East Sussex
Building Control Wea I d en
Partnership District Council

Local Authority Building Control
for Wealden and Eastbourne

User Notes for using the Wealden Online
Building Control Portal

1) The Wealden Online Building Control Portal can be found at the following web address,
which is a hosted sitebyt he Counci |l 6s Pl anning and Build

http://buildingportal.co.uk/

EP  Building Portal Home  Building Applications  Profle ~ Login  Register

displayed as shown and the
first thing you will need to do
is to Register to use the

system. This will only need to

Welco
the BUILDING PORT,

Planning Portal

2) The Home page will be

be done O nce . The Building Porta allc The Building Portal gives the Local The Planning Portal is the UK
make your Building Control Applicatio Authority the tools to deliver the best Govemment's online planning and
online possible service building regulations resource.
The BP Wizard will guide you through the For the Local Authority, the Building Use their site to leamn about planning and
easy step-by-step process and will Portal will allow you to manage and building regulations, apply for planning
provide support and advice along the process your Building Control applications permission, appeal against a decision and
way. electronically, validate your data, control find out about development near you
all 3 of your fee schedules, take payment
Within the Building Portal you will be able online and return NLPG property Click below to visit the site.
to upload all your attachments, references.
automatically calculate your fees and
save and retumn at any point Click below to begin
PORTAL

Click below to begin.

3) Complete the fields on the
Registration Page and then >
click on Create User.

#»  Public and Agent Home Thank you for choosing to register with the Building porial.

L} ErammElfen: Registering with the Building Porial allows you to submit building control applications online. Please fill

»  Profle in all fields below in order to register.

---------------------------------------- If you are a local government officer and you would like to try out this system please go to our demo
site and create a login there.

% Forgotten Password

#  Questions & Help

Registration Form

Type: Public
User Name:
Password
Confirm Password
E-mail:
Security Question:
Security Answer:
Create User (»

° ®
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4)  Your account has been
created but to activate it,
you will receive an email.
Note: If you do not
receive an email please
check your Junk/SPAM as

Welcome to
the BUILDING PORTAL

It WI” probably be herel »  Pubiic and Agert Home Thank you fof Choosig 10 regisier with the Bulkaing portal
) o  Government Home
H Rogstenng with the Bulding Portal afiows you %0 sutmt bulding control appications onbne Plaase M
If not, please email = Se-pushemapams s
planning@wealden.gov.uk 7 e A iocad emmmnd A3 e ot e 0 ¥ ot e e ot 9 0
. . §in and treate 3 kg thero
to adv|se *  Foegotten Passeord
« Questons & Help
Ragstraton Fom
Regstration compiste
YOur actount ham Do Credted If yOu a0 3% 200N CR0e COmTMe T Profie Da0k ONCe yOur court B
SOV Thes will hels you 10 B ¢ formes Saster Snce your rofie wil Do usod 10 Compiets yOur Ostals 00 e
apoee ston form
e -
ddI0ev@e Buding Partal Fagenten Confrmunon - Mestage (Pl Teth o L .
Mevisge | McifeeLasd T Adabe POF - @
A G U L k}w ners N l\
s X L3 5 Bwen B S i U e | S e ‘A
By e - Ostetr | ogty Reoky Sforward By sdere * Soms st SO | L e st 3 Moy g oA Transiste R Tsom
5) CIICk On the Ilnk Wlthln the Devate Reipyed Muddle  SaweAPOF Gk W 3 Moo Tagt 5 ) Toem
A . From S s U 00 R Sent Tue D2.00L0017 0%
email to activate the S, L
Suagea th.wmm(um
account. e e e et e B W et T e WA St et o BB
Wedcome to the Buildng Poral

Please click on me Io“omng lmk 10 verify your mstmmn
LY fi Py X

|
6) The Building Portal page will BP  Buikdng Portal ome Buidng fepntions - Frele - Logn e
be
displayed to show that the Welcome to

account has been the BUILDING PORTAL

activated. [ Navigat |
v

#  [Puble and Agent Home Yiour acoount has. been authorsed and you may now kg in 10 the Bualiding Portal

w  Govermment Homs
& Proie H oo ave a0 aQend. pleass COMmpiehs tha Prolls page onos p0ur S000UM & a0lalied  Thes wil Padp you
ol i o Rt i your priofil will e el 1o compliel your Sty on the appication ke

Yioas will B rocireciedin bin decondi. Alermately cick thin ik
»  Fomoten Passeced

»  Chositior K Haelp

Terms and Condions Prevacy Pokoy Contat Us
Yiou e et Homa
P

& DEF Softwars LI CopyTgns 20T

e ®
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7) Complete the Profile Page with details about your company and yourself:

EP  Building Portal Home Building Applications ~ Profile  Logout

W me to
the BUILDING TAL

v
You can change your profile on this page
#  Register
»  Profile Fields marked with a * are mandatory. If you would like to change your password click here.
»  Login Your Organisation:
»  Questions & Help Company Name Wealden DC
Telephone number: 01892 602472
Fax number: 01892 602777
Your Address:
Address line 1* Council Offices
Address line 2 Vicarage Lane

Now you have registered you are ready to go to the Login page to start your application.

BP  Building Portal Home  Bulding Applications ~ Profile  Logout

Welcome to
the BUILDING PORTAL

8) Click on Create a New
Application

% Create a New Appl Cor 1S you have logged in

L) oSl You are now logged in to the Building Portal

% Resubmit Applications
The links to the left allow you to create and process a new application, access your saved applications
and caleulate your fees in ful
) Questions & Help The links to the lower left hand side are there to help you. If you're experiencing a problem or you have
a question to ask, just click here and well get right back to you

Terms and Conditions : Privacy Policy : Contact Us
You are here: Home > Public and Agent Home
© DEF Sofware Ltd Copyright 2016 SOFTWARE

9) Stage 1 - You will need to give your Proposal a name and then enter East Sussex (or
Wealden, Rother, Eastbourne or
Hastings) to locate the East v
Sussex Building Control R S ninlololc

Partnership. Highlight the name > Your S Appicatons
and then click Next R

Proposal Name

Please enter a name for the proposal
»  Questions & Help

Note: At any stage you can save Proposaiame
and exit the application Local Authority

Highlight the local authority that will be approving your application

You can use the Filter box to reduce the number of authorities listed by typing a
few characters from the authority's name

Filter:

Local authority *:

Adur District Council and Worthing Berough Council Building Control Partners!
Allerdale Borough Council ~

|Amber Valley Borough Council

Arun District Council

[Ashfield District Council

lAshford Borough Council

[Aylesbury Vale District Council

Babergh District Council

Balaby District Council v
Barnsle Baronah Couneil

®
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10) Stage 2 - Select the type of Building Regulation Application you are submitting and click
Next

Submission Type (Electronic or Postal)
East Sussex Building Control Parinership can accept an electronic version of your
application

We will guide you through submitting your application to the council including
supplementary documentation (like site plans) and automatic fee calculation.

At the end of the process your application will be automatically submitted to the
council.

Type of Building Regulation Application

Please select the type of application you would like to complete *

O Full Plans

(O Building Notice

O Regularisation Certificate
O Partner Authority Scheme

Full Plans: detailed plans are required which will be checked by our surveyors
and will be approved or rejected. Where an approval is received, your builder will
then know that work will comply with the building regulations if carried out in
accordance with the approved plans. A rejected application will need to be re-
submitted.

Building Notice: suitable only where minor works are proposed in residential
properties. Cannot be used where consultation is required under the Regulatory
Reform Order, e.g. commercial premises.

Regularisation Certificate: can be applied for where work has been carried out

11) Stage 3 - Complete the applicants Details and tick the box to indicate you are the agent.
Note: This will auto populate your details provided you have completed the Profile Page.

Click on Next.

sieps: [1] 2| B 4] [5] s || 7

Create a New Application
Your Saved Applications

Applicant Details

Resubmit Applications

Please enter the applicant defails
Questions & Help

Applicant's title * Please Select. ﬂ
Applicant's first name *:
Applicant's surname *

Street address *

Town *
County
Postcode *:

Telephone Number =
Mabile Number:

Fax Number:

Email Address *

Please tick if you are an agent acting on behalf of an applicant: []

* Indicates a mandatory field which needs to be completed

Note: Any mandatory boxes which are not completed will highlight in red and you will be
unable to proceed until the box(es) are completed.

Indicates help against a field T click on the symbol to show the help text
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and then click on Next.

» Create aNew Application

S|eps1z3n567

» | Your Saved

» | Resubmit Applications

» Questions & Help

I Detal ofd1eSi‘l1e|

Enter the location of the site where the proposed work will occur.

If the site location is the same as the applicants address, tick the box. O

Postcode *:
Site Location =

Enter details of the proposed development

Proposed Development *:

Estimated cost of works: £

Internal floor area of 2
proposed works:

If new building or extension please state proposed use: | Domestic

If existing building state present use: Domestic
State the method of drainage disposal where applicable:

Foul water: - not applicable —

Surface water — not applicable —

Does the proposal involve building over or within 3m of a public sewer or a rising
main? * @

Oves
ONo

Does the work involve works to a building fronting a private street? *

O Yes
O No

Is the Regulatory Reform Order (RRO) 2005 applicable? *@
O Yes
QO No

Are the works for a revistered disabled person? *
Are the works for a registered disabled person? *

O Yes
O No

Part P - Electrical Safety |

Please indicate which of the following methods that you intend to use in order to
demonstrate that all fixed electrical installation works associated with this
application will be designed, installed, inspected and tested in accordance with
BS7671: 2001 (as amended) *

O Competent Persons Scheme
O BS7671 Certificate

O Building Control Body

O Not Applicable

Competent Persons Scheme: For more details and advice please visit the
following link: hitp://www.competentperson.co.uk. This option will not incur an
additional charge

BS7671 Certifica qualified electrician will certify that the work has been
designed, installed, inspected and tested in accordance with BS7671 and provide
an Electrician Instaliation Certificate with associated inspection and testing
schedules to BS7671. Please note that this option will incur an additional
charge.

Building Control Body: This option will involve a Council employed electrician
inspecting, testing and certifying the electrical installation. Please note that this
option will incur an additional charge.

* Indicates a mandaterv field which needs to be completed.

12) Stage 4 - Complete the details about the Site, Use of the Building and Electrical Safety
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13) Stage 5 - The next section deals with attaching and uploading files to the system. If you
wish to send hard copy documents this option also exists. You must ensure that you
attach a site plan for all application types and any details indicated with an asterix * in the
Document Drop-down box.

Your Saved Applications

Resubmit Applications

Questions & Help

As you upload

Add Attachments to Your Application

[ Click here if you would like to post any attachments instead of uploading
them

Browse to select the files to attach to your application. Enter a description for each
aftachment uploaded. Press the UPLOAD button to upload an attachment. There
is a 5Mb file size limit

Attachments marked with an asterisk are required for this type of application

Please note: all drawings must be in pdf format and saved to scale.
Drawings in jpeg are not acceptable

Please include a plan at a scale of 1:1250 or 1:500 for all application types clearty
showing the location of the proposal. For full plans applications please also
include the following

detailed plans to appropriate scale

structural calculations (where necessary)

Please note these attachments will be removed from our server if you leave
this application without saving it, or if you press the back or refresh buttons
on your browser.

Type: — select document type — Iv]
Description:
File name: | Browse.

Note: Unfortunately you can only
upload one document at a time
as no bulk uploading facility is
currently available

on your browser.

Type:

— select document type — ﬂ

Description:

File name: |

documents, they will be

displayed in the Uploaded

Files part of the page.

Type

Browse..

Please select a file to upload
Upload (»

Uploaded Files

Description File Name

No files uploaded

To remove an attachment hover over it in the table and choose the DELETE

option.

* Indicates a mandatory field which needs to be completed

Save and Exit

Terms and Conditions : Privacy Policy

» 4) Previous  Next (»,

Contact Us

You are here: Home>= Public and Agent Home > Create a New Application

© DEF Software Ltd Copyright 2016

When you have finished, click on Next

SOFTWARE

14) Stage 6 - The next screen deals with agreeing to conditions and extension of time. Once
completed, click on Next.

Building Portal Guidance Notes i Ver 1.5

Conditions

Time Extension

m 5 weeks 10 8 weeks
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15) Stage 7 - The next stage deals with whether you have Planning Permission, any
additional information you may wish to add and agreeing to the declaration by ticking the
box. Click on Finish to complete your application.

Create a New Application sep= NN EEE

Your Saved Applications

Planning Permission
Resubmit Applications.

You are advised to check whether planning permission, listed building
Questions & Help consent and/or conservation area consent is required prior to commencing
work. For any planning enquiries please contact:-

For Wealden District Council Planning enquiries —emai
For Rother District Council Planning Enguiries —email
For Hasting Borough Council Planning Enguiries —email

If you already have planning permission, please state the existing planning
application number, eg. WD/2010/0001/F

Application number:
Additional Information

Enter any additional information that may assist with your application

Additional Information: |

Declaration

This notice is given in relation to the building work as described and submitted in
accordance with Regulation 12(2) (b) and accompanied by the appropriate fee. |
understand that a further inspection fee will normally be payable for a full plans
application following the commencement of inspections.

| have read the above statement and accept it:

Save and Exit (# #) Previous  Finish (#

Create a New Application Use this section to enter the building control charge.

16) Application Charges - The B
application Charges screen Resubmit Applications Please use the charge tables provided by your local authority and enter that value in the field below
deals with the Fees for the i et rere o st e
application and there is a : e
l'ink to the Ci
with the Building Regulation e e i
fees. Enter the fees for the
application you are making. Application Charges
Click on Save. You will then Proposal name: Test - Full Pans
need to click the Submit Nt Vi G

option which will appear. i —

Inspection Fee* Unknown

The application cannot be validated until the correct fee has been received.

Totals 0.00 0.00] 0.00

Please note: if there is no charge you still need to enter 0 in the charges box.
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17) Payment and Submission - The Payment Page allows you to make a payment via the
Council 6s website and t he (egaMWtneamnnanhback mtay me n-
the system. Note: within the text on this page will be the Building Portal Number (e.g. BP-
nnnnnnnn) which has been allocated to this application and is required when paying on-
line.

Alternatively you select to indicate that the applicant will be paying.
Note: The Council no longer accept payment by cheque.

Press Submit to continue.

Welcome to
the BUILDING PORTAL

%  Create a New Application This page allows you to make payment to the local authority (where appropriate) and then
o submit your application either electronically or by post
#  Your Saved Applications
»  Resubmit Applications Please note: any amendments to this application should be emailed to
building control@wealden gov.uk . Please do not submit amendments via the Building Portal

# | Questions & Help

Application details Next step

Proposal Name This application is ready to be submitted. The fees are £120.00 for the Plan Fee and £120.00 for the Inspection
Test Fee which you can pay in full or you can pay the Plan Fee only. If you choose the latter, the applicant will be
Applicant Name invoiced the Inspection Fee once the works commence

Test Test

Type Please Note: where there is no fee to pay, please tick the box below to enable you to submit and complete your
Full Plans application

Last saved
2RININ1Q 11:04-17

Last saved
26/03/2019 11:04:12
Local authority

East Sussex Building Control Parinership It the applicant will be paying, please tick here. [7]
Status
Incomplete Alternatively, please click the link below to make a payment to the local authority. You will be redirected to the
authority’s payment site. You will be asked for your reference so please quote BP-00005809 as the reference
Download your application E code.

Make payment (&

Once payment is complete, please return to this page and enter the receipt number given to you by the payment
site. (WW-nnnnnnnnn)

Receipt Number® : \Wiw- Submit =*
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18) Your application is now complete and you can download the completed application form
as a pdf document.

Welcome to
the BUILDING PORTAL

4pplication Download

»  Create a New Application Thank you for your application. It has Download your application
been submitted to East Sussex byl
Building Control Partnership

%  Your Saved Applications

% Resubmit Applications
#  Please make sure that you post all

attachments to your local council.
Your application will not be
processed until all attachments
have been received.

»  Please make sure that payment is
made to the above organisation
Your application will not be
processed until payment has been

received.

19) You will also receive an email confirmation that your application has been submitted which
will confirm the Building Portal Number which has been allocated to this application.

General Points to Note

a) Do not use the Building Portal to re-submit any amendments to an application. These
should be emailed to building.control@wealden.gov.uk

b)  You can view your saved applications.
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