
Planning Referrals



Navigating the System



You may access the portal 
from your internet 

browser, you may wish to 
bookmark the page. 
Chrome and Firefox 

browsers tend to work 
better



Entering you password and 
user name will allow for 

you to login to the portal.  

Each LPA has one login. If 
you do not know the 
details, speak to your 
relevant colleague. If 

you’re still unsure email us 
on 

planningsupport@london.
gov.uk. 
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Once logged in you’ll be 
taken to the Home page



You may Log out or select 
Accessibility options. 



You can access you 
navigate back to the Home
Page,  Access your Profile 
Details or view previous 

cases in the Activity 
History.  



To submit a Stage 1 
Referral you should select 
the Stage 1 Referral form 

link. You should also 
submit Stopping Up Orders 

through this form



To submit a Stage 2 referral 
you must have submitted a 

Stage 1 Referral. If the 
Stage 2 is not showing 
please contact us on 

planningsupport@london.
gov.uk. We will be able to 

link the application to your 
account
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You may also choose to 
submit a Local Plan or DCO 
via the portal. You should 
also submit Stopping Up 

Orders, EIA scoping 
opinions and prior 

notification (that fall within 
a strategic viewing corridor 

here)



Submitting  a Stage 1 Referral



After selecting the Stage 1 
Referral Form link the user 

will be prompted to 
complete a series of fields.



The fields will allow you to 
capture the required 

information.  Some fields 
are mandatory,  these can 
be identified by the * next 

to the field.
You will not be able to 

move to the next screen 
until you complete these 

fields.



Some pages will only 
appear is certain values are 

populated.  For example 
you will only be prompted 
to record an agent when 

there is one. 



Or is a certain Planning 
Authority is selected it will 
prompt the user to record 
the Borough(s) in which is 

falls.



A stage 1 referral requires 
you upload certain 

documents.  You can do 
this by clicking on the 

Upload File button.   You 
can then navigate to the 
files and attach up to 10 

files at a time



Before the referral is made 
you will need to select the 

Done button. This will 
create the case in the GLA’s 
line of business solution for 

us to action accordingly. 



The case will appear in the 
Activity History area and 
the be uploaded into the 
GLA system to manage.  



Submitting  a Stage 2 Referral



To submit a Stage 2 referral 
you must have submitted a 

Stage 1 Referral. If you 
cannot see a stage 2 

contact us on 
planningsupport@london.
gov.uk and we can link the 

application to your 
account. You should only 

submit stage 2 documents 
on a stage 2 record, not 

stage 1
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First of all you must find 
the correct Stage 1 case.   

Then select the View 
button



Against the Stage 1 you 
may select the upload 

button,  this will allow for 
you to add addition 

documents submitted as 
part of the Stage 2 referral. 

You can upload up to 10 
documents at a time.  


