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Use this Guide to find planning information online at
www.bedford.gov.uk/searchplans
Further planning and systems guidance can be found in the HOW TO GUIDES
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1.

View and Find Applications, Enforcement notice cases and
Appeals 1995 to date:

There are two options to be able to find current or historic planning application information
on the Bedford Borough Council website:
A. The online system, known as Public Access, where you can see all the relevant
documents, dates and information;
B. The MAP SEARCH where you can pinpoint by address, check planning constraints and link
to the application in Public Access to view the documentation.
Each of these systems and the functions within them will be explained in turn. Other helpful
guides may be referred to throughout this guide and weblinks are provided to those.

1.1.

Public Access

Public Access is a live feed system showing data directly from the Council’s records systems.
This includes current and determined applications, their date received or their date
determined, the deadline dates, the case officer, the ward councillors, history of the site,
plans and documents for applications, and correspondence from 1995 to date. A link to Public
Access
can
be
found
on
the
Council’s
“Search
Plans”
page:
https://www.bedford.gov.uk/planning-and-building/planning-applications/search-planspage/

Users would need to click on the “View and Comment on Planning Applications” tab to open
up the search fields.

1.1.1. Planning Application Advanced Search Fields
Anyone can search Public Access by the application number, the site address, the application
types (e.g. change of use, major outline, minerals and waste, and so on), wards, parishes, etc.
There are two search options in Public Access though, a) a simple search, whereby you can
simply type in the application number, a post code or a single line of address, or b) an
advanced search whereby a greater number of parameters can be used to refine the search
outputs. Bedford Borough’s weblink to the search plans page directs users to the advanced
search to give them the widest options available: https://publicaccess.bedford.gov.uk/onlineapplications/search.do?action=advanced
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The advanced search screen looks like this:

If you wish to view planning applications the search is ready to use immediately; however, if
you wish to look for an appeal that has been lodged/decided or an enforcement notice that
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has been issued then you need to select the ‘Appeals’ or ‘Enforcement’ Tab on the page –
see yellow arrow in the screenshot above.
*Please note that ongoing enforcement investigations are confidential and only cases where
enforcement notices have been issued will be searchable in the ‘Enforcement’ tab.*

1.1.2. Ward/Parish Searches
If you wish to find applications ‘awaiting decision’ or ‘decided’ in any specific Ward or Parish
this can be searched for on the Advanced Search page by using the “Ward”, “Parish” and
“Status” drop down boxes. You can refine this further to include dates in the dates fields at
the bottom of the Advanced Search page.
Press enter or Click on SEARCH at the bottom of the screen to run the search request.
A list will appear of all applications for you to view. You can click into any that you want more
details on.
The Council’s How to guide 1 provides further assistance on Public Access search options.

1.1.3 Ward or Parish Weekly / Monthly List
The Weekly / Monthly list search option within Public Access can be used to see any
applications newly registered or determined in any week or month. See screenshot below and
please read the instructions on the page for how to generate a search. A list of relevant
applications will generated from the search and any one of them can be selected to reveal
further information and plans.

1.1.4

Property Search

The Property Search within Public Access can be used to find applications associated with an
address where an application number is not known – see screenshot below. Please note that
the ‘property name’ field is not always accurate for a search as not all property names are
formally registered with the Post office Gazeteer. Post Code search is therefore
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recommended.

1.1.5

Viewing Documents & Understanding Plan ‘V’ Numbers

Once you have found your application you will be presented with a Planning Application
Summary Page – see example screenshot below:
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To view plans, documents and correspondence you need to click on the ‘Documents’ tab,
highlighted in yellow in the screenshot above
You will then see the following screen:

Then click on the link, VIEW ASSOCIATED DOCUMENTS, highlighted in yellow in the
screenshot above. This will take you to another page where all the documents associated with
the application are stored, as per the example below. Plans are always labelled as ‘V’ numbers.

To help users of Public Access to understand what the ‘V’ numbers are, a Contents List is
produced for each application and should be opened before any of the plans in the
‘documents’ screen are clicked on. Contents lists are sometimes revised during the lifetime of
the application if amended plans are submitted. Users should always click on the one with the
Use of the Planning Public Access System – A Guide for Councillors and Parish Councils

Page 7

most recent date if there is more than one list available, as shown in yellow highlight in the
screenshot above.
A Contents List looks something like the screenshot below and helps users to know what plans
they might want to open and view from the documents list.
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If a plan is amended and replaced during an application that plan will be given a suffix of A, B
or C, etc., as shown in pink highlight above. V01A in this case replaces V01 and V01 is no longer
under consideration. If V01A was later amended then it would be replaced by V01B and V01A
would no longer be under consideration. So users are reminded that any plan with a suffix
replaces the previous plan with the same V number.

1.1.6 Viewing Statutory Consultee and Public Comments
Members and Parish Councillors may want to know if any statutory consultee has commented
on the application. Any statutory consultee comments, such as highways, environmental
health, conservation officer, etc. will show in the ‘Associated Documents List’ below the Plan
V numbers as soon as the advice is received.
Public comments of support or objection can be submitted to the planning authority in three
ways; firstly, through the ‘Make a Comment’ option of the comments tab in Public Access;
secondly via email to planning@bedford.gov.uk; or thirdly by sending a letter through the
post.
Comments submitted via ‘Make a Comment’ in Public Access show online in the Public
Comments section of the application in Public Access as soon as they are submitted. The
commenter also receives an instantaneous acknowledgment. Public Access commenting is the
simplest and preferred way for the planning authority to receive submissions from the public.

When comments are submitted via email, the contents of the email are cut and pasted by the planning
admin clerks into the comments section of Public Access.
If a paper letter is received, the sender’s personal information has to be manually redacted by the
planning admin clerks to remove any information that is sensitive under GDPR. The letter is then
manually scanned into a PDF document and labelled and saved into the “Associated Documents List”
of Public Access under the Plan V Numbers. The letter will then be labelled as a “contributor
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comment”. Councillors and Parish Councillors are therefore reminded that public comments
(depending on how they are submitted to the Planning Department) can appear in both the
“Comments” and “Documents” part of Public Access.
Paper submissions are a time consuming and resource hungry process for the planning admin team,
so any councillor or parish wishing to encourage residents to comment on applications are urged to
promote the Public Access ‘Make a Comment’ option to those residents instead of asking them to
send in paper letters.

1.2

Map Search

Applications can also be found by MAP SEARCH by using the web address:
https://apps.bedford.gov.uk/lvplanning/

You can identify any applications, enforcement cases, appeals and planning constraints by
searching on an address. You can also then view the plans in Public Access from the map
search. However, the Map Search requires more accurate search criteria, such as an exact
address, if someone does not know the area of land to zoom into on the map. The Map Search
is therefore not as reliable as the Public Access search function.
The Map Search looks like this:
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The generates a search, click on the magnifying glass on the left hand side of the screen (as
highlighted with a yellow arrow above). This will open a text box where you can type in an
address; press Enter to search. If you do not have an address please search for the nearest
property or street name or use your mouse wheel or mouse pad to zoom in or out of the map
to the location you desire.
If there is a red outline around a property or site that you are interested in this means there
is planning application history (see screenshot on next page).
Click within the red outline of the property or land that you want to check and a text box will
appear. At the top of the box on the left hand side you will see numbers in brackets for
example (1 of 2); this means there are 2 relevant records for your site, which could be any of
the following: planning applications, appeals, enforcement notices and constraints.
Each application record will show certain details such as application number, proposal,
address, date received, date determined. To access the application there is a statement on
bottom of the record which states: “For more information, please click here”; this has been
highlighted with a yellow box in the screenshot below. That “click here” link then takes you
to the planning record in Public Access as shown in the second screenshot below.
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For further information on using the map search and identifying constraints covering certain
properties please access Planning’s “How To Guide 2”:

Use of the Planning Public Access System – A Guide for Councillors and Parish Councils

Page 12

2.

Tracking Applications & Saving Searches

Setting up alerts to be notified of planning applications being submitted in a particular area is possible
in Public Access. The following sections of this Guide will provide instructions on how to register, track,
save a search and receive notifications. Councillors and Parish Councils should note however, that the
IT connectors/links to generate alerts on tracked applications or saved searches sometimes fail.
Unfortunately the planning service does not maintain the Public Access service and it is often only
aware that the automatic alert or individual search function is not working when a councillor or a
Parish advises the department. The department then has to log a service outage case with the IT
department so when this happens the planning department has to hand the matter over to IT to
resolve for you.

2.1

Registering for Alerts

Click on this link VIEW AND COMMENT ON PLANNING APPLICATIONS to gain access to Public
Access. A bar at the top gives you four options – select Register:

Register your details as you would for any other website.
Input all the details with a * as these are compulsory fields (see screenshot below).
Passwords must be eight characters or longer, must contain a mixture of letters and
numbers and must not contain spaces. Then click on NEXT.
Enter your postcode - Click on NEXT
Select your address from drop down box.
If your address is not in the list select “My address is not in the list”, click on NEXT and enter
the address in the fields when prompted - Click on NEXT
Agree the terms and conditions and the “YOUR DATA” section and agree to them.
Check your details are correct and click on NEXT.
An email will be sent to the address you entered. This provides final confirmation that you
want to create a Public Access account. When the email arrives, click on the link to be
returned to the Public Access site.
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2.2

Tracking Applications

After locating an application of interest in Public Access, you can choose to keep a watch on
what happens to it by tracking it. Applications are displayed on the “Tracked Applications”
part of your registered account. When applications that you are tracking are modified, for
example its status changes (i.e. if it is determined), a notification will appear on the Notified
Applications page and you will be sent a notification email.
To view these applications, select Tracked Applications from the “My Profile” drop down list.
You can sort the list by clicking on the appropriate column headings:
•
•
•
•

Reference - sort the list alphanumerically by reference
Address - sort the list alphanumerically by the address that is the subject of the
application
Type - sort the list alphabetically by the application type
Status - sort the list alphabetically by the status of the application.

To view a tracked application, click on the View button for that application.
To remove an application from the tracked applications list, click on the Stop Tracking button
for that application.
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2.3

Saving a Search

You may find that you use a particular search regularly. For example, a simple search based
on a post code or an advanced search charting the progress of a specific planning application
or on a WARD or PARISH.
As a registered user, you can save these searches to be run again from your Saved Searches
Page.
Additionally, when new records corresponding to a saved search arrive, news of these will
automatically appear on your “Notified Applications” page as detailed in Section 2.4 below.
Follow the steps below to save a search:
1. To save a search, click on the Save Search button.
2. Change the default search title if you wish.
3. If you want to be notified by email of any new records matching your search criteria, select
Yes.
4. Click on Save to save the search.
To view your saved searches, select Saved Searches from the “My Profile” drop down list.
You can sort the list by clicking on the appropriate column headings:
• Search Title - sort the list alphabetically by search title
• Search Type - sort the list alphabetically by search type.
To perform a saved search now, click on the Run button for that search.
To modify the search criteria, click on the Edit button for that search. This returns you to the
appropriate search form and allows you to change the details of the search.
To remove a search from the list, click on the Delete button for that search.

2.4

Receiving Notifications

When applications that are the subject of a saved search or are in your Tracked Applications
list are modified, a list of those applications will appear in the Notified Applications page. You
will also be sent a notification email. To view notifications follow the steps below:
1. Select Notified Applications from the “My Profile” drop down list.
2. The tracked applications that have been modified are listed at the top of the screen. These
are followed by the modified applications that are subject to your saved searches.
3. To view an application, click on the View button for that application.
4. To remove an application from the notifications list, click on the Discard button for that
application.
To delete all of the notified results for a particular search, click on Discard All Results From
This Search.
5. Additionally, you can select saved search applications from the notifications list and track
these. Click on the Track icon for the applications of interest. These will now be added to your
Tracked Applications page.
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3.

Planning Consultation Period and Call-Ins

Councillors, members of the public and Parish Councils often ask how long they have to
submit their comments on a planning application. Most applications are required to be
advertised for 21 days, but some application types have shorter consultation periods of 14
days. Comments should be submitted within the consultation period specified in the relevant
notice(s) in order to ensure that they are taken into account.
The planning department has discretion to consider late submissions, however, as the
planning department is able to make a decision immediately following the expiry of the
statutory consultation period, those wishing to make comment should do so within the
consultation period to guarantee their comments being able to be considered. Most
applications have to be determined within an 8 week timeframe and an applicant is able to
submit an appeal against non-determination at any time after that timeframe, so the earlier
the comments are submitted, the greater the chance of being able to influence the outcome.

3.1

Consultation Methods and Important Dates

Some applications are advertised by way of letter sent to neighbouring addresses, some by a
site notice near to the application site and some by newspaper advert. The expiry date of the
consultation period will be noted on the letter, site notice or newspaper advert but these
expiry dates won’t always align because site notices are often put up after letters have been
sent out and newspaper adverts are controlled by the print run of the relevant newspaper
publication, so again can differ to the expiry dates on the letters and site notices. Councillors
and Parish Councils are therefore always advised to look at the “Important Dates” tab in the
“Details” screen of the relevant application in Public Access. See example Screenshot below:
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The yellow boxes shown in the screenshot above are the key dates to consider. In this
particular example letters were posted out, a site notice was pinned up and a newspaper
advert was published. This means there are three consultation dates to consider. The first
field - “Neighbour Comments should be submitted by Date” - is based on letters which we
sent out to neighbours by royal mail. The second field - “Latest Advertisement Expiry Date”is based on our advert appearing in a newspaper. The third field -“Latest Site Notice Expiry
Date” - is based on a planning officer pinning up a site notice near the site. The later date of
the three is the date when the public consultation period closes. In this example the last
date for comments to be received was 13th May 2021.
This is also relevant for Borough Councillor Call-In periods, as explained in Section 3.2.

3.2

Borough Councillor Call-Ins

The Scheme of Delegation details the applications which are taken to committee and those
which are able to be called in. The Scheme is located on the Planning Committee page of the
Borough website.
The Council’s Call-In procedure is contained within Appendix 1 of the Scheme. Specifically,
Part 2(h) of Appendix 1 of the Scheme states that:
“All call-in requests must be made before the end of the public consultation period on
the application, as stated on neighbour notification letters, site notices or newspaper
adverts (as relevant) for it to be valid. Late requests will not be accepted (except in
circumstances set out in paragraph i) to ensure that the application can be determined
within the statutory determination period.”
Part 2 (i), which is referred to in the above text states that:
“If the public consultation period is extended, so shall the member call-in period to the
same date.”
It is important to understand that as amended plans are often received during the application
period, reconsultation letters are sent to neighbours and to anyone else who has commented
on the application already. This means that the public consultation period is extended and
the “Neighbour Comments should be submitted by” field in the Important Dates screen of
Public Access will therefore be updated. It is therefore always important for a councillor
wishing to call-in an application to look at the Important Dates field to determine if they are
within time.
Call-ins must also be submitted via the electronic E-form, which is found on the Planning
Committee page of the Borough website.

Use of the Planning Public Access System – A Guide for Councillors and Parish Councils

Page 17

4.

Planning Application Determination Periods

As mentioned earlier most planning applications should be determined within an 8 week
period, but some have shorter timeframes of 5 weeks. Major applications though have a 13
week determination period and major applications with an Environmental Statement have a
16 week determination period. These can be extended by agreement with an applicant, but
where agreement cannot be reached the applicant has the option to lodge an appeal against
non-determination immediately after the statutory decision date has passed.
However, the Government recognises that it is not always possible to issue decisions on time
for various reasons, not least the resourcing constraints of council planning departments,
response times of statutory consultees, and also because applicants are often trying to
address concerns and avoid refusals by submitting amended plans before a decision is made.
Amendments lead to reconsultation and elongated timeframes to cover that process.
As a result, the Government sets all councils a target to determine at least 70% of minor
applications within the 8 week period and at least 60% of major applications within the 13/16
week period to avoid planning powers being taken away and transferred to the Planning
Inspectorate. The Important Dates screen in Public Access contains the relevant dates. See
Example below:
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In this example the application was validated on 22nd May 2022, which was the first day of
consideration. The application had an 8 week determination period and should have been
determined by the 22nd July 2022, as detailed in the yellow boxes in the screenshot above.
However, an extension of time was agreed with the applicant to 29th July 2022, as detailed in
the pink box in the screenshot above and the decision was issued in that timeframe.
The Council has to report to Central Government the percentage of decisions issued within
the Government targets on a monthly basis and the information included on the Important
Dates screen of Public Access is used to inform that report.
Councillors and Parish Councils should note that applications are not necessarily determined
in order of date received. Each application has its own unique set of considerations, and
decision timeframes are sometimes beyond the control of the case officer. For example, some
applications require extensive statutory consultation, some are awaiting consultee advice,
some require legal agreements, some are of strategic or local importance, some require
negotiation and reconsultation during the process, and some must be determined by
committee, which only meets once a month. Despite the national average caseload per
officer being 40-50 applications at any one time, Borough Officers can be juggling up to 100
applications at any one time so delays can occur.
Councillors and Parish Councils are asked to consult the Important Dates screen of Public
Access to check the progress of an application in the first instance before making contact with
the case officer. However, the case officer name can be found on the “Further Information”
page of the Application in Public Access. See example below:

Enquiries can also be sent to planning@bedford.gov.uk
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