Checklist for Site Visits

Check and undertake before leaving office:

· the council records/files for specific details on the site 

· the plans, to make sure you have a good idea of how the site should look - make a checklist of points to note. 

· Phone the applicant: 

· to let them know about the site inspection and whether you need to meet them or their advisers on the site 

· to ask if there are any dogs on the property 

· to ask them to advise their neighbours that you will be going to the site 

· Tell someone in the office that you are going on a site visit and where the site is.

Pack:
· Identification/warrant

· copies of plans submitted with the application or alternatively the actual complete Council file

· tape measure 

· scale rule and pencil 

· tree identification book 

· appropriate footwear and clothes depending on the terrain 

· any specialist equipment 

· camera and spare film if there is insufficient photo space on existing film in camera

· cell phone

At the site:

· make sure you are on the right site

· Record the site details on the plan. Look for accuracy in the plans and the AEE. This will vary depending on the application and its effects, but includes the relationships between the proposed development and the features of the site, such as:

· Natural features: 

· topography 

· vegetation 

· evidence of the effects of changes in the weather (for example, slippage) 

· watercourses (note distances that development will be from watercourse). 

· Physical features: 

· position of buildings on and around the site and note what the purpose of what these buildings are

· access 

· services availability 

· fencing. 

· Adjacent uses: 

· people-oriented activities 

· physical features

· natural features

· activities with high-noise or traffic generating potential 

· other uses of the same resources (for example, water) 

· other core activities (for example, business/residential/recreational) 

· presence of activities using or storing hazardous substances 
· presence of nuisance-generating activities (for example, odour or other air discharges).
Take photographs at the site and note the location from where they were taken on a plan.
