
APPENDIX 1 

 
Officer 
 307419 
  
 Ref 
  

 
Headteacher 
 

 Cc Chair of Governors 

Date   
 
Dear ________ 
 
SCHOOLS CAPITAL: ALLOCATION OF CAPITAL FUNDING 200_ 
 
I am pleased to inform you that an allocation of £__________ has been approved by the 
Portfolio Holder for Schools and Colleges and provision has been made from the ______ 
funding pot to address___________ issues at your school.  
 
Where your proposal is dependent on other factors, such as planning permission or other 
funding approvals, and these requirements are not yet in place, the allocation of the funding is 
conditional.  Also, the approval of funding now being announced does not pre-judge, in any 
way, subsequent decisions needed by the Authority, or others, and you should satisfy yourself 
that all other requirements are fulfilled.  Where relevant, we would expect all necessary 
approvals to be in place within six months and prior to commencement of the scheme on site 
to ensure this funding can be confirmed. 
 
This funding will be in the form of non-delegated funding to your school.  The funding will be 
ring fenced for this particular project, and has been allocated in the following funding years: 
 
200_/200_  £_______ 
200_/200_  £_______ 
 
You should consider how you wish to proceed with this project and detailed guidance on 
school management of capital projects can be found in Plymouth City Council’s “Guidance on 
Capital Projects” which has previously been sent to each school electronically. 
 
Schools have Devolved Capital, which can be added to allocations of Non-Devolved capital to 
extend the scope of the work.  It will be expected that the extent of this should be agreed by 
the time Project Scope Approval (PSA) is sought. 
 
If you have any immediate queries, please contact your Capital Planning Officer who will be 
able to offer advice on how to proceed.  
 
Yours sincerely 
 
 
Barbara Booth 
Head of School Organisation and Services 



 
APPENDIX 2 

 
PLANNING PERMISSION 
 
Most new building proposals will require planning permission, and the school will need to 
obtain this from Plymouth City Council as Planning Authority.  However although part of 
Plymouth City Council, the Planning Authority must follow national Town and Country Planning 
Legislation, and obtaining permission should therefore not be regarded as a formality, nor a 
process subject to in-house rules only that can be set aside on demand. 
 
The planning process in Britain has a number of objectives, two of which are relevant here – 
firstly to help enable appropriate development, but secondly to ensure that the impact on the 
environment and other people has been considered.  Neighbours and a range of other 
bodies/agencies therefore have to be consulted, and 21-28 days has to be allowed for their 
responses. 
 
The target time for determining applications is eight weeks from the date received as valid, but 
this can be extended if changes are needed to make the proposal acceptable (and hence to 
avoid the application being refused).  Inappropriate applications and incorrectly submitted 
documentation are among the most common reasons for delays in obtaining planning 
permission. 
 
There are also additional requirements relating to: Listed Buildings, Conservation Areas, other 
special areas, Trees, Advertisements, Playing Fields – and many others.  Some internal works 
can also require planning permission where they affect the external appearance of a building. 
 
You are therefore strongly advised to consult the Council’s Planning department as early as 
possible during the design stage, to ensure that the proposal will comply with Town Planning 
legislation/policies, and any application can be dealt with in the most expedient way.   
 
The Planning department offers a range of free services, including: 
 
• advice on design and location of development 
• what planning issues are likely to arise as a result of the proposal, and how these might be 

overcome 
• where to obtain further specialist advice 
• whether a planning application is necessary 
• how to complete planning or related applications. 
 
The emphasis is on advice for you to follow, but more detailed involvement may be possible if 
the team has resources available. 
 
However it is the client’s responsibility to check, either directly or via your consultant or a 
competent agent, that all Town Planning matters have been identified and are adequately 
addressed. 



APPENDIX 2A 
 
HOW PLANNING APPLICATIONS ARE HANDLED BY PLYMOUTH CITY COUNCIL 
 
You will normally need to complete an application, and send six complete sets (including 
Forms, Certificates, Plans/Drawings, Supporting Statement and Fee) to the Planning Authority 
as above.  Planning Officers can supply all the necessary Forms/Certificates, together with 
detailed Guidance Notes. 
 
Planning Officers will then vet the application to ensure that all paperwork is complete, before 
the application is acknowledged in accordance with legislative requirements. 
 
However, if it is felt, whilst vetting, that the application has not adequately addressed all 
planning issues and hence may well run into problems, Planning Officers may try to assist to 
overcome them (including design and location matters, if there has been no prior 
consultation).  You should therefore allow sufficient time for this vetting process. 
 
When lodged the application will be passed to the relevant Planning Officer who is then 
responsible for all further processing.  The main steps are then: 
 
• formal registration, assignment of Case Officer, and Application Reference Number, 

publications; 
 
• consultation of neighbours and other appropriate bodies/ organisations (eg, Highway 

Authority).  Minimum 21 days allowed; 
 
• assessment of case, including any objections and letters of support.  Preparation of report; 
 
• take to Committee for decision (but if no objections, a ‘delegated’ officer decision is 

possible); 
 
• formal issue of Decision Notice. 



 
APPENDIX 3 

 
HIGHWAYS REQUIREMENTS 
 
Depending on the type and size of project there may be an impact on the roads and 
pavements outside the school.  This could mean needing to actually change the layout of the 
road physically or affecting the flow of traffic and pedestrians in the area.  Sometimes 
changing the internal layout of school roads or parking areas will have quite a marked effect 
on traffic outside the school. 
 
It is really important to think about the effect on traffic and roads early in the project.  The 
sooner these are discussed the earlier they can be planned for or discounted.  Contacting the 
Transport and Planning Team at Plymouth City Council will lead to proper advice being given 
in good time.  Often this helps plan internal layouts, as the impact on vehicle or pedestrian 
movements is understood and clarifies the impact on project budgets. 
 
The road layout outside the school is the responsibility of Plymouth City Council as Highway 
Authority.  It has to think about how to protect all road users and so there are some quite strict 
rules about who can or cannot work on the highway.  Only approved consultants can carry out 
designs and similarly the numbers of contractors are limited. 
 
The City Council has term contractors who have been appointed through competitive 
tendering and are the preferred choice for being given work.  Other companies can of course 
do the work but they must be approved by the Highways Area Office beforehand.  Schools will 
be expected to pay the fees and costs associated with road works and design, so these fees 
and works need to be included within the allocation at an early stage. 
 
The important thing to remember is that early involvement of the Highways Area Office will 
assist schools in getting their projects finished on time with good value.  Leaving the 
discussions to the last minute may well cause more difficulties than are necessary. 
 
Planning Applications which affect highway and traffic flow (such as school enlargement/basic 
need etc) may well be required to produce a School Travel Plan and a traffic impact study as 
part of their submission. 
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DEVOLVED CAPITAL / SELF FINANCED PROJECT 
NOTIFICATION / APPROVAL FORM FOR BUILDING WORKS 

 
This form must be completed before the project starts, as there are capital strategic planning and financial implications. 
 
 
PROJECT OUTLINE 
 
 
1(a) Description of  Project 
 
 
 
 
 
1(b) Method of Construction (if applicable) 
 
 
 
 
 
1(c) Area in m2 (measured inside of external walls and including internal walls) for: 
 
 - additional new build 
 - reduction by demolition/removal 
 - for remodelling 
 - for refurbishment 
 
 
 
1(d) Contribution to Asset Management/Education Development Plan/Priorities and Removal of Surplus Places 
 
 
 
 
 
 
 
 
 
TIMESCALE 
 
 
2(a) Planned Start Date 
 
2(b) Planned Completion Date 
 

2(c) Present status : a)  Initial Brief            b)  Planning Design            c)  Detailed Design            d)  Tender                
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CONTRACTORS/PROFESSIONAL CONSULTANTS 
 
 
3(a) Works to be undertaken by (if known):- 
 
 
 
 
3(b) Works to be supervised by:- 
 
 
 
 
 
COSTS 
 
 
4. Estimated cost of project (including build, furniture and equipment, professional fees):- 
 
 
 
 
FUNDING STREAMS 
 
 
5. Source(s) of funding to meet project budget (please state source of and any restrictions on funding, such as 

deadline date for expenditure and if it is possible to roll it forward):- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I hereby certify that the above proposal has been undertaken in accordance with Financial Regulations and 
Standing Orders. 
 
 
 
Signed __________________________________________ (Headteacher/Principal)  Date _______________________ 
 
 
 
School/College ____________________________________________________________________________________ 
 
Should you require further advice or clarification, please contact the Capital Planning Team on tel. 01752 307419 or e-
mail your Capital Planning Officer: 
 

• joan.chilcott@plymouth.gov.uk 
• michelle.endacott@plymouth.gov.uk 
• gareth.simmons@plymouth.gov.uk 
• phil.osmond@plymouth.gov.uk 

F9 page2


