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Scheme for Submitting Views at Planning Committee Meetings 

 
  

A Glossary 
 

Committee Planning Committee of Havant Borough Council 

County Councillor A member of Hampshire County Council, who 
represents a ward within the boundaries of the Borough 
of Havant 

Clear Working 
Days 

Clear Working Days means a complete period of 24 
hours excluding days when the Public Plaza is closed, 
weekends, Bank Holidays and the day when meeting is 
held. 

Deputation 
Statement 

A written statement, which must be provided in advance 
to support a speech, setting out the issues a speaker 
wishes to raise with the Committee during his or her 
address. 

Non-Member Havant Borough Councillor, who is not attending a 
meeting of the Planning Committee as a member of the 
Committee  

Speaker A person, who is not a member of the Committee or 
officer of the Committee, that has been accepted by the 
Council to speak at a Committee meeting. 

Statutory 
Consultation 
Period 

The period of time for formal public consultation on a 
planning application. 

Written 
Submission 

A written text submitted for consideration by the 
Committee by a party, who does not wish to speak to 
the Committee 

 
B.  General Notes  
  

1 The primary intention of this scheme is to allow members of the public who have 
submitted representations on a specific planning application during the statutory 
consultation period, agents, Hampshire County Councillors and Havant Borough 
Councillors, who are not members of the Planning Committee, to: 
 
a speak at a meeting of the Planning Committee; or  
 
b submit written submissions to a meeting of the Planning Committee 
 
on a specific planning application before the Committee and bring to the 
Committee’s attention concerns already raised during the statutory consultation 
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period. This scheme is the adopted scheme for speaking referred to in paragraphs 
3.7 and 8.2 of the adopted Planning Code of Conduct. 

 
2 Please note that although Planning Committee meetings are held in public, they 

are not public meetings; as a result, a person, who is not a member of the 
Committee or an officer of the Committee, may only speak to the Committee if he 
or she has registered to speak as shown below. 

 
 

 
C How to Submit Views to the Planning Committee 
 
 Applies to members of the public, agents, Hampshire County Councillors, and Non- 

Members 
 

1 Once the agenda has been published there is an opportunity for: 
 
a members of the public, who have submitted representations on a specific 

planning application to be considered at a meeting of the Planning 
Committee during the statutory planning period;  

 
b applicants or agents;  
 
c Hampshire County Councillors; and  
 
d Havant Borough Councillors, who are not attending as Members of the 

Planning Committee  
 
to submit comments to the Committee on an application which is due to be 
considered at that meeting. Such comments must relate to concerns and/or issues 
raised during the statutory consultation period. 

 
 2 The recommended way to submit views to the Committee is to either: 
 

(a) submit a written statement, which is known as making a written submission if 
you do not wish to speak to the Committee but wish to highlight specific 
issues raised during the statutory consultation period1. Details of how to 
make a written submission are shown below: or 

 
(b) request to speak to the Committee to highlight issues you wish to raise2 , 

which is known as a deputation. When requesting this, a written statement 
(“deputation statement”) must be provided in advance, setting out the issues 
you want to raise at the Committee. Details of how to do this are shown 
below. 

 
 3 If an application is deferred to be considered at a later meeting, no public 

speaking will take place on the application deferred and registered speakers will 
have to apply again to speak. 

 
1 Members of the public may only raise issues they raised during the statutory consultation period 
2 Members of the public may only raise issues they raised during the statutory consultation period 
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 4 If an application is deferred to be considered at a later meeting, written 

submissions will not be considered on the deferred application and will have to be 
resubmitted. 

 
 

D Form, Structure, and Content of a Deputation Statement and Written Submission 
 
 
 Applies to members of the public, agents, Hampshire County Councillors, and Non- 

Members 
 
 1 Content 
 
 a A written submission or deputation statement will only be accepted if it relates to a 

planning application included in the agenda for a meeting of the Committee. 
 
 b It is important to remember that the Committee can only consider certain criteria 

when deciding a planning application. To help you, we have provided details 
below of examples of what can and cannot be taken into account. 

 
 Matters that can be considered Matters that cannot be considered 

Matters that are contrary to 
development plan policies 

Devalue property or cause the loss of a 
private view 

Not in accordance with government 
policy  Breach of covenant in a private contract 

Highway safety and traffic impact; 
inadequate parking  Applicant does not own the land 

Servicing or turning space provided Boundary disputes 

Harmful to conservation area or 
listed building 

Local opposition i.e. vandalism, over-
population 

Overdevelopment or overintensive 
development 

Matters covered by other legislation e.g. 
alcohol licensing 

Overlooking or loss of privacy or 
other residential amenity 

Objections raised on moral, racial, or 
religious grounds 

Visually intrusive or overbearing Personal views about the applicant 

Poor external design; appearance or 
layout Already too many other similar uses 

Loss of trees and/or landscaping 
seen from public spaces   

Noise and disturbance from the 
proposed development (but not from 
construction work).   

Conflict with Nature Conservation 
criteria for the area.   
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 c The written submission and deputation statement should contain a summary of 

reasons for supporting or opposing the application1. A list of headings or bullet 
points without an explanation will not be accepted. 

 
 d Deputation statements or written submissions that are accepted will be published 

on the Council's website and copies made for councillors and members of the 
public. The laws of defamation are very strict. If you say or write something 
defamatory in public about a person which is not true, even if you believe it to be 
true, you may be at risk of legal action. Therefore, avoid defamatory comments in 
any deputation statement or written submission to the Committee. 

 
 e The Monitoring Officer may rule out of order any deputation statement or written 

submission that is vexatious, derogatory, defamatory, frivolous, or offensive. 
 
 f A deputation statement or a written submission may not contain images or 

photographs. 
 
 g Please note that speakers are not expected to read out their deputation statement 

word for word. It is anticipated that the speaker will use the allocated time to 
highlight the issues raised in their deputation statement. This is not however, an 
opportunity to raise issues not included in the deputation statement. 

 
 2 Format of Written Submissions and Deputation Statements 
 
 a Written submissions and deputation statements must be: 
 

 i typed in a regular Arial 12 font with standard spacing between the 
words and single line spacing between lines; 

 
  ii free of any photographs, diagrams or other images; and 
 
  iii free of letter headings, dates, email addresses, postal addresses and 

signatures. 
 
 3 Length of Written Submissions and Deputation Statements 
 
  Applies to members of the public, agents, Hampshire County Councillors 
 
 a A written submission or deputation statement may be no more than two 

sides of A4 paper 
 
  Applies to Non-Members 
 
 b A written submission or deputation statement may be no more than four 

sides of A4 paper 
 
 

 
1 Members of the public may only include reason they raised during the statutory consultation period 
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E Where to Submit a Written Submission or a Request to Speak to the Planning 
Committee 

 
 Applies to members of the public, agents, Hampshire County Councillors, and Non 

Members 
 
 1 All written submissions and requests to speak to the Committee must be in writing 

and sent to the Democratic Services Team by emailing  
 
  democraticservices@havant.gov.uk 
  
  or 
 
  by letter sent to: Democratic Services Team, Havant Borough Council, The Plaza, 

Civic Centre Road, Havant PO9 2AX 
 
 2 It is strongly recommended that written submissions, requests to speak and 

deputation statements are sent well in advance and via email as these can be 
picked up more quickly and amended (if necessary). 

 
F Submission of a Written Submission1, 
 

1 Who May Submit a Written Statement  
 

 Applies to Members of the public, agents, Hampshire County Councillors, and 
Non-Members 

 
a A written submission will only be accepted for a meeting if it relates to a 

planning application included in the agenda for that meeting. 
 
 Applies to Members of the public  
 

 b A written submission will only be accepted from members of the public 
who made written representations objecting to or in support of the application 
during the statutory consultation period. 

 
Applies to County Councillors 
 
c A written submission will only be accepted from a Hampshire County 

Councillor who represents a ward within the boundaries of the Borough of 
Havant 

 
Applies to Applicants and Agents 
 
d A written submission will only be accepted from the applicant or his or her 

agent, who submitted the application under consideration. 
 
 Applies to Non-Members 
 

 
1 For appointment of a representative see H below 

mailto:democraticservices@havant.gov.uk
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e A written submission will only be accepted from a Havant Borough Councillor 
who represents a ward within the boundaries of the Borough of Havant 

 
2 Restrictions on Written Submissions 
 
 Applies to Members of the public, agents, Hampshire County Councillors, and Non 

Members 
 

a A written submission will only be accepted if it relates to a planning 
application included in the agenda for that meeting and conforms with the 
requirements set out in Section D above. 

 
b A member of the public, agent, applicant, and/or Non-Member may not 

submit more than one written submission for the same application 
 
c It is important to remember that the Committee can only consider certain 

criteria when deciding a planning application. To help you make the most of 
the time you have allocated to speak, we have provided details in Section D 
on typically what can and cannot be taken into account. The Council 
reserves the right to reject any submissions containing defamatory or 
discriminatory statements. 

   
 3 Deadline for Submission of a Written Submission 
  
  Applies to Members of the public, agents, Hampshire County Councillors, and Non 

Members 
 
  A written submission must be received by the Democratic Services Team by no 

later than 12 noon two clear working days1 before the meeting. Therefore, if a 
meeting is on a Thursday with no intervening public holidays, written submissions 
must be received by 12 noon on the previous Monday. Any written submissions 
received after this deadline will be rejected and will not be submitted to the 
Committee for their consideration except in exceptional circumstances.  

 
 4 Additional Information to be Provided with the Written submission 
 
 Applies to members of the public, agents, Hampshire County Councillors, and 

Non-Members 
 
  When sending in a written submission, the following information must be provided: 
 
  a the application number and address of the application you are writing about 
 
  b Confirmation that that it is written submission and not a request to speak to 

the Committee; 
 
  c your name, an email address, postal address and/or contact telephone 

number; 
 

 
1 See glossary for definition of clear working days 
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  d indicate whether you are an applicant, agent, supporter or objector 
 
  e Indicate whether you represent a group of objectors or supporters and if so 

supply details of who you represent together with confirmation that they all 
made representations during the statutory consultation period and 

 
  f if F4e above doesn’t apply, confirmation that you have previously made a 

representation during the statutory consultation period.  
 

5 Publication of Written Submissions  
 
 The Democratic Services Team will collate and send all written submissions to the 

Committee before the meeting as part of a supplementary agenda. This will be 
published on the Council's website. 

 
6 Amendment of Written Submissions  
 
 The Council may allow a submitted written submission to be amended in cases 

where the wrong version of the submission was originally submitted to the Council 
or to make amendments requested by the Monitoring Officer provided that the 
revised version is received no later than 11am on the day before the meeting. 
Please note if the Monitoring Officer has requested that a written submission be 
amended and the revised version is not received by 11 am on the day of the 
meeting, the original written submission will not be put before the committee. 

 
   
G Speaking at Planning Committees1 
 

1 Who May Speak at a Planning Committee Meeting  
 

 Applies to Members of the public  
 

 b Only members of the public, or their representative, who have 
previously made written representations objecting to or in support of the 
application may address the Committee. 

 
c The Council will accept a speaker, who represents a group of supporters or 

objectors, who had previously made a written representation during the 
consultation period,  

 
Applies to County Councillors 
 
d Only Hampshire County Councillors who represents a ward within the 

boundaries of the Borough of Havant will be allowed to address the 
Committee 

 
Applies to Applicants and Agents 
 

 
1 For appointment of representatives see Section H below 
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e An applicant or his or her agent, who submitted the application under 
consideration may address the Committee. 

 
 Applies to Non-Members 
 

f Any Havant Borough Councillor who represents a ward within the boundaries 
of the Borough of Havant who is not attending the Committee in his or her 
capacity as a Member of the Committee may address the Committee. 

 
 

 2  Registering to Speak  
 
 Applies to Members of the public, agents, Hampshire County Councillors, and Non 

Members 
 

a All requests to make a deputation must include: 
 

• Contact details, including the name and email address, of the person who 
will be addressing the meeting 

• application number and details of the relevant application 
• whether the speaker, is the applicant, agent, a support or objector 
• whether the speaker would consent to his or her contact details to be 

shared with others who registers to speak on the same application.  
• a deputation statement in the form and structure set out in D above 

 
b It is strongly recommended that deputation statements are sent well in 

advance and via email as these can be picked up more quickly and amended 
(if necessary). 

 
c Requests to speak to the Committee must be received by the Democratic 

Services Team by no later than 12 noon two clear working days1 before the 
meeting. Therefore, if a meeting is on a Thursday, requests to speak must be 
received by 12 noon on the previous Monday. Any requests received after this 
deadline will be rejected and will not be provided to the Committee for their 
consideration except in exceptional circumstances. 

 
d The Democratic Services Team will collate and send all deputation statements 

to the Committee before the meeting as part of a supplementary agenda. 
These will be published on the Council's website. 

 
 3 Failure to Register to Speak 

 
 Applies to members of the Public, Agents, Applicants, Supporters, Non-Members 

and/or County Councillors 
 

 
1 For definition of Clear Working Days see Glossary 
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a If a speaker does not register in full accordance with Section G2 above, he or 
she will not be allowed to speak, and the Committee will decide the 
application without his or her involvement. 

 
 4  Limit on the Number of Speakers 
 
  Members of the Public, Agents, Applicants and/or County Councillors 
 
 a Subject to Section G5d below, only two people can speak against each 

application. The first two people to register as objectors will have the right to 
speak.  

 
 b Subject to Section G5d below, only two people can speak in support of an 

application. The first two people to register as supporters will have the right 
to speak 

 
 c Subject to Section G5d below, only two County Councillors will be able to 

speak to the Committee on each application. The first two County Councillors 
to register will have the right to speak. 

 
 Non-Members 
 
 d There is no limit on the number of Non-Members who can register to speak 

to the Planning Committee.  
 
 Applies to members of the Public, Agents, Applicants, Supporters, Non-Members 

and/or County Councillors 
 
 e Deputation statements submitted by speakers, who have not been registered 

to speak will be circulated and published as written submissions 
 
 5 Time Limits for Speakers  
 

 Applies to members of the Public, Agents, Applicants, Supporters, Non-Members 
and/or County Councillors 

 
  a The time limits will be strictly followed and cannot be exceeded. All speakers 

must stop when requested to by the Chairman.  
 
  Applies to Members of the Public, Agents, Applicants and/ County Councillors 
 
  b Subject to G5d below there will be a maximum public speaking time of fifteen 

minutes allocated for each application 
 
  c Subject to Section G5d below a total of five minutes per application will be 

allocated to hear the views of all objectors, five minutes for all County 
Councillors and five minutes for all supporters.   

 
  d In exceptional cases where all the following criteria are met, the number of 

people permitted to speak to the Committee and the time allocated for public 
speaking will be amended as set in Section G5e below:  
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  (i) the application will involve more than 50 dwellings; 5,000 m² or more of 

employment floorspace; 2,500 sq m or more of retail floorspace; or 
1,000 m² or more of leisure floorspace.  

  
  (ii) at least three requests have been received to make a deputation 

against the recommendation set out in the officer’s report;  
  
  (iii) the Chairman agrees to an extension of time; and     
  
  (iv) the Head of Planning, or in their absence a Manager agrees to an 

extension of time.  
  
 e If the criteria set out in G5d above is met, the time allocated for public 

speaking will be as follows: 
 

 Number of Speakers Time Limit 
Objectors Up to 4 speakers 3 minutes each 
Supporters Up to 4 Speakers 3 minutes each 
County 
Councillors 

Up to 4 County 
Councillors 

3 Minutes each 

 
f If at any time prior to or during a Committee meeting the number of speakers 

registered to speak against a particular application falls below 3, the time 
allocated for public speaking will be as set out in G5b and c above    

 
  Non-Members of the Committee 
 

h Non-Members may speak for no longer than 10 minutes. Non-Members are 
encouraged to contact the Planning Officer prior to the Committee meeting to 
clarify any factual issues with the planning application and raise any queries 
relating to the content of the report to Committee. 

 
 

6 Questions for Speakers 
 

 Applies to members of the Public, Agents, Applicants, Supporters, Non-Members 
and/or County Councillors 

 
  a Members of the Committee may ask speakers factual questions of 

clarification at the discretion of the Chairman. Such questions may not be 
used to draw out a speaker’s opinion on a particular issue or to enable a 
speaker to expand their speech. 

 
  b The Chairman may use his or her discretion to allow consultants employed 

by the applicant and/or the applicant’s agent, who are not speakers, to 
answer technical questions from Members of the Committee 

 
 

 7 Failure of Registered Speakers to Attend the Committee Meeting 
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 Applies to members of the Public, Agents, Applicants, Supporters, Non-Members 
and/or County Councillors 

 
 a If a registered speaker or their representative does not arrive at the meeting 

before the Committee begins to consider an application they have registered 
to speak on, the Committee will rely upon the speaker’s deputation statement 
when making its decision. The written deputation will not be read out at the 
meeting by an officer or member of the Committee. 

  
9 Amendments to the Deputation Statement 

 
 Applies to members of the Public, Agents, Applicants, Supporters, Non-Members 

and/or County Councillors 
 
 The Council may allow a submitted deputation statement to be amended in cases 

where the wrong version of the statement was submitted to the Council or to make 
amendments requested by the Monitoring Officer provided that the corrected 
version is received no later than 11am on the day before the meeting. 

 
 Please note if the Monitoring Officer has requested that a deputation statement to 

be amended and the revised version is not received by 11 am on the day of the 
meeting, the registered speaker will not be allowed to address the Committee and 
original deputation statement will not be put before the committee. 

 
 

H Right to Appoint a Representative 
 
 Applies to members of the Public 
 

a A member of the public or a group of members of the public may appoint a 
representative to submit a written submission or register to speak and speak on 
their behalf provided that the representative only represents members of the 
public, who have submitted a representation during the statutory consultation 
period 

 
 Applies to applicants and agents for the applicants 
 

b An applicant or an agent representing an applicant may appoint a 
representative(s) to submit a written submission or register to speak and speak on 
their behalf. 

 
Applies to County Councillors 
  
c If a County Councillor who is registered to speak is unable to address the 

Committee for any reason, another County Councillor may be permitted to speak 
in their place, provided that the registered speaker notifies the Democratic 
Services Team of the change at least 30 minutes before the meeting is due to 
start. 

 
Applies to Non-Members 
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d If a Non-Member is unable to address the Committee for any reason, any elected 
councillor, who is not attending as member of the Committee, will be permitted to 
speak in their place, provided that the Non-Member notifies the Democratic 
Services Team of the change at least 30 minutes before the meeting is due to 
start. 

 
 

J Procedure at the Meeting  
 
 1 Committee meetings will start at the time and held at the venue advertised on the 

Council’s website. 
 
 2 Speakers are recommended to arrive 15 minutes before the start of the meeting. A 

member of the Democratic Services Team will be there to greet Speakers and 
explain the procedure, including how to use the microphone. 

 
 3 All written deputations and written submissions will be published on the Council’s 

website before the start of the meeting. At the start of the meeting, the Chairman 
will ask the members of the Committee to confirm that they have all read the 
submitted Committee papers, which include written submissions and deputation 
statements. The meeting will adjourn, if necessary, to enable members to read all 
the necessary papers. Deputation statements or written submissions will not be 
read out at the meeting by an officer of the Committee or a member of the 
Committee. 

 
4 No written material, photographs, diagrams or other papers may be distributed by 

speakers at the meeting itself. 
 
 5 Speakers may not present slides or video presentations at a committee meeting. 
 
 6 Each application is considered in turn with the following procedure: 
 

 a The Chairman reads out which item is to be discussed next 
 
 b One of the planning officers will give an introduction and/or some factual 

updates about the application 
 
 c The speakers will then be invited by the Chairman to address the Committee 

from an allocated desk in the following order: 
 

• Objector(s) 
• County Councillor(s) 
• Non-Member(s)  
• Applicants or the agent/supporter  

 
  
 
 Please note that speakers are not expected to read out their written deputation 

word for word. It is anticipated that the speaker will use the allocated time to 
highlight the issues raised in his or her deputation statement. However, this is 
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not an opportunity for the speaker to raise issues not included in the deputation 
statement. 

 
 d After a speaker has finished speaking the Chairman may allow the members 

of the Committee to ask the speaker factual questions of clarification. 
 
 e All speakers will be requested to return to the public seating area after they 

have made their deputation and answered any relevant question(s) put to them 
by Members of the Committee. 

  
f Officers will be given an opportunity to respond to issues raised by the 

speakers and any issues raised in written submissions or deputation 
statements.  

 
g Members of the Committee may ask officers questions relating to the 

application. 
 
h Members of the Committee will debate and vote on the application. In a 

majority of cases the debate is heard in public. However, occasionally, the 
committee may need to go into closed session to consider information that is 
confidential or exempt from publication. If this happens, the committee will 
pass a resolution to that effect and any participant who is not a member of 
the committee will be asked to leave the meeting.  

 
i When a decision is made, the Committee will move on to the next item on 

the agenda  
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