

I. AIR AND NOISE
Required for all hotel, entertainment, commercial and industrial proposals, except minor additions and alterations.

Show how the proposal will not cause, or be affected by, air or noise emissions

• Air
 ¾ existing or proposed sources of odour or fumes 

(on-site or nearby): industries, food premises, 
exhaust systems, waste storage, oil or wood 
burning stoves or heaters;

 ¾ proposed mitigation measures, including 
odour control: placement and height of flues or 
chimneys, location of waste storage areas and 
compost heaps.

• Noise
 ¾ where noise is a major design issue, include a 

report prepared by a qualified acoustic consultant;
 ¾ existing and proposed noise sources (on-site 

and nearby): main roads, industries, transport 
terminals, loading bays, heavy vehicles, 
restaurants, entertainment facilities, clubs, hotels, 
amplified music systems, car parks, ventilation 
and air conditioning units, pumps and pool filters;

 ¾ proposed noise reduction measures: noise 
barriers, building layout and setback, room 
layout and window placement, building materials, 
insulation, double glazing;

 ¾ construction noise: hours of operation, type of 
equipment, maximum noise levels, compliance 
with EPA guidelines.

J. DRAINAGE
Required for all new buildings, alterations and additions that involve changes to stormwater drainage.

Show how the proposal will deal with all aspects of drainage on the site:
• have you proposed measures to maximise 

infiltration and minimise water runoff? (eg. porous 
pavements, mulching and ground covers, low 
water demand native plants, rainwater tanks for 
garden watering);

• stormwater drainage: proposed management 
controls for flows entering within and leaving 
the site, proposed on-site detention calculations 
prepared by a consulting engineer, justification that 
the proposed design measures will not increase 
stormwater runoff or adversely affect flooding on 
other land;

• except for single dwellings, a site should drain to 
its natural catchment. Infiltration or other alternate 
solutions can only be assessed after copies have 
been provided of a letter requesting an easement 
from the landowners of downstream properties 
AND a letter from those owners refusing to agree 
to an easement.  

• When proposing an easement, provide copies of 
letters of intention to grant inter allotment drainage 
easements across downstream properties;

• local flood mitigation measures.
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K. EROSION AND SEDIMENT CONTROL
Required for all proposals that involve excavation, 
earthworks or clearing.

Show how you propose to prevent erosion and control 
sediment on the site, including:
• soil and erosion hazard characteristics: potential for 

impact on adjacent land and waterways.

Explain how your erosion and sediment control 
strategy will work. Consider areas requiring special 
management, including proposed dust control 
measures and proposed site maintenance strategy.

L. HERITAGE
If your proposal involves work on a heritage item, 
moving or excavating an Aboriginal relic or object, or 
subdivision of land that contains a heritage item, a 
Statement of Heritage Impact is required.

A Heritage Impact Assessment is required for any work 
to a heritage item listed in Schedule 6 of the Sutherland 
Shire Local Environmental Plan 2015. A check of 
Council’s zoning maps will help you with this.

Where a Heritage Report is required a professional 
heritage advisor should prepare it. The report must 
address:
• historical development of the site;
• description of the item and its setting (eg. garden, 

fences, ancillary buildings, etc);
• contribution to the streetscape: height, scale, mass, 

setback, fenestration, architectural style and period;
• heritage significance (use Heritage Manual criteria);
• effect of proposal on the heritage significance of the 

building and its setting;
• design options and rationale for the preferred 

option;
• conservation principles in accordance with 

ICOMOS Burra Charter.

The NSW Heritage Manual and the Burra Charter can 
be obtained from the Heritage Office.

A Preliminary Aboriginal Assessment is required for any 
work in the medium and high Aboriginal Archaeological 
areas. This preliminary assessment should provide the 
following information:

• Whether the proposed development will affect 
land which has not been previously used or is 
undisturbed. Generally, areas of bushland or areas 
that have not been affected by development would 
constitute undisturbed land.

• Whether the proposed development encroaches on 
any sandstone formations.

• Photographic evidence of the site to demonstrate 
whether land is disturbed and/or whether any 
significant features are present on the site.

If an Aboriginal Heritage Assessment has previously 
been conducted for the property, a copy of this should 
be provided. 

M. ENERGY EFFICIENCY
Required for all residential development (including 
alterations and additions).
Show how the proposal promotes energy efficiency:
• Orientation: does the design maximise living areas 

facing north? Will windows and solar collectors 
have good solar access? Show how energy 
efficiency requirements have influenced the siting, 
design and landscaping of the proposal;

• Sun control: proposed awnings, pergolas, blinds, 
and trees to maximise summer shade and minimise 
winter shade;

• Insulation: proposed roof, ceiling, wall and floor 
insulation; double glazing, door and window seals;

• Natural ventilation: will window placement maximise 
cross ventilation?;

• Heating, cooling and lighting: have energy efficient 
heating, cooling and lighting systems been 
specified?

• Clothes drying: is there an outdoor drying space 
with solar access?

• Water heating: has a hot water system with a 
greenhouse score of 3.5 or greater been specified? 
(contact your energy supplier or the Sustainable 
Energy Development Authority);

Development Applications for new dwellings and multi-
unit housing need a BASIX certificate. 

See page 14 for more information about BASIX.

N. WASTE
Required for all proposals except dwelling houses 
and minor additions or alterations to non-residential 
buildings.

Show how the proposal promotes waste minimisation: - 
avoid, re-use, recycle :
• proposed at-source waste separation program and 

facilities: aluminium, steel, glass, plastics, food and 
organic waste, etc;

• proposed recycling collection from hotel, 
entertainment, commercial and industrial premises;

• domestic food and organic waste composting;
• litter control program (for activities such as take-

away food, sporting venues, etc);
• proposed waste storage areas;
• How will building and demolition waste be used, 

recycled or disposed?;
• arrangements for hazardous building wastes such 

as asbestos and contaminated soil.

Your Waste Management Plan should demonstrate 
that you have included the above objectives in your 
proposal

O. SITE MANAGEMENT
Required for all proposals involving building works 
except minor alterations and additions and outbuildings.
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Show how the construction site will be managed 
to ensure public safety and to minimise public 
inconvenience:
• perimeter fencing to restrict public access to the 

construction site;
• proposed hoardings or other enclosures to the site;
• location of proposed site amenity facilities, storage 

of building materials and equipment, bulk waste 
containers and material stockpiles;

• How will you maintain safe pedestrian access 
adjacent to the site?;

• access points for construction;
• method/s of demolition;
• dust control methods.

P. PHOTOGRAPHS
It is recommended that where you are proposing 
to do external works, photographs be included with 
your application. This information is invaluable to the 
assessment officers and to other persons involved in 
the processing of your development application.

Applications for residential apartments or new 
commercial or industrial buildings must be accompanied 
by photo montages of the proposal. This should be in 
the form of computer-generated images, or other such 
technology, showing how the proposed building sits into 
the existing streetscape.

ADDITIONAL REQUIREMENTS FOR  
SEPP 65 DEVELOPMENTS
In addition to the items listed above for inclusion in your 
Statement of Environmental Effects, there are additional 
items required where the building is defined in the 
Environmental Planning and Assessment Regulation as 
a “residential apartment building”. 

Please note that Sutherland Shire Council considers 
that a model is appropriate, and therefore a 3D Trimble 
Sketchup model meeting the requirements listed below 
must be included with any development application for 
a residential flat building (as defined in SEPP 65).

SUBMISSION REQUIREMENTS FOR 
DETAILED FACADE SECTIONS
Detailed facade sections are important as they allow 
for an understanding of the appropriateness of the 
materials used in the development. They also assist in 
the assessment of solar access, privacy impacts and 
other impacts of the proposal.

SUBMISSION REQUIREMENTS FOR 3D 
MODELS
1. A 3D digital Trimble Sketchup model of the 

proposed development (external configuration) on 
an accurate topographical and cadastral boundary 
base, including the existing built form of the 
immediately adjoining and relevant surrounding 
properties.

2. (Optional) A physical model of the proposed 
development including the existing built form of the 
immediately adjoining and relevant surrounding 
properties.

ADDITIONAL REQUIREMENTS FOR 
DEVELOPMENT ON BUSH-FIRE PRONE 
LAND
Development Applications on bush fire prone land must 
be accompanied by a Bush Fire Assessment Report 
demonstrating compliance with the aim and objectives 
of Planning for Bushfire Protection 2006 (published by 
the Rural Fire Service) and the specific objectives and 
performance criteria for the land use proposed. For 
most single dwellings the report can be done using the 
Single Dwelling Application Kit available from the NSW 
Rural Fire Service. 

For more information, 
please refer to the  
Rural Fire Service website 
(www.rfs.nsw.gov.au).
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4. COMPLETING THE REQUIRED DOCUMENTS.

The application is a series of legal documents. You should ensure that there is no false or misleading information 
before you lodge it.

The following parts on the application need particular attention:

OWNER’S CONSENT / SIGNATURE
You must obtain the consent of all landowners or we cannot accept the application. If 
there is more than one landowner, every owner must sign. If the owner is a Company 
or Owners’ Corporation, then a director, secretary or authorised delegate must sign.

If your property is a strata unit, and you are proposing any development beyond your 
unit entitlement, you will need the approval of the Owners’ Corporation.

If you’ve recently purchased the property, it’s possible that Council will not yet have 
received formal notice of the sale, and therefore the previous owner will still be listed 
as the owner in our records. In this case, it is important for you to provide a letter from 
your solicitor or other evidence demonstrating that the ownership has changed.

If one or more of the owners names has changed (such as when getting married) 
but the change of ownership has not yet been updated by the NSW Land Registry 
Service, we will need evidence confirming the change of name (such as a driver’s 
licence or marriage certificate).

For development below the mean high water mark, such as jetties, ramps and 
pontoons, the landowner is usually the NSW Government. You will need to obtain its 
consent as landowner before lodging the development application.

OWNERS/APPLICANTS DECLARATION OF AFFILIATIONS
For Council to ensure the highest integrity in the Development Application process, property owners and development 
applicants are required to declare all affiliations or associations they had with Councillor/s or Council staff over the past 
2 years.

General Declaration
You must declare all affiliations or associations 
with Councillor/s or Council staff which may lead a 
reasonable person to believe that a Councillor or staff 
member may not be able to deal with your application 
in an impartial manner. This includes all affiliations or 
association with a Councillor/s or member/s of staff 
where you:
• are a Counil employee
• have a friendship, personal or family relationship;
• have a shared membership in a club, political party 

or organisation ;
• have business dealings with a Councillor/s or 

member/s of staff outside their official Council role; 
or

• have provided a gift, benefit, loan, payment or 
hospitality .

Political Donations or Gifts
If you have made a political donation or a gift within 
two years before the date of this application, you must 
comply with Section 147 of the Environmental Planning 
& Assessment Act 1979.  This requires the disclosure 
of political donations and gifts made by the applicants 
or persons with a financial interest in this application.  
The information about political donations that must be 
disclosed is the same as that required by the Election 
Funding Authority.  You must disclose:  the name 
of the person to whom the gift was made; the date, 
name, address of the person making the gift; and the 
amount or value of that gift.  The Act requires that this 
information is posted and publicly available on Council’s 
website.

Lobbying
If you have business dealings with Council or if you 
lobby Council, please abide by Council’s Statement of 
Business Ethics and Code of Conduct for Lobbyists 
which outline Council’s expectations for managing 
those relationships.
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ESTIMATED COST  (THE ‘CONTRACT’ COST)
The estimated value of the development must be based on industry recognised 
prices, including cost for materials and all labour for design, construction and/or 
demolition and GST. Please note that Council will check the estimated cost. If the 
estimate is understated, the figure will need to be adjusted. Additional application 
fees may then be needed.

The cost assessment sheet on our website will also need to be completed. In this 
regard, Council has endorsed the NSW Government’s recommended approach to 
estimating the cost of development:

VALUE OF DEVELOPMENT METHOD OF COST ASSESSMENT

Equal to or less than $100,000 Estimated cost and methodology provided by 
either the applicant or a suitably qualified person*

Greater than $100,000 and 
equal to or less than $3 million

Estimated cost and methodology provided by a 
suitably qualified person*

Greater than $3 million A detailed cost report provided by a registered 
quantity surveyor

*a suitably qualified person is: a builder who is licensed to undertake the proposed works, a registered 
architect, a qualified and accredited building designer, a registered quantity surveyor or a person who 
is licensed and has the relevant qualifications and proven experience in costing development works at 
least to a similar scale and type as is proposed.

PROPOSED DEVELOPMENT
You must describe the proposed development in detail. Tell us exactly what you 
propose to do. If you can’t describe your proposal in the space provided in the 
Planning Portal, you will need to include a full description in your Statement of 
Environmental Effects.

OTHER AGENCY APPROVALS
Under the planning laws you need to indicate in the Planning Portal whether you 
need an approval from another Government agency in addition to development 
consent. If your proposal needs another approval, we will assess it as “integrated 
development”.

The NSW Planning Portal contains a list of other approvals that may be needed, 
which include the following:
NSW Approval Body Legislation Requiring Approval

Natural Resources Energy Regulator ss.89, 90 and 91 of the Water Management Act 2000

Water NSW Groundwater dewatering s91 of the Water Management Act 2000

Roads and Maritime Services s.91 of the Water Management Act 2000 
(in Botany Bay, east of Captain Cook Bridge)

Heritage Branch, Office of Environment and 
Heritage s.58 Heritage Act 1977

Environment Protection Authority Licences under ss. 43, 47, 48, 55 and 122 of the Protection of the 
Environment Operations Act 1997 

Office of Environment and Heritage s.90 National Parks and Wildlife Act 1974.

Roads and Maritime Services s.138 Roads Act 1993

Department of Primary Industries - 
Fisheries s. 144, 201, 205 and 219 of the Fisheries Management Act 1994.

Rural Fire Service s.100B of the Rural Fires Act 1997.
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If you are unsure whether another approval is needed, please consult the 
relevant agency. Similarly, if your proposal involves any of the above matters, 
we strongly recommend that you consult with the agency concerned before 
you lodge your application.

Applications for integrated development will be referred to the relevant 
agency to obtain their ‘general terms of approval’. These requirements will 
then be incorporated in the conditions of any development consent issued by 
Council.

An extra fee (for each separate 
approval body) is needed for 
integrated development.  
The additional fee payable to an 
approval body must be paid to us 
and we will forward it to the Approval 
Body with your application.

REQUIRED INFORMATION CHECKLIST
Council has several Required Information Checklists for different development 
types. These are available from our website and Customer Service Centre.

Each application must include all of the relevant information that the checklist 
requires. For example, nearly all development will need a construction 
management plan showing a materials storage location. All residential 
development requiring a BASIX certificate will need to include a copy of the 
certificate and all relevant BASIX commitments on the plans.

If you are in doubt as 
to whether you need to 

supply information 
listed in the checklist, 

please contact our 
Development Enquiry 
Officers or Customer 

Service Centre.

5. LODGING YOUR APPLICATION
HOW TO LODGE YOUR APPLICATION
From 1 January 2019, all development applications 
need to be lodged via the NSW Planning Portal. You 
can do this from the location of your choice, or at our 
Customer Service Centre.
You need to:
• include a PDF copy of all the required plans and 

supporting documents;
• obtain the landowners consent;
• pay the development application fees 

REGISTER TO THE NSW PLANNING PORTAL
Go to https://apps.planningportal.nsw.gov.au/prweb/IAC 
to create an account.

CREATE YOUR APPLICATION
• Log in to the Portal and click on the “New” tab on 

the upper left side of the Portal dashboard.
• Input your applicant details and the details of the 

proposed development.
• Upload required and supporting documents.
• Review and submit your application.

WHEN IS THE APPLICATION LODGED?
Your application is considered to be lodged after it has 
been checked for accuracy and compleness AND the 
full and correct fees have been paid.  Most of the time it 
will be reviewed and available on our online DA Tracker 
within 1 or 2 business days.  We will email you an 
invoice and you can BPay the fees.

HARD COPY DOCUMENTS
Applicants no longer need to provide a paper copy of 
documents. We will charge a printing fee for printing 
necessary paper copies.

SOFT COPY DOCUMENTS
All documents are to be supplied in digital format as 
PDF documents via the NSW Planning Portal. The 
plans should be to scale (1:100@A3) and rotated to 
landscape. Black and white plans need to be 300 dpi 
and coloured plans can be at a lower resolution.

LONG SERVICE LEVY
If your proposal involves building work with a value 
of more than $25000 you need to pay the Building 
Industry Long Service Levy. You must pay this before 
the release of the Construction Certificate.

PAYMENT OPTIONS
You can pay in the following ways:
• BPay
• Credit Card, either bvia phone (1300 886 435) or 

our website
• Mail by cheque or money order
• Personal payment at our Customer Service Centre. 

You can pay cash between 8.30am and 4.00pm 
Monday to Friday

Lodgement using the computers at Council’s Customer 
Service Centre is only possible between the hours of 
8.30am and 4.00pm on working days.

6. AFTER YOU LODGE YOUR DA
1. Acknowledgment
You will receive an invoice specifying the fees to be paid 
and the registered development application number to 
acknowledge that we have received your application.

2. If we need more information
It is essential that you supply Council with all the 
information required in the relevant application documents 
otherwise your application may be rejected. We may need 
more information about your application. If so, we will 
request this through the NSW Planning Portal as soon as 
possible after receiving it. Failure to lodge the requested 
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information will result in your application being 
determined with the information at hand, and may result 
in refusal, or it will be returned to you for re-lodgement.

3. Neighbour notification and advertising
Most development applications are publicly notified to 
enable interested persons to lodge comments with us. 
For more information, refer to Chapter 42 of Sutherland 
Shire Development Cotrol Plan 2015.

4. Checking the progress of your application
If you would like to find out how your application is 
progressing, you can use Council’s online DA Tracker 
service, which allows you to track the progress of the 
application from lodgement through to determination.  To 
access this service go to our website at sutherlandshire.
nsw.gov.au and choose “DA Tracker” on the front page.  

We suggest that you wait at least 28 days from 
lodgement of your application before contacting Council 
about its status. 

5. If there’s a delay
Many applications are required to be referred to other 
agencies before we can determine them (for example, 
integrated development). This process may cause delays 
that are beyond our direct control.

The planning laws give you certain rights if there is an 
undue delay in the determination of your application. For 
more information, contact the Assessment Officer who is 
responsible for your application.

6. Amended plans
It is important to carefully check your plans before they 
are lodged to ensure they comply with our requirements. 
After an initial assessment, we will allow for one set 
of amended plans to be lodged via the NSW Planning 
Portal. We will not provide opportunities for lodgement 
of multiple sets of amended information that will each 
need assessment. If applicants choose not to resolve the 
issues raised, the application may be refused.

7. Determining your DA
After your application has been assessed by one of our 
officers, it will be determined by either a staff member 
under delegated authority, the Sutherland Shire Local 
Planning Panel or the Sydney South Planning Panel.

8. Notice of Determination
After your application has been determined, you will 
receive a Notice of Determination of Development 
Application via the NSW Planning Portal. The Notice 
will tell you whether we have approved or refused your 
application.
If your application is approved, the notice will list all 
conditions of consent and reasons for those conditions. 
It will tell you when the consent becomes effective and 
when it lapses.
If your application is refused, the notice will give the 
reasons for refusal. The notice will also explain your right 
of appeal to the Land and Environment Court.

9. Conditions of consent
If your application is approved you must ensure that 
the development is carried out in accordance with the 
Conditions of consent. You cannot alter or vary the 
development (or the way it operates) unless the terms of 
the consent are modified.
Section 4.55 of the Environmental Planning and 
Assessment Act allows for modification of development 
consent. Separate application documents for a Section 

4.55 modification are available from Council. We suggest 
that you contact us before lodging a Section 4.55 
application.

10. Lapsing of consent
Development consents issued before 11 August 2017 are 
valid for 3 years. Consents issued on or after 11 August 
2017 are valid for 5 years. The lapse date is listed on 
your development consent. If your consent lapses you 
must lodge a new application if you wish to proceed with 
the development.
11. Request an extension
If your consent has a lapsing date of less than 5 years, 
you can request an extension (the maximum extension 
granted is for 1 year). Applications to extend must 
be made more than 1 month before the lapse date. 
Extensions cannot be granted after a consent has 
lapsed.

An application for an extension of development consent 
is subject to a fee.

12. Surrender of consent
If you have an active development consent and no longer 
wish to proceed with it, you may surrender the consent 
to Council. Council may also require the surrender or 
modification of a consent as part of another consent.

13. Developer contributions
Your Notice of Determination may include a developer 
contribution requiring payment towards public facilities 
required as a consequence of development. 

Developer contributions are levied where we can 
demonstrate that your development will increase the 
demand for these facilities. and are determined in 
accordance with our Developer Contributions Plans. 
These set out the circumstances in which a contribution 
can be imposed, the formulae for calculating the 
contributions and the program of works on which the 
contribution is to be spent. 

All developer contributions are paid into a special 
account. They cannot be used for other purposes.

14. Other approvals
If your proposal involves building or subdivision works, 
you will need a Construction Certificate before you start 
work. This application will include detailed building plans, 
specifications and engineering drawings. You will be able 
to apply for this eith to Council or an accredited certifier. 
You must also appoint a Principal Certifying Authority, 
and notify us in writing (using a specified form) before 
you start any construction or subdivision work.

The Principal Certifying Authority is responsible for 
issuing certificates relating to the project and for 
monitoring compliance with the development consent 
during the building or subdivision works.

Your proposal may also need an approval or licence from 
another government agency. It is your responsibility to 
obtain any necessary approval or licence before you start 
your development.
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7. REVIEW OF COUNCIL DECISION
If you are dissatisfied with the determination of your development application or wish to make changes to your 
approved plans, contact us immediately so we can clarify issues and discuss your options. Options available to you 
include:

MODIFICATION OF A DEVELOPMENT 
CONSENT 
This is done under Section 4.55 or 4.56 of the 
Environmental Planning and Assessment Act. This may 
be appropriate if you disagree with particular conditions 
of consent or decide to amend certain aspects of the 
proposal. You must complete the required application 
documents, and include a written justification for the 
proposed modification.

Applications to modify a consent are lodged through 
the NSW Planning Portal. They must go through a 
similar process to the original application including any 
necessary notification. Therefore, it is important that 
you allow enough time to obtain our approval before 
proceeding with any variations to the consent.

REVIEW OF DETERMINATION OF 
DEVELOPMENT APPLICATION 
Where Council has refused your development 
application or imposed conditions that you are not 
satisfied with, you may be able to apply for a Section 
8.2(1)(a) Review of Determination. You must lodge 
this application within 6 months after the date of 
determination of the Development Application. 

However, Council must also complete any such review 
within the 6 month period identified above.  There 
can be no exceptions. This means that, if you are 
contemplating a review, you will need to allow enough 
time for Council to undertake public notification and 
other processes involved in the review. For more 
complicated or controversial applications Council’s 
assessment can take several months. You should seek 
independent legal advice regarding this process.

You cannot make an application for review where 
the development application was for Designated 
Development or Complying Development (as defined in 
the Environmental Planning and Assessment Act), was 
lodged by the Crown, or was determined by the Land 
and Environment Court.  

The fee payable for a review of determination under is 
subject to the sliding scale prescribed by Clause 257 of 
the Environmental Planning Assessment Regulation.

REVIEW OF DETERMINATION OF 
SECTION 4.55 OR 4.56 MODIFICATION 
Where Council has refused your application for 
a Section 4.55 or 4.56 modification or imposed 
conditions that you are not satisfied with, you may 
be able to apply for a Section 8.2(1)(b) Review of 
Modification. You must lodge this application within 
28 days after the date of determination of the Section 
4.55 or 4.56 Modification Application. Council has 
a maximum of 6 months from the date of its original 
decision to make a decision on the review.

You cannot make an application for review where the 
modification was for Designated Development (as 
defined in the Environmental Planning and Assessment 
Act), was lodged by the Crown, or was determined by 
the Land and Environment Court.

The fee payable for a review of determination under 
Section 96AB is subject to a fee of 50 percent of the 
fee that was payable in respect of the application that is 
subject of the review.

REVIEW OF REJECTION  
Where Council has formally rejected your development 
application, and not determined it, you may be able 
to apply for a Section 8.2(1)(c) Review of Rejection. 
You must lodge this application within 14 days after 
Council gives written notice of its decision to reject the 
application.  Council then has a maximum of 14 days to 
make a decision on the review.

The fee payable for a review of rejection under Section 
82B is subject to the sliding scale prescribed by Clause 
257A of the Environmental Planning Assessment 
Regulation.

AN APPEAL TO THE LAND AND 
ENVIRONMENT COURT 
An appeal must be lodged within six months of the date 
of the Notice of Determination. This date is contained 
at the top of your determination notice. Before 
proceeding to a Court hearing, the Court will arrange 
a mediation or conference if this is acceptable to the 
parties. You should make your own enquires with the 
Land and Environment Court.
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SUTHERLAND SHIRE LOCAL PLANNING 
PANEL
The Sutherland Shire Local Planning Panel was 
established under NSW government legislation to make 
decisions on development applications that are subject 
to:
• a conflict of interest
• more than 10 unique objections
• a departure from development standards greater 

than 10%
• Sensitive development

SYDNEY SOUTHPLANNING PANEL
The Sydney South Planning Panel was established under 
NSW government legislation to make decisions about 
regionally significant development, including:
• development with a value of more than $30 Million
• some development with a value of more than $5 

Million, such as crown development, and private 
infrastructure facilities such as affordable housing, child 
care centres and schools, 

• Some development within the coastal zone.
• Development between $10 Million and $30 Million that 

hasn’t been determined by Council within 120  days of 
lodgement and which the Panel agrees to detemrine.
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8. APPENDICES
APPENDIX 1 – SAMPLE A4 SIZE NOTIFICATION PLANS
Council needs A4 size plans for the purpose of neighbour notifying adjoining property owners and residents. An 
example of a suitable A4 notification plan is included below.
The new works need to be easily identifiable by means of colouring, shading or outlining. Photo-reduction of large-
scale plans is usually unacceptable because they lack clarity and legibility.



APPENDIX 2 - SAMPLE SITE ANALYSIS PLAN

Site / contextual photo Site / contextual photo Site / contextual photo Site / contextual photo
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APPENDIX 3 - PREPARING A CLAUSE 4.6 VARIATION
INTRODUCTION
Development proposals need to be prepared with reference to the 
development standards in all relevant environmental plans. These plans have 
been prepared and are consistently implemented to ensure appropriate and 
sensitive development of the Sutherland Shire.

Compliance with the development standards is usually necessary to ensure 
that the objectives are achieved. Where an applicant proposes to vary a 
development standard within Sutherland Shire Local Environmental Plan 
2015, Council cannot consider the variation unless a written Clause 4.6 
Variation is included.

Clause 4.6 in SSLEP 2015 replaces State Environmental Planning Policy 
No.1 (SEPP 1). Please note that a SEPP 1 objection is likely to be needed 
to vary a development standard in other environmental planning instruments 
applying to your development. Examples of this might include development on 
“deferred land” in SSLEP 2015 or development subject to a different SEPP.

WHAT IS A CLAUSE 4.6 VARIATION?
A Clause 4.6 Variation is a written submission accompanying a development 
application and prepared by the applicant or their representative in which 
justification for variation of the relevant development standard is provided. 
Council does not have the authority to approve a development application 
seeking a variation to a development standard contained within an 
environmental planning instrument in the absence of a Clause 4.6 Variation.

WHEN IS A CLAUSE 4.6 VARIATION REQUIRED?
Where a development proposal does not comply with a development standard 
contained in SSLEP 2015, a Clause 4.6 Variation justifying non-compliance 
with that standard in the particular circumstances of the application is 
required.

A Clause 4.6 Variation cannot be made against all development standards in 
SSLEP 2015. A list of the standards excluded from Clause 4.6 is provided in 
Clause 4.6 (6) and (8) of SSLEP 2015.

A Clause 4.6 Variation is not needed for variation of numerical controls 
contained within Development Control Plans (DCPs) although other written 
justification for variation of these controls is required.

If more than one development standard is varied, an application will be 
needed for each variation (eg floor space ratio and height)

IN WHAT FORM SHOULD A CLAUSE 4.6 VARIATION BE LODGED 
WITH COUNCIL?
A Clause 4.6 Variation must be in the form of a document accompanying 
a development application and be prepared by the applicant or their 
representative. The document must clearly state that it is a variation made 
under the provisions of Clause 4.6 of SSLEP 2015.

It must demonstrate:
a) that compliance with the development standard is unreasonable or 
unnecessary in the circumstances of the case.

b) that there are sufficient environmental planning grounds to justify 
contravening the development standard.

c) that the proposed development will be in the public interest.

d) whether the contravention of the development standard raises any mater of 
significance for state or regional planning.

e) the benefit of maintaining the standard.

This is best demonstrated by Clause 4.6 Variations being prepared using the 
Clause 4.6 variation template available from our website.
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APPENDIX 4 - SAMPLE DETAILED FACADE SECTION

Important note: The above sample section should not be used as a 
template for balcony design. It is intended purely as a guide to presenting 
a detailed facade section.



Remember, if you are in any 
doubt as to whether your 
proposed development is exempt 
or complying development,  
make sure that you check with 
Council before doing any work.
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9. GLOSSARY OF TERMS

Building Code of Australia (BCA) 
A uniform set of technical provisions for the design and 
construction of buildings throughout Australia.

Complying development certificate (CDC) 
A certificate that allows a complying development to 
be carried out. This is generally development that has 
a low environmental impact and that is compliant with 
prescribed standards.

Development application (DA) 
An application for consent to development that can’t be 
approved with a complying development certificate. 

Development consent 
A document granting consent for development. 

Development control plan (DCP) 
A detailed guideline that illustrates the controls that  
apply to a particular type of development or 
development in a particular area. A DCP refines or 
supplements a local environmental plan or State 
Environmental Planning Policy and is made according 
to the Environmental Planning and Assessment Act 
1979. The DCP that applies in Sutherland is normally 
Sutherland Shire Development Control Plan 2015.

Local environmental plan (LEP)  
The principal legal document for controlling 
development at the council level. The zoning provisions 
establish permissibility of uses and standards to 
regulate the extent of development. They are prepared 
by councils and approved by the Minister for Planning 
(after public exhibition). You will need to determine 
which planning instrument is applicable to your land, 
usually Sutherland Shire Local Environmental Plan 
2015. A check of Council’s zoning maps will help you 
with this.

Principal certifying authority (PCA) 
A council or private accredited certifier that oversees the 
building or subdivision process. 

Zoning 
The system of dividing an area of land into zones, 
in which different land uses either do not require 
development consent, require consent or are prohibited 
in different zones. Zones (such as residential or 
commercial) are shown on maps and explained in 
environmental plans. 

ANY QUESTIONS?
If you would like more information please phone us on 02 9710 0333 or come 
and speak to the Development Enquiry Officers located at our Customer 
Service Centre.

The Customer Service Centre is locate don the ground floor of our 
Administration Building at 4-20 Eton Street, Suthelrand.

Copies of the Sutherland Shire Local Environmental Plan, Sutherland Shire 
Development Control Plan and required application documents are available 
from Council’s Customer Service Centre or from Council’s website. 

For more infomation, visit

sutherlandshire.nsw.gov.au/Development

sutherlandshire.nsw.gov.au/Development
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