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23rd November 2020 
 
Town Clerk 
Thatcham Town Council 
Council Offices 
Brownsfield Road  
Thatcham 
R18 3HF 
 
Dear Ms. Taylor 

Old Bluecoat School 

We would like to give Thatcham Town Council advance notice that we intend to submit a Listed 

Building Consent Application to West Berkshire Council for our proposed next stage of 

refurbishment works at the Old Bluecoat School. These are ideas that have been discussed for 

many years, and should not be contentious. We have received Pre-Application Advice from West 

Berkshire Council in developing our ideas. (20/00137/PREAPP)  

Primarily, the work is to replace the 1970’s w.c. cubicle with an Accessible type and to create a 

kitchen counter in the adjacent corner of the room which will be more appropriate for 

refreshments. The opportunity will be taken to replace the plywood wainscoting throughout the 

whole building so that it will all match and to renew and upgrade the wiring.   

Separate ideas are to renew the main doors so that they are outward opening as has been 

recommend by the Fire Officer. Other items on the long term wish-list are to move the electricity 

pole away from the building for heritage aesthetic reasons, and to provide a large blind at the east 

end that would also function as a projector screen. 

More urgent building conservation work includes rendering the priest’s door, and providing a 

protective coat of lime mortar to the stone plinth along the south elevation.  

Our timescale to complete everything will be many years into the future because of our need to 

raise money, which will be especially challenging in the current climate. The first step of 

fundraising will be for us to obtain Listed Building Consent so that we can show prospective 

donors that we have an agreed detailed plan. 

I would be pleased to answer any further questions you may have. 

I will also send a copy of this letter by email so that the drawings can be enlarged if required. 



 

 

Yours sincerely, 

 

 

Mark Thomas 

Chairman 
Thatcham Old Bluecoat School Charity 
 
Attached: 
Pre Application Advice 20/00137/PREAPP  15thAugust 2020 
1581.01 B Location and Block Plan.   
1581.11 A Wainscott.  
1581.14 B Proposed Improvements. 
Heritage Statement - Proposed Improvements.  Nov 2020  
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The Old Bluecoat School, Thatcham 

Heritage statement in support of an application for Listed Building consent for 

various improvements and repairs to the fabric, fixtures and fittings of the building. 

This Heritage Statement is supporting information for the submitted application for listed building 

consent. The statement has been prepared by Mathewson Waters Architects on behalf of the 

applicant, The Thatcham (Old Bluecoat School) Charity; and is in accordance with the guidance 

contained within the NPPF.  It sets out the significance of the listed building, the justification for the 

proposed works, the potential for harm to aspects of the significance of the heritage asset and, finally 

the proposed mitigation against harm.  

 

The submitted plan refs: 1585. 01-B; 11-A & 14-B  should be read in conjunction with this heritage 

statement. 

 

The application building: 

The building which is the subject of this application is located on the eastern edge of Thatcham and 

sits close to the A4 (the London Road). It is isolated from nearby buildings (mostly 20th c ribbon-

development) on an open, triangular section of land bounded (to the south) by the A4 and by other 

roads (both called Harts Hill Road) to the east and west meeting at the northern tip of the site. This 

insular arrangement seems to have been in existence at least as far back as the 19th century. During 

alterations to the road layout in 2009, the west section of Harts Hill Road was made into a cul-de-sac. 

Old Bluecoat School was previously owned by the unitary local authority, West Berkshire Council, and 

was transferred to Thatcham Town Council in 2004 who subsequently granted a 99-year lease to the 

Thatcham (Old Bluecoat School) Charity, formed from local individuals with a common concern for the 

future protection of the building in order that it should provide a venue for heritage, cultural and 

community events and group meetings. 

 

Normally, there are a number of weekly users of the building, special events throughout the year and 

a very successful series of concerts takes place twice a year. The building is used by over 3,000 

people each year fulfilling a demand for community space with an intimate atmosphere. 
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The proposed interventions to this historic building will help to ensure that the building remains 

functional, safe and viable in its varied uses, without harming any historical fabric. 

 

The Old Bluecoat School is listed Grade I (list ref 1303195) and as such is recognised as being of 

national architectural and historical importance.  

 

Pre-planning advice was sought from WBC Conservation Officer, Debra Inston, (Ref: 

20/00137/PREAPP)  regarding the proposed works. A letter of advice was received dated 15th August 

2020 and that advice has guided the submitted proposals.    

 
History of the site and building: 

The history of the site can be summarised as follows: 

•  A Chantry Chapel dedicated to St Thomas was built on the site in 1304. 

 

• The use of the building between the Dissolution of the Monasteries and the early 18th century 

is unknown. 

 

• 1713: The formation of the Bluecoat School by Lady Frances Winchcombe, (with associated 

repairs to the building in preparation for this). 

 

• 1756: A second attempt at starting a school.  (There is an estimate for repairs dated 1757 in 

Berkshire Record Office). 

 

• 1794: Third attempt at establishing a school (with repairs carried out). 

 

• The building continued in use as an annexe to the local school (now Francis Baily Primary 

School) in Thatcham until the mid 1950s; The building was then used by the Kennet 

Secondary School until the late 1960s or early 1970s as an additional general classroom. 

 

• Repairs were undertaken in 1973, under the supervision of the surveyor’s department of 

Berkshire County Council. 

 

• Further repairs were undertaken in 1992. These were grant-aided by English Heritage and 

overseen by architects Purcell, Miller and Tritton (Winchester). 

 

• Between 1992 and 1998 the building was used as an antique shop. 
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Significance: 

• The key aspects of the building that contribute to its significance are considered to be as 

follows: 

 

• The main walls are constructed in flint and brick with thrown render covering (much repaired) 

and limestone dressings.  

 

• The south door (now blocked) dates from the mid-15th century with a two-centred arch to its 

head. 

 

• The east window possibly dates from the early 18th century refurbishment of the building, and 

possibly follows an earlier form. 

 

• Two image niches flanking the west porch probably date from the mid-15th century, although 

these are now largely eroded such that very little detail survives. 

 

• The mid-15th century roof structure has four bays; the main trusses have saltire bracing, (with 

the lower section formed as a four-centred arch); The closing trusses have straight ties, 

collars and queen posts; there are two purlins per slope with a pair of windbraces (also 

forming a four-centred arched motif) below each purlin; common rafters with ashlar pieces 

rest on a moulded inner wall plate; there is a later timber tie to the central truss; 20th c steel 

ties have been inserted into the intermediate trusses. 

 

• In the east wall there are a pair of plain image niches, possibly dating from the original 

construction; corresponding niches in the west wall are now covered with 20th century 

plywood panelling. 

 

• There are two windows each to the north and south walls and these possibly dating from the 

early 18th century refurbishment of the building. The windows have plain stone surrounds and 

square hood moulds; the stone mouldings to the surrounds of these windows correspond with 

the east window. Some of the oak window joinery appears to be contemporary with the stone 

surrounds; Up until 1973, the windows appear to have been glazed with leaded lights. 

 

• The limestone ashlar of the west porch possibly dates from the18th or 19th century. It has a 

straight triangular head, (copying the east window) and has a projecting hood mould; the 

doorway opening in the west wall of the building may have been formed at the same time.  

 

• The interior has a screeded floor with plywood dado panelling, a w.c./kitchenette (in the 

northwest corner), and a fitted desk (in the south-west corner); these all appear to be part of 

the 1970’s refurbishment. 
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• The scar of a former chimney/fireplace remains on the external face of the north wall; the 

chimney/fireplace was possibly built in the 18th century, and removed in 1973. 

 

• The roof covering is of plain red clay tiles, draining to cast-iron rainwater goods which were 

re-laid in 2014. 

 

A copy of the statutory listing description for the building is included at the end of this statement. 

 
Description of the works: 
 
The proposed improvement works to the Old Bluecoat School under this application are as follows: 

 

1) To improve the WC and kitchen facilities, (and associated waste pipework) in order that they 

are able to accommodate persons with mobility disabilities, and that the facilities are 

sympathetic to the character of the building.  I have included a photo of the existing facilities 

below: 

 

 

2) To improve the electrical services within the building to cater for audio-visual contributions to 

functions. 

 

3) To introduce wainscot panelling around the interior of the lower part of the existing external 

walls, to help protect the wall surface from people and furniture, and to provide a discreet 

conduit for hidden electrical wiring. 

 

4) To replace the existing main entrance doors to open outwards.  The new doors would match 

the existing appearance. 

 

5) To introduce a retractable projector screen at the east end of the building. 
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6) To lime-render the brickwork that infills the original Priest’s door, to help protect the brickwork 

from water splashing and driving rain. 

7) To introduce a fillet of lime mortar along the top edge of the deteriorating stone plinth along 

the south elevation, to act as a sacrificial weather protection for the plinth. 

8) To relocate the electricity pole from being s close to the building. 

  

Justification & mitigation: 
 
The justification for the proposals is two-fold; Firstly, to protect certain aspects of the historical fabric 

from further weather and traffic related erosion.  Secondly, to update and improve the facilities within 

the building in order to maintain the building in its current optimum viable use and to attract new users 

to continue that function. 

 

Taking each item of the proposal in turn: 

 

1) The kitchen and WC facilities would be enclosed by purpose-made joinery screens with T&G 

boarded doors and wainscot. The fittings would be generally reversible and would be 

intended to match the proposed wainscot as detailed on the submitted plans. The design of 

the T&G detailing is sympathetic to the character of the building as it represents a traditional, 

modest and unfussy form of panelling. The T&G would have a traditional beaded detail and 

the boards would be oiled Cedar , (or to be agreed with the council’s conservation officer). 

 

Drainage from the kitchen and WC would be to the existing external soil pipe.  A duct for the 

kitchen waste would be cut into the concrete floor to run the width of the building. This would 

be a non-harmful intervention as the new internal drain would be within the hard-core laid by 

Newbury District Council when the concrete floor was installed  in 1973.   It is also important 

to note that the below slab drain would do less harm to the fabric of the  building by avoiding 

cutting a new below-ground hole through the original wall. 

 

2) The improvement and upgrading of the electrical system can be undertaken by concealing 

much of the cabling and fittings behind the proposed wainscot and the kitchen and WC 

enclosures. This would therefore be a non-intrusive and non-harmful intervention.  Any 

necessary cables and conduits not concealed as part of the introduced fixtures would be 

installed in surface-mounted white conduit. 

 

3) The proposed wainscot panelling has been designed using traditional, unpainted T&G 

boarding and simple moulded skirtings and top rails.  The pre-application consultation advised 

that the wainscot should be high quality and, preferably not to extend around the entire 

interior in case it prevented breathability and future maintenance.  However, we consider that 
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the T&G wainscot is an appropriate form of panelling in terms of appearance and would 

provide a consistent and appropriate appearance if it was allowed to be installed around all 

the internal wall surfaces.  A breathable membrane and ventilation slots would be 

incorporated into the panelling as would removable sections to access the wall to monitor its 

condition and to undertake maintenance.  Whilst this work is undertaken, the intention would 

also be to remove the artex covered plaster on the interior west wall and to replace it with lime 

plaster.   

 

4) The replacement of the existing entrance doors would be undertaken using matching joinery. 

The new doors would be installed to open outwards so as to improve the means of escape for 

people within the building. 

 

5) The proposed projector screen is important for the various uses of the building. It can be 

installed so as to retract into the wainscot and involves no harm to existing fabric , nor does it 

intrude on the appearance of the interior when retracted….which would be for most of the 

time. 

 

6) The lime rendering of the brickwork in the original Priest’s door, would be an appropriate 

measure to safeguard the integrity of this aspect of the building’s historical fabric. The pre-app 

advice from the council stated that:  

 

 The brickwork that currently blocks up this opening is in poor condition, and has been subject 

to a number of repairs. Whilst lime rendering this opening would alter its character, the harm 

would be minimal and would be outweighed by the benefit of protecting the brickwork from the 

harmful effects of driving rain and splashing rain from the passing vehicles along the A4.  

 

There is therefore general agreement that this approach is an appropriate intervention. 

 

7) The proposed addition of a layer of lime mortar along the stone plinth, is again a measure to 

safeguard the integrity of this aspect of the building’s historical fabric.  It is important to note 

that the stone plinth was replaced in 1992 by West Berkshire Council (when they were the 

owners of the building), and that the current plinth stone is not old.  This measure is an 

established method of providing a sacrificial layer to exposed and vulnerable stonework and 

we consider that there is no harm to the character or significance of the building.  The council 

have advised that the intervention is acceptable in principle, subject to the approval of a 

typical detail.  The photo included below illustrates the existing weathering of the plinth and 

that a simple sloping application of lime as a shelter coat, without any alteration of the existing 

detail would be appropriate. 
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8) The relocation of the electricity pole is an item of work that would certainly improve the 

appearance and setting of the listed building.   SSE have provided a plan and associated 

quotation, but the exact location of the pole would be subject to final confirmation due to the 

uncertainty in relation to existing underground services.  The pole would most likely be just 

under 13m from the building, which would be sufficient distance to result in ‘visual separation’ 

from the building in most viewpoints. 

 

Whilst the proposed works are mainly reversible and do not harm historical fabric, it is inevitable that 

very minor harm might be caused by introducing upgraded services.  There is very clear public benefit 

from the less than significant harm that might be caused, because it is important that this building 

continues to function as a venue for community groups, and that this benefit should, we consider 

outweigh the potential minor harm.  It is also very important to understand that the proposed two 

items of protective work to the external fabric, (and other such work in the future) are reliant on the 

building continuing in viable use in order to generate funds for the Trust. 

  

 

Howard Waters RIBA 

BA; B.Arch; MSc: (Conservation of Historic Buildings) 

for and on behalf of Mathewson Waters Architects LLP 

12th November 2020 

 

Acknowledgements: 

The information in the section on the history and significance of the building was taken from the 

Heritage statement prepared by Andrew Townsend architects as part of their application for repairs to 

the building in 2014. 
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Statutory listing description: 

  
© Mr Richard Swynford-Lain  

 
 

IoE Number: 39623 
Location: THE OLD BLUECOAT SCHOOL, CHAPEL STREET (north side) 
  THATCHAM, WEST BERKSHIRE, BERKSHIRE 
Photographer: Mr Richard Swynford-Lain  
Date Photographed: 10 October 2001 
Date listed: 10 November 1983 
Date of last amendment: 10 November 1983 
Grade I 

The Images of England website consists of images of listed buildings based on the statutory list as it was in 2001 and does not 
incorporate subsequent amendments to the list. For the statutory list and information on the current listed status of individual 
buildings please go to The National Heritage List for England. 

THATCHAMCHAPEL ST. (North side)SU 56NW2/6The Old Bluecoat SchoolI 

THATCHAM CHAPEL ST. (North side) SU 56NW 2/6 The Old Bluecoat School I Chapel, now shop. Fiunded 1304 and 
dedicated to St Thomas, windows altered in C17, porch added in C19. Flint and brick plinth, rendered with stone dressings, old 
tile roof. 2 bays. North and south windows with moulded surrounds, returned hood moulds and wooden mullions and transoms. 
Blocked doorway at east end of south side with 2 centred arch and hood mould with square stops. West end has gabled porch 
with 2 centred arch and hood mould with square stops; flanked by C14 canopied niches and with small blind arch in gable end 
above. Interior: roof C19 except for one older tie beam. V.C.H. Vol.3. p.311. B.O.E. Berkshire. p.204. Murray's Berkshire 
Architectural Guide. Betjeman and Piper. 1949 p.146. 

 

http://www.english-heritage.org.uk/list
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www.westberks.gov.uk         01635 551111 

 

15 August 2020 
 
 
 
 
Mr Howard Waters 
Old Surgery 
Crowle Road 
Lambourne 
Hungerford 
 
By email: howard.waters@btinternet.com 

 

Development & Planning 

Council Offices 
Market Street, Newbury 
Berkshire, RG14 5LD 

Our Ref:  20/00137/PREAPP 
Your Ref:   

Contact Centre:  01635 519111 
Email:  planapps@westberks.gov.uk 

 
 

Dear Mr Waters 
 
Planning pre-application advice 
 

Reference: 20/00137/PREAPP 

Site: The Old Bluecoat School, Chapel Street, Thatcham 

Proposal: Improvements to existing building including: improving the WC and 
kitchen facilities (and associated waste pipework) in order to 
accommodate persons with mobility disabilities, improving the electrical 
services within the building to cater for audio-visual contributions to 
functions, introduce wainscot panelling around the interior of the lower 
part of the existing external walls, replacing existing main entrance doors 
to open outwards (new doors would match existing appearance), lime-
render the brickwork that infills the original Priest's door, and introducing 
a fillet of lime mortar along the top edge of the deteriorating stone plinth 
along the south elevation. 

 
Thank you for submitting the above request for Stage 1 pre-application advice.  Stage 1 (this 
letter) comprises a preliminary assessment of the planning merits of the proposal, identifying 
the key issues likely to be raised by the proposal, and where possible advice on the possible 
outcome of any formal planning application.  The annex provides procedural advice. 
 
Decision making context 
 
In considering whether to grant listed building consent for any works the local planning 
authority must have special regard to the desirability of preserving the building or its setting 
or any features of special architectural or historic interest which it possesses. 
 
In large part the same heritage conservation considerations will apply as with planning 
applications.  The Government’s policy for the historic environment on deciding all such 
consents and permissions is set out in the National Planning Policy Framework (NPPF).  
The NPPF does not distinguish between the types of application being made.  It is the 
significance of the heritage assets and the impact of the proposals that should determine the 
decision.  Paragraph 193 of the NPPF says when considering the impact of a proposed 
development on the significance of a designated heritage asset (including conservation 
areas), great weight should be given to the asset’s conservation.  Consistent with the NPPF, 
Policy CS19 of the West Berkshire Core Strategy 2006-2026 states that particular regard will 

http://www.westberks.gov.uk/
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be given to the conservation and, where appropriate, enhancement of heritage assets and 
their setting.  Consequently, the main issue is whether the proposal would preserve the 
special architectural and historical interest of the listed building and its setting. 
 
History of the building 
 
The Bluecoats School is a Grade I listed building, which dates to the 14th Century.  Murray's 
architectural guide singles out this building as the most distinguished one in Thatcham, a 
'beautiful little roughcast 14th century chapel'. It was originally a chapel of ease to the main 
parish church but became a school in the early 18th Century, set up for the education of 
poor boys by Lady Frances Winchcombe.  
 
The building is constructed of flint and brick, with a rough cast render finish with limestone 
dressings.  The plinth is exposed brick and flint.  The west porch is constructed of limestone 
ashlar.  North and south windows have moulded surrounds and returned hood moulds. 
There is a blocked doorway at the east end of the south side with a 2 centred arch and hood 
mould to head.  The west end has a gabled porch with a 2 centred arch and hood mould to 
head; flanked by 14th Century canopied niches and with small blind arch in gable end above.  
Inside, the exposed structural roof timbers make a significant contribution the internal 
character of the building. 
 
Assessment of the proposals 
 
It is noted that advice was requested and given in 2017 for similar works.  The conservation 
officer has been consulted and her comments are given below: 
 
The pre-app is accompanied with a list of proposals for internal and external works/repairs, 
these are as follows: 
 
1.  To improve the WC and kitchen facilities (and associated waste pipework) 
 
The toilet cubicle is a modern feature constructed of ply-board partition walls, and is of no 
architectural or historic interest.  Its replacement with a DDA compliant toilet cubicle, on the 
same footprint as the existing, would not cause any harm to the significance of the listed 
building.   Please note that this work will require listed building consent.   
 
It is proposed to locate a small kitchen area (consisting of cupboard unit containing sink, 
dishwasher, and fridge) in the south west corner of the building.  This area currently contains 
a reception desk and hot drink making equipment. I have no objections to the principle of a 
kitchenette in this corner of the building.  The plans states that the waste pipe from the 
proposed kitchen area is to run within a duct under the floor to connect with the existing foul 
drain serving the WC.  The floor is a solid concrete floor, therefore more information is 
required regarding the works required to create this run and the route of the run, to ensure 
minimum disruption to the fabric of the building. 
 
2.  Improvements to electrical services 
 
In the precious pre-app (17/00140/PREAPP) it was proposed to remove the electricity pole 
that currently stands by the north east corner of the building, this was welcomed as it would 
enhance the setting of the building.  Is this still proposed? In terms of additional electrical 
services any internal fixings will need to ensure that they do not harm any historic fabric (as 
a result of chasing etc.), and are discreetly located so that they do not harm the internal 
character of the building   
 
3.  Wainscot panelling 
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The previous pre-app (17/00140/PREAPP) proposed the removal of the 1970’s plywood 
panelling and replacement with high quality tongue and groove panelling to provide wall 
ventilation behind and hidden cable routes.  I raised no objections to replacement of the 
modern plywood panelling with a higher quality timber panelling.  The current proposal 
however, is for the installation of wainscot panelling around the interior of the entire lower 
part of the existing external walls.  This would have a significant impact on the character of 
this building, and would also impact the breathability and future maintenance of these walls 
(for instance where issues of damp persist behind the panelling). 
 
4.  To replace the existing main entrance doors to open outwards.  The new doors would 
match the existing appearance. 
 
The existing door is not original, and has suffered from vandalism resulting in a number of 
repairs.  I have no objections to a hardwood replacement in an identical style.   
 
The information that was submitted in the previous pre-app stated that it was proposed to re-
hang the door so that it opens outwards, on the advice of the fire safety officer who has 
raised concerns about safe escape from the building in the event of a fire.  Whilst this would 
have an impact on the character of the building, the impact would be minimal, and would be 
outweighed by the benefit of providing a safe means of escape.  Full information regarding 
the fire safety advice should be submitted with this application as justification for the works. 
 
5.         To lime-render the brickwork that infills the original Priest’s door, to help protect the 
brickwork from water splashing and driving rain. 
 
The brickwork that currently blocks up this opening is in poor condition, and has been 
subject to a number of repairs. Whilst lime rendering this opening would alter its character, 
the harm would be minimal and would be outweighed by the benefit of protecting the 
brickwork from the harmful effects of driving rain and splashing rain from the passing 
vehicles along the A4.  
 
6.         To introduce a fillet of lime mortar along the top edge of the deteriorating stone plinth 
along the south elevation, to act as a sacrificial weather protection for the plinth.  
 
Again, once this would alter the character of the stone plinth, the harm would be minimal and 
would be outweighed by the benefit of protecting the plinth from the harmful effects of driving 
rain and splashing rain from the passing vehicles along the A4.  This would need to be 
carefully detailed. 
 
Full details of all the above works, as well as a Heritage Statement, would be required as 
part of any LBC. 
 
Conclusion on planning merits 
 
Under the provisions of section 55(2)(a) of the Town and Country Planning Act, the definition 
of “development” which requires planning permission excludes the carrying out for the 
maintenance, improvement or other alternation of any building of works which (i) affect only 
the interior of the building, or (ii) do not materially affect the external appearance of the 
building, and thus only the external elements (e.g. the proposed replacement external doors) 
require planning permission.  All elements required listed building consent. 
 
The main consideration in both cases would be the impact on the significance of the listed 
building.  There are not considered to be any wider planning issues arising, provided 
construction activities are satisfactorily controlled.  However, in terms of the conservation of 
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the building, the comments by the conservation officer shows that there is an objection to the 
proposed Wainscot panelling due to its impact on the character of the building and fabric of 
the listed building. 
 
Disclaimer and scope of response 
 
Whilst our pre-application advice is made in good faith and every effort is made to ensure it 
is accurate, please note that these preliminary comments are made at officer level only, 
based on the professional judgement of officers and the information that has been provided 
at this stage.  These comments are made without prejudice to any future comments, 
discussions, submissions or decisions, as there is no way that we can prejudge the final 
outcome of any application that may be submitted.  The comments on these issues have 
been made without consideration of any representations of interested parties that may be 
received during the consideration of any forthcoming application.  Elected members of the 
planning committee are also not necessarily bound to follow the advice of planning officers, 
particularly where matters of planning judgement are to be exercised.  These comments are 
made in light of the current planning policy position.  Please be aware that there may be 
subsequent changes to relevant policies, regulatory controls or guidance, which would need 
to be taken into account if they occur before a formal decision is made. 
 
This is a desktop-based response, and so a site visit has not been carried out.  The 
application site would be visited by the allocated planning officer on any forthcoming 
application. 
 
This response is based on the following submissions: 

 Site Location and Block Plan 

 Preliminary statement in support of a pre-application enquiry relating to listed building 
consent for various improvements to the fabric, fixtures and fittings of the building. 

 Drawing 1585-14-A Proposed Improvements 

 Drawing 1585-11 Wainscot Details 
 
The following internal consultations have been undertaken: 

 Conservation Officer 
 
Making an application 
 
You have requested planning pre-application advice, which is an optional and informal 
service offered by the Council to identify the main issues which are likely to be raised in a 
formal submission.  This letter does not constitute a formal decision of the Council.  If you 
wish to proceed with the development, you will need to make a formal application.  You can 
apply online at www.planningportal.gov.uk.  Alternatively, all application forms are available 
to download from the Council’s website (www.westberks.gov.uk/planning).  The application 
forms are accompanied by guidance notes which explain what information is required to be 
submitted.  Please also refer to the published Local List for details of possible submission 
requirements.  In addition to the general requirements of plans and documents, at this stage 
it appears that a formal application for the proposed development would also need to be 
accompanied by a submission of the following supporting documents: 

 Heritage Statement 

 Full details of works to be completed. 
 
I trust you find the above information helpful.  If following receipt of this advice you wish to 
request a meeting, you can apply for Stage 2 Pre-Application Advice.  To arrange a meeting 
you should contact the case officer.  We will aim to offer a date, or to advise you if we feel a 
meeting would have no benefit, within 10 working days of receiving the Stage 2 request.  

http://www.planningportal.gov.uk/
http://www.westberks.gov.uk/planning


 Page 5 of 8 

The fee for a meeting is £86, which is subject to a further rate if specific council specialists 
are required to attend (e.g. Conservation, Highways, Ecology, Housing). 
 
Yours sincerely 
 
Donna Toms 
Planning Officer 
Direct Dial: 01635 519439 
Email: donna.toms@westberks.gov.uk 
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ANNEX – PROCEDURAL ADVICE 
 
This annex provides procedural advice which may be of assistance should you proceed to 
submit a formal application.  It is given without prejudice to the pre-application advice on the 
merits of the proposal. 
 
Community engagement 
 
The Framework strongly encourages applicants to engage with the local community before 
submitting their applications.  Applicants will be expected to work closely with those directly 
affected by their proposals to evolve designs that take account of the views of the 
community.  Proposals that can demonstrate this in developing the design of the new 
development should be looked on more favourably.  I therefore recommend that you contact 
the local town council to present your proposals.  It is also advisable to discuss the 
proposals with any neighbours which may be affected by the development. 
 
Plans and drawings 
 
As a minimum, applicants will need to submit a ‘location plan’ that shows the application site 
in relation to the surrounding area.  Additional plans and drawings will in most cases be 
necessary to describe the proposed development, as required by the legislation ((see article 
7(1)(c)(ii) of the Town and Country Planning (Development Management Procedure 
(England) (Order) 2015 and Making of applications for listed building consent.)  These may 
be requested by the local planning authority through their local list of information 
requirements, where it is reasonable to do so.  The Council’s local list is available from this 
webpage: http://info.westberks.gov.uk/planningforms 
 
Any plans or drawings must be drawn to an identified scale, and in the case of plans, must 
show the direction of north. Although not a requirement of legislation, the inclusion of a linear 
scale bar is also useful, particularly in the case of electronic submissions.  Please note that 
any “do not scale” or similar disclaimers will not be accepted and may delay 
validating your application. 
 
A location plan should be based on an up-to-date map.  The scale should typically be 1:1250 
or 1:2500, but wherever possible the plan should be scaled to fit onto A4 or A3 size paper.  
A location plan should identify sufficient roads and/or buildings on land adjoining the 
application site to ensure that the exact location of the application site is clear. 
 
The application site should be edged clearly with a red line on the location plan. It should 
include all land necessary to carry out the proposed development (for example, land 
required for access to the site from a public highway, visibility splays, landscaping, car 
parking and open areas around buildings).  A blue line should be drawn around any other 
land owned by the applicant, close to or adjoining the application site. 
 
Ownership and validation 
 
A certificate which applicants must complete that provides certain details about the 
ownership of the application site and confirms that an appropriate notice has been served on 
any other owners (and agricultural tenants). The forms of notice are in Schedule 2 to the 
Town and Country Planning (Development Management Procedure (England) (Order) 2015.  
The ownership certificates are at the end of all application forms. 
 
An application is not valid, and therefore cannot be determined by the local planning 
authority, unless the relevant certificate has been completed. It is an offence to complete a 

http://www.legislation.gov.uk/uksi/2015/595/article/7/made
http://www.legislation.gov.uk/uksi/2015/595/article/7/made
http://www.legislation.gov.uk/uksi/2015/595/article/7/made
https://www.legislation.gov.uk/ukpga/1990/9/section/10
http://info.westberks.gov.uk/planningforms
http://www.legislation.gov.uk/uksi/2015/595/schedule/2/made
http://www.legislation.gov.uk/uksi/2015/595/schedule/2/made
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false or misleading certificate, either knowingly or recklessly, with a maximum fine of up to 
£5,000. 
 
The ownership certificates ensure that the owners of land, tenants with at least 7 years to 
run on their tenancies, and all agricultural tenants are informed that a planning application is 
being made.  In order to validate an application for planning permission, local authorities 
have to be in possession of one of the following: 
 

 Certificate A: signed by or on behalf of the applicant stating that up to 21 days prior to 
the submission of the application the applicant was the owner of the land. 

 

 Certificate B: signed by or on behalf of the applicant indicating that notice has been 
served on the owner of the land. The certificate should include; (i) the names of the 
persons, (ii) the addresses at which notice of the application was given to them 
respectively, and (iii) the date of the service of the notice. 

 

 Certificate C: stating that not all owners’ names and addresses are known to an 
applicant after a process of attempting to identify them including the publishing of the 
notice in a local newspaper. 

 

 Certificate D: stating that an applicant, after taking all reasonable steps to identify the 
owner of the land, has been unable to ascertain any owner’s names. 

 
It should be noted that the legislation is explicit that informing the owner of land about an 
application by means of electronic communications does not constitute giving “requisite 
notice”.  Copies of the standard notice can be downloaded from the Council’s website: 
http://info.westberks.gov.uk/planningforms 
 
Please note that all owners of land within the application site (outlined in red) must be 
notified of the application in the prescribed manner before submission, unless the applicant 
is the sole land owner.  This could include serving notice on personal/business partners, 
and/or businesses owned by the applicant that are not named as applicants. 
 
If the site incorporates any land under the ownership of the local highways authority, 
requisite notice should be served on the Head of Highways & Transport, West Berkshire 
Council, Market Street, Newbury, RG14 5LD.  If the site incorporates any unregistered land, 
then all reasonable steps to identify the owner of the land must have been carried out, and 
Certificate D completed accordingly. 
 
This advice is given because many planning applications are found to be invalid, often late in 
the application process, because the applicant has failed to serve the correct notice on any 
other land owners.  In such an instance the application would be rendered invalid as the 
certification requirements were not complied with, and therefore the application would be 
returned with no further action to be taken by the authority.  A fresh, valid application, and 
certification, would then need to be submitted.  It is therefore strongly recommended that any 
notification requirements and the ownership certificates are carefully completed before 
submitting the application.  It may be advisable in some cases to undertake a Land Registry 
search of the application site to ensure that the correct notice and certification is undertaken 
before making an application. 
 
Delegated authority 
 
Most applications are determined by planning officers under ‘delegated authority’ from the 
Council.  However, in some instances applications will be referred to the area planning 

http://info.westberks.gov.uk/planningforms
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committee for a decision (e.g. level of objection, call-in by local councillor).  The planning 
committee consists of elected local councillors.  In the event that your application must be 
determined by the area planning committee, you will be notified and given full details of the 
arrangements, including an opportunity to make representations direct to the committee. 
 
The Council’s Local List of Documents sets out the documents required to be submitted for 
certain application types.  It details the additional information that must be provided for 
developments that may be liable for CIL.  If your application is, or may be, liable for CIL 
please complete and submit the appropriate CIL forms in accordance with the Local List of 
Documents.  Failure to submit all the required information will render the application invalid 
and may cause delays. 
 
More information of the Council’s CIL is available online: www.westberks.gov.uk/cil. 
 

https://info.westberks.gov.uk/planningforms
https://info.westberks.gov.uk/cilforms
http://www.westberks.gov.uk/cil
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