
Developer contacts Area DC Team

DCM sends out application pack

Application Pack received by DCM together 
with £750

DCM commission DT for fee estimate using 
standard ‘request for services form’

DTPE reviews request for services and 
compiles estimate using standard letter.  
The DTPE is responsible for commissioning 
all relevant specialist teams e.g. Safety Audit 
Team. Fee estimate to be passed to DCM 
within 10 working days

DTPE arranges commissioning meeting with 
developer as defined in request for services. 
Note: Dependant on the size and complexity 
of the scheme, DCM, ELT, PTU, RoW and 
TPP should be involved.

DTPE attends commissioning meeting and 
clarifies any unresolved issue. If required, 
DTPE revises the fee estimate and passes it 
to DCM for onward submission

DCM sends out fee estimate (for fee 
estimates under 10K DCM will request full 
payment of the fees but for fee estimates 
over 10K DCM will only request the Design 
Review fees.) 

Fee estimate passed to DCM for comment, 
together with fee estimate breakdown and 
‘instruction to proceed with development 
control services’ form

Developer sends in fees and any additional 
information

DCM banks fees and 
issues receipt to 
developer

DTPE advises specialist teams to 
commence work, e.g. Street Lighting, traffic 
signals & structures

DTPE commences design review  

S2RSA completed and forwarded to DTPE, 
DCM and developer.

DTPE arranges S2RSA. 

DTPE completes Safety Audit Problems & 
Recommended Solutions Record Table and 
forwards to DCM

DCM completes response to S2RSA and 
sends to Safety Team copying in DTPE. 

DTPE advises Developer of any safety 
related design alterations and liaises with 
the Developer to finalise the coloured up 
section agreement drawing for inclusion in 
the legal agreement. (this drawings, together 
with the location plan should be submitted in 
advance of technical approval to DCM for 
approval and onward submission to ELT. 
The intention being to speed up the legal 
process.)

Developer submits Revised Design 
Submission including any additional 
information requested by the DTPE

DTPE assess design against Roads in Herts 
and assesses whether the design is 
acceptable.

DTPE passes developers proposals to 
specialist team

If acceptableIf not acceptable

DTPE feeds back comments to developer
Specialist team liaise with Developer and 
advise DTPE once they are happy with the 
proposed design.

DTPE ensures that all elements of the 
design review are complete and 
recommends the scheme for technical 
approval by sending a completed ‘technical 
approval letter’ and a set of the approved 
drawings to the DCM.

DTPE advises developer of Pre-construction 
requirements and sends the developer 
standard ‘Pre-construction Requirements 
Form’

DCM instructs DT to continue with design 
review using ‘instruction to proceed with 
development control services’ form. The 
approved commission value (APV) will be 
set as the total of all the design review 
stages.

DCM instructs legal agreement using 
standard instruction memo together with all 
relevant documents

ELT liaises with DTPE and DCM to draft and 
circulate legal agreement. DTPE to agree 
any amendments to the description of the 
works with DCM prior to advising ELT. Bond 
/ Cash deposit should be calculated so that it 
covers the construction cost of the works, 
any statutory undertakers diversion/ 
protection works, any commuted sums plus 
ten percent.

DCM requests planning handover from TPP

DCM requests highway boundary plan to 
clarify highway extents and identify if any of 
the proposed development is taking place 
over third party land

DTPE checks off pre construction 
requirements against standard form.

ELT Issues Final Draft agreement for 
approval by DCM.

DCM gives approval to engross

WBS number requested using 
standard form

Key of Acronyms:

DC – Development Control

DT – Design Team

DTPE – Design Team Project Engineer

DCM – Development Control Manager

ELT – Environment Law Team

PTU – Passenger Transport Unit

RoW – Rights of Way

APV – Approved Commission Value

CC – Certificate of completion

MC – Certificate of Maintenance

DCM increases SAP order

Prior to completion ELT ensures cash 
deposit/ bond in place.

ELT completes agreement and circulates 
copies to relevant parties together with 
summary memo

DCM approves drawings and issues 
technical approval using standard letter 
copying in ELT and DTPE.

If TRO’s required 
DTPE refers to TRO 
pack and procedure

DTPE ensures all pre-construction activities 
are complete and forwards to DCM 
completed ‘Construction Approval – Permit 
to Work on the Public Highway’ form. DCM 
checks and signs form and issues it to the 
developer

DTPE requests Traffic Management (TM) 
proposals from developer.

DTPE assesses proposal against Chapter 8 
and forwards proposal to the Area Engineer 
and Police Traffic Management Officer for 
comment.

Developer forwards TM proposal

Developer submits revised 
TM design

If acceptableIf not acceptable

DTPE feeds back 
comments to developer
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DTPE receives confirmation of Technical 
Approval and sends ELT the required 
number of drawings.

DCM raises SAP order for 
£750

Key: - Responsibility for Actions

Developer

Development Control Manager (DCM) 

Environment Law Team Action (ELT)

A Combination of colours denotes dual 
responsibility for that action 

Design Team Project Engineer (DTPE)
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Developer commences site works

DTPE inspects works as necessary. 
Developer to discuss with DTPE any 
proposed deviations from the approved 
design. Works must by approved prior to 
implementation.

Developer advises DTPE that works are 
complete. DTPE arranges and attends a 
joint inspection of the works. DCM invited to 
attend.

Are the works completed satisfactorily. No

Yes

DTPE compiles list of remedial works and 
passes to Developer for action.

Developer completes remedial works within 
21 days and advises DTPE when the works 
are complete.

DTPE confirms remedials are complete. Any 
minor remedial works that cannot be 
completed for legitimate reasons must be  
clearly set out in a schedule of outstanding 
works which should be attached to the 
Certificate of Completion (CC).

DTPE confirms to DCM that works are 
complete and forwards a draft copy of the 
Certificate of Completion (CC) and a 
Schedule of outstanding works, together 
with any associated costs. DTPE also 
undertakes a financial assessment of the 
scheme and submits a VI if required and or 
advises of any Commuted Sums* that need 
to be collected.

DCM reviews  scheme finances and legal 
agreement and requests additional fees / 
Commuted Sums if required . DCM prints off 
and signs 3 original  copies of the CC. One 
original copy kept for DCM’s file

Upon issue of the CC the maintenance 
period begins

DTPE arranges S3RSA within 3 months. 
S3RSA attended by DTPE, Developer, 
Safety Audit Team, Police (DCM and 
Assistant District Manager invited) 

S3RSA completed and forwarded to DTPE, 
DCM and developer.

DTPE completes Safety Audit Problems & 
Recommended Solutions Record Table and 
forwards to DCM

DCM completes response to S3RSA and 
sends to Safety Team copying in DTPE. 

Developer advised by DTPE of any required 
design alterations  

3 months prior to the end of the 
maintenance period, DTPE arranges a joint 
site inspection and agrees any remedial 
works. DTPE also advises Developer of any 
outstanding obligations which must fulfilled 
before the Certificate of Maintenance (MC) 
can be issued. For example, the sewers 
must be vested, commuted sums must be 
paid, TRO’s must be in place, 12 copies of 
the as built drawings are required.

Developer completes all remedial works 
identified at the joint inspection. Developer 
advises DTPE when the works are 
complete. 

NoDTPE inspects works. Are the works 
satisfactory?

Yes

DTPE confirms to DCM that works are 
complete and forwards a draft copy of the 
MC, confirming that any TRO’s are in place 
and the ‘as-builts’ have been received etc. 
DTPE also forwards 1 set of the “as-built”
drawings to DCM and forwards the 
remaining drawings to ELT.

DCM reviews scheme finances and legal 
agreement if refund required fees paid with 
issue of MC. If there are any outstanding 
finances or legal obligations, e.g. commuted 
sums, then these must be resolved before 
issuing the MC.

DCM prints off and signs 3 original  copies of 
the MC (One original copy kept for DCM’s
file)

DCM issues 2 copies of the signed MC to 
ELT confirming the works are complete.

ELT arranges for the bond/cash deposit to 
be reduced in accordance with DCMs
instructions. ELT forwards one copy of the 
certificate to the developer (copying in DCM 
& DTPE) and retains one copy for their file. 

ELT issues MC and memo to the developer 
confirming release of the remaining 
Bond/Cash Deposit and confirming that the 
highway is considered to be maintainable at 
Public Expense from the issue of the MC. A 
copy of this memo should be sent to the 
DCM and DTPE, whilst copies of the memo, 
certificate and a set of the “as-builts” should 
be sent to Land Charges, Highway Support 
Services Team and the District Manager.

Developer carries out works within 3 
months.  

DTPE confirms and records the outstanding 
remedial works and advises the developer 
accordingly.

Note

* Commuted Sums associated with Section 278 Agreements must be paid prior to 
the issue of the Certificate of Completion. Whilst, commuted sums associated with 
Section 38 Agreements must be paid prior to the issue of the Certificate of 
Maintenance. 
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DCM issues memo to ELT confirming the 
works are complete and requesting a 
reduction in the cash deposit/bond. Attached 
to the memo should be 2 original signed 
copies of the CC. 
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