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DEFINITION AND ABBREVIATIONS

Sr No. Abbreviation ‘ Description

1 ACPS Automated Construction Permit System
) An application for the display of any sign, placard,
Advertisement ) ) )
2 board, notice, device or representation for the purpose
Application
of advertisement.
An advisory agency is an agency that provides
] professional expertise dependent on their area of
3 Advisory Agency ) ) ] )
expertise; or provides other valuable input and reviews
to applications for development.
Any user that is not an applicant is considered an
4 Approver approver. All TCPD staff are considered DevelopTT
approvers.
. Car Rental | A non-objection request for the use land/ site as a small
Correspondence car rental facility.
A non-objection request to create a customs bond area
Customs Bonded o -
6 within a warehouse as storage for large quantities of
Correspondence
alcohol.
A drop-down list allows a user to choose one value from
% Drop down list a list. When a drop-down list is inactive, it displays a
single value.
Electronic Services — An e-service is the elecfronic
) representation of paper forms. These include, but are
8 e-Services
not limited fo, Planning Permission, Liquor License
Correspondence and Mining applications.
9 IRC Internal Review Committee
A liquor licence is required for any person or business
0 Liquor Licence | that wishes to sell alcohol, wines or spirits of any kind on
Correspondence any land or in any building which can be consumed on
or off the premises.
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. Mining Application Application for planning permission for mining (mineral
and material extraction) and processing activities.
12 MPD Ministry of Planning and Development
13 MTI Ministry of Trade and Industry
Navigation buttons allow you to move through sections
14 Navigation Buttons
to view all pages with information
15 OGA Other Government Agencies
Planning Permission - Planning Permission is needed for
” op all categories of development such as Building
operations, Engineering options, Mining operations,
Subdivision of land, Reclamation of land.
) o This register is a searchable database of applications
Public  Application
17 Regist submitted to the Town and Country Planning Division.
egister
The TCPD land use policy can also be accessed here.
An Outline Application for Planning Permission informs
Outline Application | an applicant as to whether the type of
18 for Planning | development proposed is consistent with existing land
Permission use policy and provides overall development
standards applicable to the particular site
A public authority or government body which ensures
19 Regulatory Agency | compliance with the provisions of any legislation or
regulations which guide and regulate development.
20 SLA Service Level Agreement
A request for information on the status (land use policy
Stamp Duty ] o
21 and previous permissions) of a parcel of land for stamp
Exemption
duty purposes.
- Status of Land | A request for information on the status (land use policy
Correspondence and previous permissions) of a parcel of land.
Submit an ] ) )
A complaint against any development of land which
Unauthorized ) ) )
23 appears to have been carried out without the required
Development
Planning Permission.
Complaint
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Town and Country Planning Division; Ministry of Planning
24 TCPD

and Development

Traffic Management Branch; Ministry of Works and
25 TMB

Transport

Site- specific request for minor variations to the land use
26 Variation Request ) ]

policy or site development standards.
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1 INTRODUCTION

1.1 ABOUTTHIS GUIDE

Welcome to the DevelopTT, the online portal for the Automated Construction Permit System
(ACPS), user guide. DevelopTT is designed to fulfil the objectives of reducing the
administrative burden placed on individuals and the business community; to improve the
quality of service to builders, property owners and developers, and to provide accurate and
fimely information to decision makers, managers, and staff throughout the system. This

manual is intended to aid all TCPD staff with using the system.

1.2 PURPOSE OF THE GUIDE

The purpose of this user guide is to explain the process and steps involved in utilizing the
system as a TCPD staff member. It describes the features of the system and how ifs online

method mimics the manual procedure for processing applications.

In DevelopTT, there are two categories of users: applicant and approvers. All TCPD roles are
considered approver roles/ levels and would be referred to as such in this guide. The

applicant submits applications electronically to TCPD staff who can perform several actions,

such as query applicant, forward application, query other TCPD staff, give approval etc, on

the application.

This document gives TCPD staff a step by step guide for performing all actions on the system
and in accessing features of the system which enhances their job where processing

applications is concerned.

The TCPD Approver levels covered in this guide are Clerk, Plofter, Supervisor, Inspector,

Planner, Specidalist, Director, Mining Planner, Enforcement Officer and Executive.

Page | 9
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1.3 SCOPE

The user guide covers all the features that are available to TCPD staff at various levels
represented on DeveloplT. It aims to help the TCPD staff to efficiently perform the below

tasks using DevelopTT:

e Process Submitted Applications

e Search Applications

e Query Applications

e Schedule and Perform Inspections

e Search Appeal Request

1.4 DOCUMENT CONVENTIONS

Refer to this section to familiarise yourself with the visual aids used throughout the user
guide.

Hyperlinks

All topics mentioned in the user guide’s content are hyperlinked. Hold the ‘Ctrl’ button on
your keyboard and click on the hyperlink fo view the referring topic such as Infroduction.
Callouts

Callouts are presented differently from the original content and highlight certain
information.

There are two types of callouts: tips and warnings.

GOOD TO KNOW:

@ A Tip provides good-to-know information that helps users complete a task or

procedure.

A Warning refers to information that may be critical to the system’s functionality

and might affect data or system stability.

Page | 10
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2 GETTING STARTED

This chapter covers the following fopics:

e Llogln

e |og Out
e Options Menu

It lists the process to follow to log in and out of the system. Refer to this section to familiarize
yourself with DevelopTT Interface.
21 LoGIN

To login to the DevelopTT as a TCPD Staff:

1. Go to DevelopTT Approver's website https://www.developtt.gov.tt/ttacps appr/

‘ﬁ-( Government of the Republic of Trinidad and Tobago m

MINISTRY OF PLANNING AND DEVELOPMENT

Learn More

e o
e

Figure 1 - DevelopTT Approver Homepage

2. Click the login button on the top left of the screen to access the Login

window.

Page | 11
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LOGIN VIA ®

ttconnect

government at your service

-,

i The ttconnect login is currently
TTB!ZJ_LE\!k OR unavailable. Please use your TTBizLink
__ credentials. For further details, kindly
see the Registration Guidelines or
contact the Help Desk at
800-4DEV (4338).

Figure 2 - Login Window

3. Click TTBizLink logo or ttconnect logo to log in via the respective portals. For this User
Guide, we will login via TTBizLink.
4. You will be redirected to the TIBizLink login webpage (Figure 3). Enter the username

and password in the fields provided and click the button. Upon successful login,

you will be redirected to your DevelopTT dashboard (example shown in Figure 4).

GOOD TO KNOW:

@ - If you are using TTBizLink option to login, your username would be the email

attached to your TTBizLink account.

- If you are using the ttfconnect option to login, your username would be the

email attached to your ttconnect account.

Page | 12
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More on Security Awareness

Online Security Alert

Please ensure the following before logging in

The URL address in the address bar of your browser must begin with “https"; the letter ‘s’ at the end of "https" stands for 'securad’,
Look at the SSL Certificate details to chack the authenticity of the website (click on the padlock symbol in Internet Explorer and/or
the site information button in Firefox next to the address bar).

Do not enter your ttconnect ID or password in any pop up window,

Beware of Phishing Attacks

Phishing is a fraudulent attempt made through e-mail, phone calls, SMS stc. sesking your personal and confidential information.

You will not be sent e-mails/SMSs or receive any phone calls from TTBizLink or any of its partners requesting your personal
information or password. Any such e-mail/SMS or phone call is an attempt to steal your credentials. Never respond to such an e-
mail/SMS or phone call.

Please immediately report if you receive any such e-mail/SMS or phone call by sending 2 copy of the message or any related details
to support.ttbizlink@gov.tt or call us at 800-4739 between 8am to 4pm, Monday to Friday.

Test your knowledge, click Phishing Scams; Avoid The Bait and Take The Quiz (source: OnguardOnline.cov)

Important Security Tips

Access the TTBizLink website only by typing ttbzlink.gov.tt in the address bar of your browser.

Do not click on any link which has been recsived via e-mail from an unexpected/untrusted source.

Change your ttconnect ID password periodically.

Having the following will improve your internet security:

Newer version of Operating System with latest security patches.
Latest version of Browsers (Internet Explorer 7.0 and 8.0, Mozilla Firefox 3.1 and above).
Firewsll is enabled.

o o o

o Antivirus signatures applied.

Keep your computer free from malware, scan regularfy with Antivirus softwars to ensure that the system is Virus/Trojan free.
Never revaal your ttconnect ID password to anyone and change it immediately if you have accidentally done so.
Avoid accessing TTBizLink from cyber cafes or shared computers,

For information on malware, click Protect Your Computer from Malware (video source: OnguardOnline.gov).
For information on how to safely use public Wi-Fi networks, click Public Wi-Fi Metworks Advice (video source:
OnguardOnline.gov).

Continue to login with TTBizLink ID

Email *:

Password *:

Forgot your password?

Figure 3 - TTBizLink Login webpage

Page | 13
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“g '( Government of the Republic of Trinidad and Tobago m

3 1(
Welcome, TCPD Clerk! ‘@i | LioME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | contactus | < L)

DEVELOP
[P =EQ '

Dashboard search Applications
A B

e-Services / Applications

Applications Received 12
Query Applicant 2 ' C
Forward to Plotter 6
Forward to Planner for Advertisement 8

Planning Permission Applications

Special Applications ‘ D

Correspondence Applications

A Product of

o]
ernment Online

fines | News/Evenrs | FAQ | Contact Us | Privacy | Testimonials | System Requirements | tconneet |
Copyright & 2008-2018 Gavernment of the Republic of Trinidad and Tobago

Figure 4 - Dashboard for TCPD Clerk

A - Welcome message and Option Menu icon: On the left of the page, you would see the

Welcome message displayed along with your full name. Next fo your name, there is the

icon for the Options Menu, H which would be described below.

B — Main Menu: It contains links to information throughout the website.

C - e-Services/Applications section: This section displays the Application Statuses Chart on
the left and gives a count of applications at your specific level by different categories.

D - Categorized Applications sections: Different sections, minimized in Figure 4, list
applications grouped in different categories for your attention. From these sections, you

would be able to interact with a specific application.

Page | 14
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22 LoGcOur

This function allows the user to log out of the system at any time. The user can log out by

o

clicking the % button next to their username.
1. This will open the Option Menu as seen in Figure 5 below. Click ‘Log out’ at the bottom

of the menu.

S 1( '
Welcome, TCPD Clerk! '@ib  HomE | ABOUTUS | GUIDELINES | NEWS/EVENTS | FaQ | contactus < B

DEVELOP

Switch Profile

Dashboard

Figure 5 - Log out of DevelopTT

Once logged out, you would be directed to DevelopTT Approver Homepage, shown in

Figure 1 above.

Page | 15
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2.3 OPTION MENU

Switch Profile:

The user can switch from one role to another (if assigned multiple roles in the system) by
clicking the down arrow on the Option Menu icon and selecting SWITCH PROFILE available

at the upper left corner of the main menu.

Welcome, TCPD Clerk! &

switch Profile

Figure 6 - Main Menu showing Switch Profile and Log Out Options

1. Upon clicking, the ‘Role Switch' page is displayed. Select the appropriate role from the

drop-down list and click ‘OK’ to login as a different user; the new user’'s dashboard would

load.
Pﬂg @ Government of the Republic of Trinidad and Tobago Tt
. 1
Welcome, TCPD Clerk! ‘@b HOME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FaQ | contactus < ( .
DEVELOP
Dashboard Search Applications
Role Selection
Roles Available select one v
Select one

‘ Trinidad and Tobago

rtt Government Online

About Us | Guidelines | News/Events | FAQ | Contact Us | Privacy | Testimonials | System Requirements | ttconnect |
Copyright ® 2008-2018 Government of the Republic of Trinidad and Tobago

Figure 7 - Role Switch page

Page | 16
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3 CLERK

The Clerk reviews and validates the application submitted by the applicant. An

application is considered complete once all mandatory fields have been filed out and
valid documents submitted i.e. survey plan, deed etc. The clerk can query the application
if there is a need for additional information. Once all the relevant information is received,

the clerk can forward to plotter for further assessment.

3.1 DASHBOARD

The dashboard is the default screen that will be displayed to the clerk after login. The
dashboard consists of e-Services/ Applications section, with three (3) Categorized
Applicafion sections: Planning Permission Applications, Special Applications and
Correspondence Applications. You can click on a section title anywhere on DevelopTT to

expand the section.

& 1(
1
Welcome, TCPD Clerk! ‘@b 1omE | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | COnTAcTus < .

DEVELOP

[ =Q

Dashboard Search Applications

e-Services / Applications

Applications Received 1"

Query Applicant 2
Forward to Plotter 6
Forward to Planner for Advertisement 8

Planning Permission Applications

Special Applications

Correspondence Applications

Figure 8 - TCPD Clerk's Dashboard

Page | 17
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Planning Permission Applications: A list of all Planning Permission Applications submitted

by applicants which have not been processed, would be found in this application

section.

Special Applications: A list of all Advertisement Applications and Mining Applications

submitted which have not been processed, would be found in this application section.

Correspondence Applications: A list of all Brown File Matters submitted which have not

been processed, would be found in this application section. Brown File Maftters include:-

Car Rental Correspondence

e Customs Bonded Correspondence

e Liquor Licence Correspondence

e Status of Land Correspondence

e Stamp Duty Exemption.

GOOD TO KNOW:

@ - Applications are given an automatically generated and unique Reference

Number when created.

- Applications would be listed by reference numbers in each Categorized

Application section.

Page | 18
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3.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Applications Received 19

Query Applicant 3
@ Applications Received: 19

Forward to Plotter 10

Forward to Planner for Advertisement 8

Figure 9 - TCPD Clerk's e-Services/ Applications section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 9 above.
- The colour denotations are listed below:

e Blue - Applications Received
¢ Orange - Applications Queried
e Green - Applications forwarded to Plotter

o Yellow - Applications forwarded to Planner for Advertisement

Page | 19
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3.3 PLANNING PERMISSION APPLICATIONS

The ‘'Planning Permission Applications’ pane lists the Planning Permission applications
pending the clerk’s review. Both Outline Application for Planning Permission and Planning
Permissions would be found in this section. The screen overview is presented below in Figure

10. The applications are listed in a table with different column headings:

Reference No: Refers to the automatically generated and unique reference number given

to each application by the system. Reference numbers for Planning Permission begin with

‘PPR’. For example PPR2019091205095

below (B).

. Other reference numbers are illustrated in Figure 10

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Applicant Submitted’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Clerks that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Action by Date: Refers to the date by which the application should be processed. The clerk
has an SLA of certain days (which is configurable), within which they should perform some
action on the applications submitted by the applicant. In case of SLA breach, the
applications are flagged in RED, as seen indicated by A in Figure 10 below, which indicates

immediate action needs to be taken. If a user hovers the mouse over the flag, a

Overdue please process

22 0ct 2019 p~

notification message would be displayed:

Listed below is the Clerk’s SLA for different Categorized Application sections.
Planning Permission

i.  Outline Application for Planning Permission: 3 days

i.  Planning Permission: 3 days
Special Applications: 2 days

Correspondence Applications: 2 days
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Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but wouldn't be able to process the application.
Once an application is locked, a lock will appear in this column, as seen indicated by A in

Figure 10 below. If a user hovers the mouse over the lock, a nofification message would

Application is lacked

a

be displayed:

If a user wishes to unlock an application, they can click on the lock and they would be
prompted with a message displaying who the user that the application is locked by (Figure
11). Once the application is locked by you, the system would then ask whether you are
sure you wish to unlock it (Figure 12). A user can only unlock an application that is locked
to them. If the application is not locked by you, the system would simply state who the

application is locked by, as in Figure 11.

Planning Permission Applications
Reference No # Application Type & Submission Date # Status # Island # Action By Date Action #
PPR2019091205101 Planning Permission 12 Sep 2019 Applicant Submitted Trinidad 17 Sep 201 ' ‘ A
PPR2019091205104 Planning Permission 12 Sep 2019 Applicant Submitted Trinidad 17 Sep 2019 P~ 8
PPR2019091205106 Planning Permission 12 Sep 2019 Applicant Submitted Trinidad 17 Sep 2019 P~ a
PPR2019091305111 Planning Permission 13 Sep 2019 Applicant Submitted Trinidad 18 Sep 2019 p~ a
PPR2019101605563 Planning Permission 16 Oct 2019 Applicant Submitted Trinidad 21 0ct 2019 P> 8
PPR2019101605567 Planning Permission 16 Oct 2019 Applicant Submitted Trinidad 21 0ct 2019 P~ 8
PPR2019101605570 Planning Permission 16 Oct 2019 Applicant Submitted Trinidad 21 0ct 2019 P~ a
PPR2019101705576 Planning Permission 17 Oct 2019 Applicant Submitted Trinidad 220ct2019 p a
PPR2019101705578 Planning Permission 17 Oct 2019 Applicant Submitted Trinidad 220ct 2019 P> 8
PPR2019101705580 Planning Permission 17 Oct 2019 Applicant Submitted Trinidad 220ct 2019 P~ 8

<m B

Back - 2 3 4 Nex ‘ C

Figure 10 - Clerk's Planning Permission Applications section pane
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This site says...
Application is locked by "TCPD Clerk"

OK

Figure 11 - Application Locked by Specific User Message

This site says...

Are you sure you want to unlock the application?

D Don't let this page create more messages

OK Cancel

Figure 12 - Unlock Application Confirmation Message

GOOD TO KNOW:

- Tap the =% iconto sort applicationsin ascending or descending order.

- Upto 10records are displayed in the ‘Planning Applications’ pane.

@ Back

- Click on the navigation buttons or click a specific

page number to navigate between various pages. Click ‘NEXT’ fo go to the
next page and ‘BACK’ to go to the previous page. (Indicated as C in Figure
10)

3.3.1 Steps to Process a Planning Permission application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All

reference numbers listed in this section are hyperlinks.
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The application would open to the first tab ‘Assessment History' as seen in Figure 13

below. Any remarks or comments made on the application previously would appear

in this section, e.qg. if application was queried and returned fo clerk.

Assessment History Planning Questions Applicant Details Site Location Building Operations Documents Documents Status Assesment
and Change of use

TCPD Decision History

Applicant Query Applicant Response
UpdatedBy Status Internal Remarks ~ External Comments  Additional Documents Updated Date  Response Date

No Records Found

Figure 13 - Planning Questions: First View of Application

2. Click on each tab to review the application and ensure that all mandatory fields

have been filled out and valid documents submitted.

a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.

1. Does your proposal fall under the list of fourty- No
four (44) designated activities which require a

Certificate of Environmental Clearance (CEC)? ( See

the Certificate of Environmental Clearance

(Designated Activities) Order, 2001, click here for

further guidance)

2. Daes your proposal involve the change of use, No
erection of, or addition to any building development

whera the cumulative floor area excaeds a gross

floor area of 500m*?

3. Does your proposal involve the subdivision of land No
comprising greater than twenty plots (each plot must

fall within the range of 465m? and 800m in area)?

4. Are your building or subdivision plans prepared? No

5. Is your proposal in line with the land use policy for No
the area?Click Here for map

6. Have you received consideration for the proposal No
in question through the Appeal or Variation process?

EIEICS

Figure 14 - Planning Questions tab

b. Tab 3 - Applicant Details: Applicants are required to supply personal

information, a brief description of their proposal, land details, purpose for which
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land or new/ altered/ extended building are proposed to be used and purpose

for which land and/ or building are now used. In the Description of Proposal
section, the Category of Development will be chosen, whether it is a New

Building or Subdivision etc. Depending on category chosen, tab 5 would have
different information.

........ 0 o) o 0) &) 0 &) oW
Assessment History Planning Questions Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change ofuse

Applicant Details

Reference NUMDET  PPR19102905778
tanning Permission TYPe  Planning Permission Application
TCPDRegional Ofice  North

Complexily Status Complex Application

Is this application submitied by o on behalf of the

state?
Any Deviation Poiicy 2pplie?? g

Tite Miss

First Name Shem

LastName

Appicant Gender  © Female
Male
other
Emall Address

alo13@hotmail.com

Telephone Number 2234567

Mobile Number 3334567

Figure 15 - Applicant Details tab

c. Tab 4 - Site Location: Displays a map where the applicant should have plofted

their proposed site location. The system automatically zooms into the plotted
areq.
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......... 0, 0) 0) ) 0) 0) 0 oY

Assessment History Planning Questions Appiicant Details Site Location Building Operations and Documents Documents Status
Change of use

+

¥ Planning »
# Counties »
#Policy »
E: 655937.02 - N: 1182220.06
Lat 10.691421 - Lon: -61.574179
 Regional Corporations » .

Site Location

Figure 16 - Site Location tab

d. Tab 5 (only shown for Planning Permission applications)

i. Building Operations and Change of Use — Applicants are required to supply
information concerning their Category of Development chosen, New
Buildings, Addition fo existing structure, Alteration, Change of Use,
Engineering Operations or Retention. They supply general information and

details of available services.

.......... () (2) (7) (+) s | (s) (7) [ .

Assessment History Planning Questions Applicant Detaits Site Location Buikding Operaions and Documents Documents Status Assessment

Change of use

General Information

Is there any building on the site?
Intended Use of Existing/Proposed Builging

Residential - Single Family

1833

meter square

5018

Residential Use Details

Residential Use Details

Available Services Details

m Sen m

Figure 17 - Building Operations and Change of Use tab
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i. Subdivision of Land - Applicants are required to supply information

concerning their subdivision of land. They supply information on the person
who prepared design of layout, area, adjacent property owners and access

details as seen in Figure 18.

Design of Layout prepared by

Name Ancil Singh

Designation Architect

Area

Adjacent Property Owners

Adjacent Property Owners

Access Details

Figure 18 - Subdivision of Land

e. Tab é - Documents: All documents uploaded by the applicant would be listed

here.

......... 0 0) 0) 0 0 o 0 o

Assessment History Planning Questions Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change of use

Document Upload Section

Fiie Name Document Type Flle Format labei role Date

Planning Permission Building Plan Documents

File Nam Last updated Role

m

Figure 19 - Documents tab

f. Tab 7 - Document Status: A checklist to indicate which documents the applicant

has supplied.

g. Tab 8 - Assessment: A clerk can enter remarks as well as necessary documents

then query or forward the application.

Page | 26



TTBizLnk DEVELOPTT USER GUIDE - TCPD 11 (1]
DEVELOPTT

3. The clerk should indicate which documents were uploaded. Click tab 7 - Document

Status and complete the checklist as seen in Figure 20 below. Click the '‘Save’ button

Save
to save your work and return to it later.
......... 'O ) G) () ) ) o o
Assessment History Planning Questions. Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change of use
Documents Status
L]

Figure 20 - Documents Status tab

4. Click ‘Next' or tab 8 to go to Assessment tab and fill in relevant remarks. Remarks

entered would be aftached to application and visible for others to see.

.......... @ () G) (+) (5) (¢) () o
Assessment History Planning Questions. Appiicant Detads Site Location Building Operations and Documents Documents Status Assessment
Change of use

Other Comments

Attach additional document

Note: Max fie size Is X peg, git Number of fles: 10 for ada

e K

1B Drop files here or click 10 upioad.

Figure 21 - Clerk’s Assessment tab
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GOOD TO KNOW:

- Infernal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- The clerk can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

a. Query Applicant: If there is any missing information, the clerk can query the
applicant. On Assessment tab, enter the query in External Comments and enter

the date that the applicant is required to respond by using the query response

Query

date field. Click on the ‘Query’ button - located at the boftom of the
page to submit the query. You will be prompted with a confirmation message
as seen in Figure 22; click ‘Yes' and you would be shown the success message

seen in Figure 23. Click ‘OK’ to return to the clerk’s dashboard.

Do you want to Query Applicant?

e Lo

Figure 22 - Confirmation Message (Query Applicant)

Transaction Completed

|@ Queried Applicant PPR2019102905779

Figure 23 - Successfully Queried Applicant
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b. Forward application to Plotter: If the application is complete, enter remarks in

Forward to Plotter
Internal Remarks and click the Forward to Plotter _ button at the

bottom of the page to forward the application.

You will be prompted with the confirmation message (as seenin Figure 22). The
prompt will read: ‘Do you want to forward to the Plotter?’ Click ‘Yes’ to confirm
or No to return to the Assessment tab.

On clicking Yes, the success message would be displayed. The message will

@ Forwarded to Plotter

PPR2019102905779

read:
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3.4 SPECIAL APPLICATIONS

The ‘Special Applications’ pane lists the Advertisement and Mining applicatfions pending
the Clerk’s review. The screen overview is presented below. The applications are listed in

a table with same column headings a table in Planning Permission section.

Special Applications
Reference No Application Type ¢ Submission Date % Status % Island ¢ Action By Date Action ¥
MIN2019091000149 Mining Permission 10 Sep 2019 Applicant Submitted Trinidad 125ep 2019 p~ 6
ADV2019102600494 Advertisement Permission 26 0ct 2019 Applicant Submitted Trinidad 29 Oct 2019 P~
ADV2019102900496 Advertisement Permission 29 Oct 2019 Applicant Submitted Trinidad 31 Oct 2019
MIN2019102900168 Mining Permission 29 0ct 2019 Applicant Submitted Trinidad 31 Oct 2019
ADV2019102900500 Advertisement Permission 29 Oct 2019 Applicant Submitted Trinidad 31 Oct 2019
ADV2019103 Advertisement Permission 30 Oct 2019 Applicant Submitted Trinidad 01 Nov 2019
ADV2019103000503 Advertisement Permission 30 Oct 2019 Applicant Submitted Trinidad 01 Nov 2019

Figure 24 - Special Application section

All the Advertisement applications (reference numbers) are pre-fixed with ‘ADV’' and

Mining applications (reference numbers) are pre-fixed with ‘MIN’.

3.4.1 Steps to Process a Special Application

1.  For the purpose of this guide, we will process an Advertisement Application. All
reference numbers listed in this section are hyperlinks. Click the Reference Number
to view and process the application. The application would open to the first tab

‘Advertisement Application’ (Figure 25).
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Figure 25 - Advertisement Application tab

2. Click on each tab fo review the application and ensure that all mandatory fields
have been filled out and valid documents submitted.

a. Tab 1 - Advertisement Application: Applicants are required to supply personal

information, agent details and advertisement details, as seen in Figure 25

above.

b. Tab 2 - Site Location: Similar to Site Location tab in Planning Permission, this tab
displays a map where the applicant should have plotted their proposed site

location.

c. Tab 3 - Documents: Similar to Documents tab in Planning Permission, all

documents uploaded by the applicant will be shown here.
d. Tab 4 - Assessment History: Similar to Assessment History fab in Planning
Permission, any remarks or comments made on the application previously would

appear in this section e.qg. if application was queried and refurned to clerk.

e. Tab 5 - Corporation Selection: The clerk can select the corporation that the

application should be routed to. (See step 3)
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f.  Tab é — Assessment: A user can enter remarks as well as necessary documents

then query or forward the application. (See step 4)

3. The clerk is required to select a corporation. Click tab 5 - Corporation Selection and

select a corporation from the drop-down list as seen in Figure 26 below.

Iment Application Site Location Documents Assessment History Corporation Selection

Corporation Selection
Select one
PORT OF SPAIN
Chaguanas Borough

Diego Martin

San Juan/Laventille
Tunapuna/Piarco

Couva TabaquiteTalparo
Arima Borough

Sangre Grande

Rio Claro-Mayaro

Princess Town

Penal Debe

Siparia

Point Fortin

San Fernando

Tobago House of Assembly

Select Corporation

rinidad and Tobago

sovernment Online

Privacy | About T&T | ContactUs | FAQ | News/Events | Testimon
Copyright © 2008-2018 Government of the Republic of Trinidad and Tobe

Figure 26 - Corporation Selection tab

4. Click ‘Next’ or Tab 6 to go to Assessment tab and complete the relevant remarks.

Remarks entered will be attached to the application and visible for other to see.

(1) (2) (2 Wy SN () (s) -

lement Application Site Lacation Documents Assessment History Corporation Selection Assesment

Other Comments

Internal Remarks

External Comments

Attach additional document

Attach additional document @ startupload | 1 Clear files

I Drop files here or click to upload.

Forwarded to Flanner

Figure 27 - Assessment tab
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The clerk can query the applicant or forward application to planner. Success

messages like those given in Planning Permission would be displayed as seen in

Figures below.

a. Query applicant: Enter External Comments and click the query button.
You will be prompted with the confirmation message (like Figure 22 in Planning

Applications steps). The prompt will read: ‘Do you want to Query Applicant?’

Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed. The message will

read: ‘ .

b. Forward to Planner: Enfer Internal Remarks and click the Forward to Planner

Forward to Planner
button .

You will be prompted with the confirmation message (like Figure 22 in Planning

Applications steps). The prompt will read: ‘Do you want to Forward to Planner?’

Click 'Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed. The message will

read:
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3.5 CORRESPONDENCE APPLICATIONS

The ‘Correspondence Applications’ pane lists the Car Rental Correspondence (reference
numbers pre-fixed with ‘CAR’), Customs Bonded Correspondence (reference numbers
pre-fixed with ‘CUS’), Liquor Licence Correspondence (reference numbers pre-fixed with
‘LIQ’), Status of Land Correspondence (reference numbers pre-fixed with ‘LAN’) and
Stamp Duty Exemption (reference numbers pre-fixed with ‘STA’) applications pending the

clerk’s review. The screen overview is presented in Figure 28 below.

Correspondence Applications

Reference No ¢ Application Type ¢ L s A By Date A s
Car Renta Trinidad r Q
Customs Bonded Trinidad 19 P
Building/Land Status Trinidad 7
Liquo! Trir d ~(

Liquor Licens Trinidad N9 p
Car Rental d 9P
Car Rental Trinidad 019 P>
Car Rental Trinidad Apr 2019 P>
Car Rental Trinidad 19 P>
Car Renta Trinidad Apr 2019 P>

Figure 28 - Correspondence Applications section

3.5.1 Stepsto Process an Application

The application would be processed in a similar manner to previous sections. For the

purpose of this guide, we will process a Car Rental Correspondence.

1. Click the Reference Number to view and process the application. The application

would open to the first tab Car Rental Details as seen in Figure 29 below.
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o G) G) (+) e
L ti

Car Rental Details Site Location

Documents Assessment t History Assessment t

Car Rental Details

Figure 29 - Car Rental Details tab

2. Click on each tab to review the application and ensure that all mandatory fields

have been filled out and valid documents submitted.

a. Tab 1 -Car Rental Details: Applicants are required to supply car rental details as

seen in Figure 29 above.

b. Tab 2 - Site Location: Displays a map where the applicant should have plotted

their proposed site location. Site Location map is like that of Planning Permission.

c. Tab 3 - Documents: All documents uploaded by the applicant would be

displayed here.

d. Tab 4 - Assessment History: Any remarks or comments made on the application
previously would appear in this section e.g. if application was queried and

returned to clerk

e. Tab 5 - Assessment: A user can enter remarks as well as necessary documents

then query or forward the application.

Page | 35



TTBizLnk DEVELOPTT USER GUIDE - TCPD q1 (1]
DEVELOPTT

3. Afterreviewing the application details, the clerk can go to Assessment tab. Click tab

5 - Assessment and fill in relevant remarks. Remarks entered would be attached to

application and visible for others.

The clerk can query the applicant or forward application to planner. Similar success

and confirmation messages would be displayed.

a. Query applicant: Enter External Comments and click the query button.
You will be prompted with the confirmation message. You will be prompted with
the confirmation message. The prompt will read: ‘Do you want Query
Applicant?’ Click ‘Yes’ fo confirm or ‘No’ to return to the Assessment tab.
On clicking Yes, the success message would be displayed. The message will

@ Queried Applicant

CAR2019102900306

read:

b. Forward to Planner: Enter Internal Remarks and click the Forward to Planner

Forward to Planner
button .

You will be prompted with the confirmation message. You will be prompted with
the confirmation message. The prompt will read: ‘Do you want Forward to
Planner?’ Click ‘Yes' to confirm or ‘No’ fo return to the Assessment tab.

On clicking Yes, the success message would be displayed. The message will

@ Forwarded to Plotte
CARZ 290

read:
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3.6 SEARCH APPLICATIONS

The ‘Search Application’ function allows the clerk to search an application using the
appropriate search criteria. The function can be accessed by clicking on the ‘Search

Application’ icon, indicated as A on the left of your screen.

[ ]
1
Welcome, TCPD Clerk! ‘@b 1oME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS

DEVELOP

e-Services / Applications

Applications Received 50
Query Applicant 4
Forward to Plotter 17
Forward to Planner for Advertisement "

Figure 30 - Clerk's Dashboard showing Search Application function

For more information and steps on performing a search, go to Search Application function

in the Appendix.
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4 PLOTTER

The plofter reviews the application forwarded by the clerk. An application is considered

complete when all mandatory fields are provided along with valid documents. The plotter
can view and correct the site location, choose to query an applicant, forward to

supervisor if the application is complete or change the region if necessary.

4.1 DASHBOARD

The dashboard is the default screen that will be displayed to the plotter after login. The
dashboard consists of e-Services/Applications section, with three (3) Categorized
Applicafion sections: Planning Permission Applications, Special Applications and
Correspondence Applications. You can click on a section fitle anywhere on DevelopTT to

expand the section.

O 1(
1
Welcome, TCPD Plotter! @ yome | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | contactus S .

DEVELOP

Dashboard Search Applications

e-Services / Applications

Applications Received 6
Query Applicant 2
Forwarded to Supervisor 1

Planning Permission Applications

Special Applications

Correspondence Applications

Figure 31 - TCPD Plotter's Dashboard
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Planning Permission Applications: A list of all Planning Permissions forwarded by the clerk

which have not been processed, would be found in this application section.

Special Applications: A list of all Mining Applications submitted which have not been

processed, would be found in this application section.

Correspondence Applications: A list of all Brown File Matters forwarded by the clerk
which have not been processed, would be found in this application section. Brown File
Matters include Car Rental Correspondence, Customs Bonded Correspondence, Liquor

Licence Correspondence, Status of Land Correspondence and Stamp Duty Exemption.

GOOD TO KNOW:

@ - Applications are given an automatically generated and unique Reference

Number when created.

- Applications would be listed by reference numbers in each Categorized

Application section.
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4.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Applications Received 10
Query Applicant 4

BFowarded to Supervisor- 11
Forwarded to Supervisor 1"

Figure 32 — TCPD Plotter's e-Services/ Applications section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 32 above.
- The colour denotations are listed below:

e Blue - Applications Received
¢ Orange - Applications Queried

e Green - Applications forwarded to Supervisor
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4.3 PLANNING PERMISSION APPLICATIONS

The ‘Planning Permission Applications’ pane lists the Planning Permission applications
pending the Plofter’'s review. Both Outline Application for Planning Permissions and
Planning Permissions would be found in this section. The screen overview is presented
below in Figure 33. The applications are listed in a table with different column headings

which would be explained below.

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Planning Permission begin with ‘PPR’.

PPR2019091205095

For example, . Other reference numbers are illustrated in Figure 33 below

(B).

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Forwarded to Plotter’ or ‘Queried to Plotter’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Plotters that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Action by Date: Refers to the date by which the application should be processed. The
plotter has an SLA of certain days (which is configurable), within which they should perform
some action on the applications forwarded by the clerk. In case of SLA breach, the
applications are flagged in RED, indicated as A in Figure 33 below, which indicates

immediate action needs to be taken. If a user hovers the mouse over the flag, a

>

Overdue please process

notification message would be displayed:
Listed below is the Plotter’s SLA for difference Categorized Application sections.
Planning Permission

i.  Outline Application Planning Permission: 3 days

i.  Planning Permission: 3 days

Special Applications: 3 days
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Correspondence Applications: 3 days

Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but wouldn't be able to process the application.
Once an application is locked, a lock will appear in this column, as seen indicated by A in

Figure 33 below. If a user hovers the mouse over the lock, a nofification message would

6 Application is locked

be displayed:

If a user wishes to unlock an application, they can click on the lock and they would be
prompted with a message displaying who the user that the application is locked by (Figure
34). Once the application is locked by you, the system would then ask whether you are
sure you wish to unlock it (Figure 35). A user can only unlock an application that is locked
to them. A user can only unlock an application that is locked to them. If the application is
not locked by you, the system would simply state who the application is locked by, as in

Figure 33.

Planning Permission Applications
Reference No & Application Type Submission Date $ Status # Island & Action By Date Action $
PPR2019091305129 Planning Permission 13 Sep 2019 Forwarded to Plotter Trinidad 23 0ct 2019 P> 6
PPR2019101605574 Planning Permission 16 Oct 2019 Forwarded to Plotter Trinidad 210ct 2019 p~ 6
PPR2019101905605 Planning Permission 19 Oct 2019 Forwarded to Plotter Trinidad 230ct 2019 P~
PPR2019102105611 Planning Permission 21 0ct 2019 Forwarded to Plotter Trinidad 240ct 2019 p~
PPR2019102105613 Planning Permission 21 Oct 2019 Forwarded to Plotter Trinidad 24 0Oct 2019 - A
PPR2019102105618 Planning Permission 21 0ct 2019 Forwarded to Plotter Trinidad 240ct 2019 p~ a
PPR2019102105620 Planning Permission 21 Oct 2019 Forwarded to Plotter Trinidad 24.0ct 2019 P~ a
PPR2019102205633 Planning Permission 22 Oct 2019 Forwarded to Plotter Trinidad 250ct 2019 p> 6
PPR2019102605718 Planning Permission 26 Oct 2019 Forwarded to Plotter Trinidad 30 Oct 2019 p~ a
PPR2019102705727 Planning Permission 27 Oct 2019 Forwarded to Plotter Trinidad 300ct 2019 P> 6
<mB
Back - 2| Next «m C

Figure 33 - Plotter’s Planning Permission Applications section pane
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www.test.construct.ttbizlink.gov.tt says

Application is locked by "TCPD Plotter”

Figure 34 - Application Locked by Specific User

www.test.construct.tthizlink.gov.tt says

Are you sure you want to unlock the application?

Figure 35 - Unlock Application Confirmation Message

GOOD TO KNOW:

- Tap the = icon to sort applicationsin ascending or descending order.

- Upto 10records are displayed in the ‘Planning Applications’ pane.

@ Back 2 lext

- Click on the navigation buttons or click a specific page

number to navigate between various pages. Click ‘NEXT' fo go to the next

page and ‘BACK’ to go to the previous page. (Indicated as C in Figure 32)

4.3.1 Steps to Process a Planning Application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History’ as see in Figure 36
below. Any remarks or comments made on the application would appear in this

section.
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........ o 0! 0! 0! ') 0 0 ®

Assessment History Planning Questions Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change of use

Figure 36 - Assessment History tab

2. Clickoneachtab toreview the application and ensure that all site location is plotted

accurately.

a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.

......... 0 o 0) 0) 0) 0 o o

Assessment History Planning Questions. Applicant Details Stte Location Buiding Operations and Documents Documents Status Assessment
Change of use

EEEd

Figure 37 - Planning Questions tab

b. Tab 3 - Applicant Details: Applicants are required fo supply personal
information, a brief description of their proposal, land details, purpose for which
land or new/ altered/ extended building are proposed to be used and purpose
for which land and/ or building are now used. In the Description of Proposal
section, Category of Development would be chosen whether New Building or
Subdivision efc. Depending on category chosen, tab would have different

information.
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.......... 'O 0 o 0) 0) 0 0 0}

Assessment History Planning Questions Applicant Details Stte Location

Buiding Operations and Documents Documents Status
Change of use

Assessment

Applicant Details

Female

Figure 38 - Applicant Details tab

c. Tab 4 - Site Location: Displays a map where the applicant should have plotted
their proposed site location. This tab would be explained in greater detail in step

3 since the plotter is required to interact more with the site location.
d. Tab 5 (only shown for Planning Permission applications)

i. Building Operations and Change of Use — Applicants are required to supply
information concerning their Category of Development chosen, New
Buildings, Addition to existing structure, Alteration, Change of Use,

Engineering Operations or Retention. They supply general information and
details of available services.
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() o) o) '0) O 0! o) o
Assessment History Planning Questions Apphcant Details Site Lacaton Building Operations and Documents Documents Status Assessment
Ghange of use

General Information

Sta1E e FBTErENCE NUMDEF 107 ANy PrEVIOUS.

applications retated 1o this site (if applicable)

s there any buikding on the site?

Imendes Use of ExslingPropased Buldng  Resioentl - Sngle Famiy
TansieArs | 133
Unit of Measurement (U.O.M) e
Tota Floor Avea (s Metes) | sor.

Residential Use Details

Residential Use Details

Available Services Details
=Sk m

Figure 39 - Building Operations and Change of Use tab

i. Subdivision of Land - Applicants are required to supply information
concerning their subdivision of land. They supply informatfion on the person
who prepared design of layout, area, adjacent property owners and access

details as seen in Figure 40.

........ @ (2) @ () ° @ ()
P
Assessment History Planning Questions Applicant Details Site Location Subdivision of Land Documents Documents Status Assessment
Design of Layout prepared by
Name Albert Singh
Designation architect
Area
Total Area of Property(Hectares) 400
Sqmetres 40
Asea of Portion to be Sub-divided(Hectares) 500
Sqmetres 50
Adjacent Property Owners
North
East
South
West
/fvrww.test construct ttbizlink gov.tt/tacps apprstalic/ =

Figure 40 - Subdivision of Land tab
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e. Tab 6 - Documents: All documents uploaded by the applicant would be listed

here.

......... 0 0) 0 0 0 o 0 o

Assessment History Planning Questions Agpplicant Details Site Location Buiding Operations and Documents Documents Status Assessment
Change of use

Building Plan Documents

m

Figure 41 - Documents tab

f. Tab 7 - Document Status: A checklist, filled out by the clerk, to indicate which

documents the applicant has supplied.

........ 0} 0) 0} ® 0 0 o o

Assessment History Planning Questions Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change of use

mﬂ

Figure 42 - Document Status tab

g. Tab 8- Assessment: A plotter can enterremarks as well as necessary documents
then query the applicant or forward the application. This tab would be
explained in detail in step 4 as the plotter is required to enter information based

on his assessment of the application.

3. The plotter upon inspection of the site plotted (indicated as A in Figure 43), may
correct the site location. Instructions on how to plot a site location is stated in the
How to draw your site location section below the map (indicated as C in Figure 43).

An example of this is indicated as B in Figure 43 below.
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A detailed description of the map and how to plot a site location is found in the

About the Site Location section.

5
X
9,
%,
:J/
1
3
3

E: 6558093.51 - N: 1182214.77
Lat: 10.691375 - Lon: -61.574577

-

£ =
* A +
9 g -
w3 3 &

Q &

S
i

Site Location Plotting Guide

1. Locate site using the following options:
a Zoom fo site location
b. Close the Site Location tab and open the Search tool (Q,)

Click on Draw { 7 )
Move your pointer on the map and click to draw the boundaries of your site

To complete the drawing, click on the first point. If drawn correctly, the area inside will have a yellow overlay.
If site location is drawn incorrectly, click on the Gancel { & ) lcon and redraw.

Click on Save Icon ([8). The saved site location will have a red overlay

A location sketch should be uploaded for forested areas (See tab 3 - Upload Documents)

To change site location after saving a drawing, redraw the site location sketch and save.

[ I RS S T N

Figure 43 - Site Location tab

The plotter is also required to enter Cross-Reference Details, Co-ordinates, Site

Details for Geographic Features which Impact the Site or Surrounding Area and

Geographic Features Impacting the site. The form, depicting these fields, is seen in

Figure 44 below. It shows which fields are mandatory for the plotter.
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Cross-Reference Details

Cross-Reference

Cross References 5 X-Coordinate ¥ Y-Coordinatz 5

Mo Records Found

Co-ordinates

¥-Coordinate *

Y-Coordinate *

Site Details for Geographic Features which Impact the Site or Surrounding Area

O Well

Qil Pipeling

River’ Ravine

Swamp

TTEC High Tension Wire

Geographic Features Impacting the Site

Does this site fall inside of an Approved Subdwision? Select ans r

Comments *

Figure 44 - Site Location tab sections expanded
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4. Clicktab 7 (tab 8 for PP) Assessment tab and fillin relevant remarks. Remarks entered

would be attached to application and visible for others to see.

......... 'O 0) 0) 0) 0) 0 0 O -

Assessment History Planning Questions Applicant Details Site Location Building Operations and Documen ts Documents Status Assessment t
Change of use

Attach

o Lo o oo o

Figure 45 - Assessment tab

- Internal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- The plotter can also attach relevant documents (optional) pertaining to the

application for reference. This document will be visible to anyone with access

to the application, including the applicant.

d. Query Applicant: If there is any missing information, the plotter can query the
applicant. On Assessment tab, enter the query in External Comments and enter

the date that the applicant is required to respond by using the query response

date field. Click the query button located at the bottom of the page
to submit the query.

You will be prompted with the confirmation message shown in Figure 46 below.
Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message shown in Figure 47 would be displayed.
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Do you want to Query Applicant?
s [ o

Figure 44 - Confirmation Message (Query Applicant)

Transaction Completed

|@ Queried Applicant PPR2019102905779

Figure 47 - Successfully Queried Applicant

b. Forward to Supervisor: If the application is complete, enter remarks in Internal

Remarks and click Forward to Supervisor button at the

bottom of the page to forward the application.
You will be prompted with the confirmation message (like Figure 46 in Planning

Permission steps). You will be prompted with the confirmation message: ‘Do you

want to forward to Supervisor?’ Click ‘Yes’ fo confirm or ‘No’ to return to the
Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Supervisor

PPR2019102905779

c. Change Region: If upon inspection of the application, the plotter realizes that it
should be sent to another region, he/she has the opfion to ‘forward’ the

application to the plotter in another region. Click the Change Region button

to perform this function. You would be given the opftion to choose
which region from a list as seen in Figure 48 below. Choose a region and click

the OK button.

Page | 51



TTBizLnk DEVELOPTT USER GUIDE - TCPD (
DEVELOPTT

Change the region of this application

Select new region for the application

Figure 48 - Change Region function

You will see a success message, Figure 49, and the system will automatically

redirect to the plotter’s dashboard.

Change the region of this application

Select new region for the application

OK

Region is changed successfully!

Figure 49 - Successfully Change Region

State Application

Clerks and Plotters at the Regional office are required to complete their action in an
expedited manner and forward to Development Confrol Specialist if it is a state
application. The Assessment tab would be slightly different as seen in Figure 50
below. Once allinformation provided by the applicant is accurate, the plotter would

be given the opportunity to forward the application to the Specialist.
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,,,,,,,,, @ (2) (3) (+) (s) (&) () °
N/ D R4 b4 &4 B4
Assessment History Planning Questions Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change of use

Other Comments

Inteal Remarks

External Comments

Respond to query by

Attach additional document

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document section

Attach additional document ® Start upload | i Clear files

I Drop files here or click to upload

i
i
i

Figure 50 - Assessment tab (State Application)

5. Click the Forward to Specialist bufton at the bofttom of the

page.
You will be prompted with the confirmation message (like Figure 46 in Planning

Permission steps). The prompt will read: ‘Do you want to forward to Specialist?’ Click

‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the  success message  would be displayed:

@ Forwarded to Specialist
PPR2019103105819
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4.4 SPECIAL APPLICATIONS

The ‘Special Applications’ pane lists the Mining applications pending the plotter's review.

The screen overview is presented in Figure 51 below. The applications are listed in a table
with same column headings as Planning Permission.

Special Applications

Reference No & Application Type # Submission Date ¥ Status ¥ Island = Action By Date Action ¥

MIN2019102600166 Mining Permission 26 0ct 2019 Forwarded to Plotter Trinidad 30 Qcr 2019

Figure 51 - Special Application section

All the Mining Applications (reference numbers) are pre-fixed with ‘MIN’.

441 Stepsto Process a Special Application

1. Click the Reference Number to view and process the application. The application

would open to the first tab ‘Mining Operations’ as seen in Figure 52 below.

........... ) ©) ©) o 0

Mining Operations Site Location

Documents Assessment History Ploting outcome

Details of Application

Land Description

Infrastructural Services

Is there 3n existing sccess 1o the site? Yes
Name of Road
Width of Road
Nature & Condition of Surface
Electricity Avallzble Yes

Fiped Water Avsilable

Drainage

For Industrial Uses

Parking

Cancel Next >

Figure 52 - Mining Operations tab
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2. Click on each tab to review the application and ensure that site location is plotted

accurately.

a. Tab 1 - Mining Operations: Applicants are required to supply personal
information along with other information such as description of land, information
on infrastructure services, drainage, parking and whether application is for

industrial use as seen in Figure 52 above.

b. Tab 2 - Site Location: Displays a map where the applicant would have plotted
their proposal site location. This fab would be explained in greater detail in step

3 since the plotter is required to interact more with the site location.

c. Tab 3 - Documents: All documents uploaded by the applicant would be listed

here.

o O & O S

Mining Operations Site Location Documents Assessment History Plotting outcome

Documents

File Name Document Type File Format Date

e

Figure 53 - Documents tab

d. Tab 4 - Assessment History: Any remarks or comments made on the application

would appear in this section. E.g. Comments made by the clerk.

.......... () G) G) o ©)

Mining Operations Site Location Documents Assessmen: History Plotting outcome

Assessment History

Updated Date External Comments  Applicant Query Response  Additional Documents

Updatedsy & Internal Remarks &
Glerk - Town and Country Planning 2702019 All document
Division smachad

<ec e

Figure 54 - Assessment History tab
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e. Tab 5 - Plofting Outcome: This tab is Similar to the Planning Applications’

Assessment tab. A user can enter remarks as well as necessary documents then
query or forward the applicant. This tab would be explained in detail in step 4 as

the plotter is required to enter information based on his assessment of the

application.

3. The plotter, upon inspection of the plotted site, may correct the site location.
Instructions on how to plot a site location is stated in the section below the map, as
seen in Figure 55.

* +

re] -—

Q @

~A

b

4.49 - N: 1181212.12

TB514
Lat: 10.682493 - Lon: -61.615381

Site Location

1. Locate site using the following options:

a. Zoom to site location

b. Close the Site Location tab and open the Search tool (Q,)
Click on Draw (&) ‘ A
Move your pointer on the map and click to draw the boundaries of your site.
To complete the drawing, click on the first point. If drawn correctly, the area inside will have a yellow overlay.
If site location is drawn incorrectly, click on the Cancel { ® ) Icon and redraw.
Click on Save Icon (). The saved site location will have a red overlay.
Alocation sketch should be uploaded for forested areas (See tab 3 - Upload Documents).

SNoewm e W

Figure 55 - Site Location tab

The plotteris also required to enter Cross-Reference Details, Co-ordinates, Site Details
for Geographic Features which Impact the Site or Surrounding Area and Geographic
Features Impacting the site. The form, depicting these fields, is seen in Figure 56

below. It shows which fields are mandatory for the plotter.
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Cross-Reference Details

Cross-Reference

Y-Coordinate

m

Cross References = X-Coordinate $ ‘¥-Coordinate &

No Records Found

Co-ordinates

¥-Coordinate
¥-Coordinate

NeEs

Figure 56 - Site Location tab sections expanded

4. Click tab 5 - Plotting Outcome and fill in relevant remarks. Remarks entered would

be afttached to application and visible for other to see

.......... ) O G) ) Q-

Mining Operations Site Location Documents Assessment History Plotting outcome

Other Comments

Internal Remarks

External Comments

Attach additional document

Note: Max file size is 30 MB. Accepted file type = dwig, doc/doox, pdf, jpeg, gif. Number of files: 10 for additional document section
Antach additional document B Addfiles | @ Startupload | i Clear files

I Drop files here or click to upload.

Fomardia fisnner

Figure 57 - Plotting Outcome tab
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The plotter can query the applicant or forward the application to the Mining Planner.

Success and confirmation messages like those seen in Planning Permissions would be

displayed as seen in figures below.

ad. Query applicant: Enter External Comments and click the query button

You will be prompted with the confirmation message (like Figure 46 in Planning

Permission steps). The prompt will read: ‘Do you want to Query Applicant?’

Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

b. Forward to Mining Planner: Enter Internal Remarks and click the Forward to

Forward to Planner
Planner button _

You will be prompted with the confirmation message (like Figure 46 in Planning

Permission steps). The prompt will read: ‘Do you want to Forward to Planner?’

Click 'Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Planner

MIN2019102600166
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4.5 CORRESPONDENCE APPLICATIONS

The ‘Correspondence Applications’ pane lists the Car Rental Correspondence (reference
numbers pre-fixed with ‘CAR’), Customs Bonded Correspondence (reference numbers
pre-fixed with ‘CUS’), Liquor Licence Correspondence (reference numbers pre-fixed with
‘LIQ’), Status of Land Correspondence (reference numbers pre-fixed with ‘LAN’) and Stamp
Duty Exemption (reference numbers pre-fixed with ‘STA’) applications pending the

plotter’'s review. The screen overview is presented in Figure 58 below.

Correspondence Applications

Reference No % Application Type # Submission Date % Status & Island # Action By Date Action 3

CAR2019102900306 Car Rental 29 Oct 2019 Forwarded to Plotter Tobago 04 Nov 2019

Figure 58 - Correspondence Applications section

4.5.1 Stepsto Process a Correspondence Application

The application would be processed in a similar manner to previous sections. For the

purpose of this guide, we will process a Car Rental Correspondence.

1. Click the Reference Number to view and process the application. The application

would open to the first tab Car Rental Details as seen in Figure 59 below.

Figure 59 - Car Rental tab
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2. Click on each tab to review the application and ensure that site location is plotted

accurately.

a. Tab 1 - Car Rental Details: Applicants are required to supply car rental details

as seen in Figure 59 above.

b. Tab 2 - Site Location: Displays a map where the applicant should have plotted
their proposed site location. Site Location map is like that of Planning
Permission and would be discussed in step 3 since the plotter is required to

inferact more with the site location.

c. Tab 3 -Documents: All documents uploaded by the applicant would be

displayed here.

d. Tab 4 - Assessment History: Any remarks or comments made on the
application previously would appear in this section. E.g. Any comments made

by the clerk.

e. Tab 5 - Plotting Outcome: Similar to the Planning Applications’ Assessment tab.
A user can enter remarks as well as necessary documents then query or
forward the applicant. This tab would be explained in detail in step 4 as the
plotter is required to enter information based on his assessment of the

application.

3. The plotter, upon inspection of the plotted site, may correct the site location.
Instructions on how to plot a site location is stated in the section below the map, as

seen in Figure 60.
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Site Location

Tools

applicant. )

om

0§l Search Radius

Adjust search radius for s

|

I My Site Location ‘
I Show Plotter's Drawing »
Turn on to display site location drawn by plotter.

ng neighboring

E: 739405.12 - N: 1237098.48
Lat: 11.182963 - Lon: -60.807660

= 6]

S s

Site Location Plotting Guide

1.

@ o B W

Locate site using the following options:
a. Zoom to site location
b. Close the Site Location tab and open the Search tool (Q,)

. Click on Draw (&)

. Move your pointer on the map and click to draw the boundaries of your site.

. To complete the drawing, click on the first point. If drawn correctly, the area inside will have a yellow overlay.
. If site location is drawn incorrectly, click on the Cancel (® ) Icon and redraw.

. Click on Save Icon ([#). The saved site location will have a red overlay.

. Alocation sketch should be uploaded for forested areas (See tab 3 - Upload Documents).

. To change site location after saving a drawing. redraw the site location sketch and save.

Figure 60 - Site Location tab

The plotter is also required to enter Cross-Reference Details and Co-ordinates. The

form, depicting these fields, is seen in Figure 61 below. It shows which fields are

mandatory for the plotter.
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Cross-Reference Details

Cross-Reference

Cross References
X-Coordinate

Y-Coordinate

Cross References X-Coordinate Y-Coordinate

1134/2019 673816 1166130

Co-ordinates

X-Coordinate 673814

‘¥-Coordinate ‘ 1186139

Next>

Figure 61 - Site Location tab sections expanded

4. Click tab 5 - Plotting Outcome and fill in relevant remarks. Remarks entered would

be afttached to application and visible for other to see

.......... @ @ @ @ °

Car Rental Details Site Location Documents Assessment History Plotting outcome

Other Comments

Internal Remarks

External Comments

Attach additional document

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document section

Attach additional document ®Startupload | 1 Clear files

Forward to Supervisor Change Region

Figure 62 - Plofting Outcome tab
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The plotter can query the applicant or forward the application to the Supervisor.

Success and confirmation messages like those seen in Planning Permissions would

be displayed as seen below.

a. Query applicant: Enter External Comments and click the query button .
You will be prompted with the confirmation message (like Figure 46 in Planning

Permission steps). The prompt will read: ‘Do you want to Query Applicant?’ Click

‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

b. Forward to Supervisor: Enter Infernal Remarks and click the Forward to Planner

Forward to Supervisor
button .

You will be prompted with the confirmation message (like Figure 46 in Planning

Permission steps). The prompt will read: ‘Do you want to forward to Supervisor?’

Click 'Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:
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4.6 SEARCH APPLICATIONS

The ‘Search Application’ function allows the plotter to search an application using the
appropriate search criteria. The function can be accessed by clicking on the ‘Search

Applicatfion’ icon, indicated as A on the left of your screen.

S 1(
1
Welcome, TCPD Plotter! ‘@b yome | apoutus | GUIDELINES | NEws/EVENTs | FaQ | contactus S .

DEVELOP

Dashboard

e-Services / Applications

Applications Received 17
Query Applicant 5
Forwarded to Supervisor 9

Figure 63 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix.
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5 SUPERVISOR

The supervisor reviews the applications forwarded by the plotter. An application is

considered complete once the clerk has confirmed all documents, plotter has accurately
identified the site, inspector has reviewed contents, visited the site and submitted a
complete inspection report etc. If clarification of the application is needed, the supervisor
can either query the applicant or query the plotter accordingly. Once the application is

complete, the supervisor can forward application to an inspector for further assessment.

5.1 DASHBOARD

The dashboard is the default screen that will be displayed to the supervisor after login. The
dashboard consists of e-Services/ Applications with three (3) Categorized Applications
sections: Outline Applications, Planning Permission Applications and Correspondence
Applications. You can click on a section title anywhere on DevelopTT to expand the

section.

isort (& 1(
1
Welcome, TCPD Supervisor! (@i yome | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUs < .

DEVELOP

P =Q

Dashboard Search Applications

e-Services / Applications

Applications Received 1
Query Applicant 1

Forward to Inspector 7

Outline Applications

Planning Permission Applications

Correspondence Applications

Figure 64 - TCPD Supervisor Dashboard
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Outline Applications: A list of all Outline Applications for Planning Permission forwarded

by plotter which have not been processed, would be found in this section.

Planning Permission Applications: A list of all Planning Permissions forwarded by the

plotter which have not been processed, would be found in this section.

Correspondence Applications: A list of all Brown File Matters submitted which have not
been processed, would be found in this application section. Brown File Matters include
Car Rental Correspondence, Customs Bonded Correspondence, Liquor Licence

Correspondence, Status of Land Correspondence and Stamp Duty Exemption.

GOOD TO KNOW:

- Applications are given an automatically generated and unique Reference

Number when created.

- Applications would be listed by reference numbers in each Categorized

Application section.
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5.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Applications Received -

Query Applicant 0
B Applications Received: 9
Forward to Inspector 9

Figure 65 - TCPD Supervisor's e-Services/ Application section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 65 above.
- The colour denotations are listed below:

e Blue- Applications Received
¢ Orange- Applications Queried

e Green- Applications forwarded to Inspector
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5.3 OUTLINE APPLICATIONS

The 'Outline Applications’ pane lists the Outline Applications for Planning Permission
pending the inspector’s assignment. Only Outline Applications would be found in this
section. The screen overview is presented below in Figure 66. The applications are listed in

a table with different column headings:

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Planning Permission begin with ‘PPR’.

For eXOmp'e, PPR2019091205095

(A).

. Other reference numbers are illustrated in Figure 66 below

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Forwarded to Supervisor' or ‘Inspector Queried Supervisor’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Supervisors that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Action by Date: Refers to the date by which the application should be processed. The
supervisor has an SLA of certain days (which is configurable), within which they should
perform some action on the applications forwarded by the plotter. In case of SLA breach,
the applications are flagged in RED, indicated as B in Figure 66 below, which indicates

immediate action needs to be taken. If a user hovers the mouse over the flag, a

4
Overdue please process

notification message would be displayed:

Listed below is the Supervisor's SLA for difference Categorized Application sections.
Planning Permission

i.  Outline Application for Planning Permission: 5 days

i.  Planning Permission: 5 days
Special Applications: 3 days

Correspondence Applications: 3 days
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Action: When a user opens an application, the application is locked to that user i.e.

another user may view the application but wouldn't be able to process the application.
Once an application is locked, a lock will appear in this column, as seen indicated by B in

Figure 66 below. If a user hovers the mouse over the lock, a notification message would

be displayed: [ Appication s focked |

If a user wishes to unlock an application, they can click on the lock and they would be
prompted with a message displaying who the user that the application is locked by (Figure
67). Once the application is locked by you, the system would then ask whether you are
sure you wish to unlock it (Figure 68). A user can only unlock an application that is locked
to them. If the application is not locked by you, the system would simply state who the

application is locked by, as in Figure 67.

Outline Applications
Reference No # Application Type Submission Date % Status ¥ Island Action By Date Action 3
PPR2019092905270 Planning Permission 29 Sep 2019 Forwarded to Supervisor Trinidad 28 Nov 201
A B

Figure 66 - Supervisor's Outline Applications section pane

www.test.construct.ttbizlink.gov.tt says

Application is locked by "TCPD Supervisor”

Figure 67 - Application Locked by Specific User Message
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www.test.construct.ttbizlink.gov.tt says

Are you sure you want to unlock the application?

“ CancE.I

Figure 68 - Unlock Application Confirmation Message

GOOD TO KNOW:

- Tap the % icon tosort applications in ascending or descending order.

- Upto 10records are displayed in the ‘Planning Applications’ pane.

@ -

- Navigation buttons, , are only displayed when there are

over 10 applications in a section. Click on the buttons or click a specific page
number to navigate between various pages. Click ‘NEXT' to go to the next

page and ‘BACK’ to go to the previous page.

5.3.1 Steps to Process an Outline Application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History' as see in Figure 69
below. Any remarks or comments made on the application would appear in this

section.
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.......... @ G) o '0) 0] G) 0 o
A4 \_/ W \_/
Assessment History Planning Questions Applicant Details Site Location Documents Documents Status Inspector Assignment Assessment
TCPD Decision History
Additional Updated  Applicant Query Applicant
[@ Documents Date Respanse Response Date

UpdatedBy & Status $ Intemnal Remarks $ P s s s

Clerk - Town and Country Forwarded to All necessary 27 Oct

Planning Division Plotter documents upioaded 2019

Plotter - Town and Country Forwarded to area plotted 28 Oct

Planning Division Supervisor 2019

Cancel Next >

Figure 69 - Assessment History tab

2. Click on each tab to review the application.

a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.

......... @ ° (3) () (s) (s) (7) @
S L N P
Assessment History Planning Questions Apphcant Details. Site Location Daocuments Documents Status Inspector Assignment Assessment
1. Does your proposal fall under the list of fourty- four Yes .
(44) designated ac! c ci
of Environmental Cl ee the
Certificate of Envi (Designated
Activities) Order, 2001, click here for further
guidance)
l 2. Does your proposal involve the change of use Yes .
erection of, or addition to any building development
‘ where the cumulative floor area exceeds a gross
I floor area of 500m??
l 3 Does your proposal involve the subdivision of land Yes .
comprising grealer than twenty plots (each plot must
l fall within the range of 465m? and B0Om? in area)?
4. Are your building or subdivision plans prepared? Yes
5.1s your proposal in line with the land use policy for No =
the area?Click Here for map
6. Have you received consideration for the proposal Yes
in question through the Appeal or Vanation process?

Figure 70 - Planning Questions tab

b. Tab 3 - Applicant Details: Applicants are required to supply personal
information, a brief description of their proposal, land details, purpose for which
land or new/ altered/ extended building are proposed to be used and purpose

for which land and/ or building are now used.
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Assessment History Planning Questions Agplicant Details

Site Location Documents Dacuments Status Inspector Assignment Assessment

Applicant Details

Reference Number *

Pla Qulline Permission Applcation

Nerth

Complex Application

I this applicaticn submitied by or on behalf of the

No
stae?
Any Deviation Policy applied? Mo
i Mrs.
FistName  Snemta
Lasthame g
Applicant Gender Female
1ale
ciner
Email Address snemita123@notmail com
Telephone Numbe: 2234578
Mobile Number 2257447

Figure 71 - Applicant Details tab

c. Tab 4 - Site Location: Displays a map where the applicant should have plotted
their proposal site location. The plotter would have inspected the plotted
location and added Cross-Reference information, Co-ordinates and
Geographic features that impact the site. This tab would be explained in greater

detail in step 3 since the supervisor may add Cross-Reference details.

44444444 0, 0) o) o 0 0 0 0}

Assessment History Planning Questions Applicant Details.

Site Location Documents

Documents Status Inspector Assignment Assessment
Layers i s
y .
- ®

Planning » C

# Counties »
W Policy »
E: 655876.86 - N71182029.10
Lat: 10.689697 - Lon: -61.574737
B Regional Corporations » .
Site Location

Figure 72 - Site Location tab

d. Tab 5 - Documents: All documents uploaded by the applicant would be listed
here.
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........ 'O, 0) 0 0 o 0 0 o

Assessment History Planning Questions Applicant Details Site Location Documents Documents Status Inspector Assignment Assessment

Document Upload

Outline Building Plan Documents

File Name Document Type File Format Last updated Role

Figure 73 - Documents tab

e. Tab é - Documents Status: A checklist, filled out by the clerk, to indicate which

documents the applicant has supplied.

........ 2

Assessment History Planning Questions Applicant Details Site Location Documents Documents Status Inspector Assignment Assessment

Documents Status

Figure 74 - Documents Status tab

f.  Tab 7 - Inspector Assignment: A supervisor is required fo select an inspector to
forward the application to. A supervisor can also change the complexity level

as per requirement.

g. Tab 8 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in
step 4 as the supervisor is required to enter information based on his/her

assessment of the application.

3. The supervisor can enter new cross-reference information or alter cross-reference

application details previously as seen in Figure 75 below.
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Cross-Reference Details

Cross-Reference

Cross References

Ex: T5D:200
X-Coordinate
The coordinates system to be used for XY coordinates is WGS 1984

Y-Coordinate

Cross References & X-Coordinate ¥ Y-Coordinate ¥ Application Details

1134/2019 6811475 4587447

=

Co-ordinates

X-Coordinate 6811475

Y-Coordinate 4587447

Geographic Features Impacting the Site

Does this site fall inside of an Approved Subdivision? Yes v

Comments inside approved subdivision

Figure 75 - Site Location tab expanded

4. The supervisor is presented with the following information shown in Figure 76 below.
He/she is presented with a list of inspectors to choose from as well as the workload
of each inspector. The system, based upon the applicant’s response to questions,
determines whether the application is simple or complex. The supervisor may also

change the complexity status of the application as per requirement.
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......... @ (2) (3) (+) (5) (&) 0 @
Assessment History Planning Questions Applicant Details Site Location Documents Documents Status Inspector Assignment Assessment
: Inspector Assignment
I Complexity Status * Complex Application
l Select Inspector Select one
slad one
Figure 76 - Inspector Assignment tab
5. Click tab 8 - Assessment tab and fill in relevant remarks. Remarks entered would be
attached to application and visible for other to see
723 >) @ s 3 e} o
......... @ \z/ \3/ \4/ \!_)/ 6 \Z/ °
Assessment History Planning Questions Applicant Details Site Location Documents Documents Status Inspector Assignment Assessment
Other Comments
Internal Remarks
External Comments
' Respond to query by
Attach additional document
I Note Max file size is 30 M pc/docx, pdf, jpeg, gif Number of files: 10 for additional document section
I e
i I Drop files here o click to upload. :
-]

Figure 77 - Assessment tab

GOOD TO KNOW:

- Internal Remarks are visible only to the TCPD staff and External Remarks are

visible to anyone with access to the application, including the applicant.
- The supervisor can also attach relevant documents (optional) pertaining to the

application for reference. This document will be visible to anyone with access

to the application, including the applicant.

Page | 75



TTBizLnk DEVELOPTT USER GUIDE - TCPD 11 (1]
DEVELOPTT

a. Query Applicant - If there is any missing information, the supervisor can query

the applicant. On Assessment tab, enter the query in External Comments and
enter the date that the applicant is required o respond by using the query

SR located at the bottom of

response date field. Click the query button
the page to submit the query. You will be prompted with a confirmation
message as seen in Figure 78; click ‘Yes’ and you would be shown the success

message seen in Figure 79 below. Click ‘OK’ to return to the plotter’'s dashboard.

Do you want to Query Applicant?

s [0

Figure 78 - Confirmation Message (Query Applicant)

Transaction Completed

|@ Queried Applicant PPR2019103005806

Figure 79 - Successfully Queried Applicant

b. Query to Plotter - If there is any misunderstanding concerning the site location,
the supervisor can query the plofter for more information or fo review

S ocated at the

information entered. Click the query to plotter button
bottom of the page to submit the query.
You will be prompted with the confirmation message (as seen in Figure 78 in

Planning Permission steps). The prompt will read: ‘Do you want to Query

Applicant?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Queried Plotter PPR2019103005806
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c. Forward to Inspector - If the application is complete, enter remarks in Internal

Remarks and click Forward to Inspector button at the bottom

of the page to forward the application.

You will be prompted with the confirmation message (like Figure 78 in Planning

Permission steps). The prompt will read: ‘Do you want to forward to Inspector?’

Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Inspector

PPR2019103005806
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The 'Planning Permission Applications’ pane lists the Planning Permission applications

pending the supervisor's review and inspector assignment. Only Planning Permissions

would be found in this section. The screen overview is presented below in Figure 80. The

applications are listed in a table with same column headings as Outline Applications.

Planning Permission Applications

Reference No#

PPR2019091205089
PPR2019091205093
PPR2019091305121
PPR2019092505228
PPR2019092905270
PPR2019101405480
PPR2019101505523
PPR2019101605533
PPR2019101605561

PPR2019101705586

Back 2

Application Type

Planning Permission
Planning Permission
Planning Permission
Planning Permission
Planning Permission
Planning Permission
Planning Permission
Planning Permission
Planning Permission

Planning Permission

Submission Date
12 Sep 2019
12 Sep 2019
13 Sep 2019
25 Sep 2019
29 Sep 2019
14 Oct 2019
15 Oct 2019
16 Oct 2019
16 Oct 2019

17 Oct 2019

Status #

Submitted Final Application
Forwarded To Supervisor
Inspector Queried Supervisor
Submitted Final Application
Submitted Final Application
Forwarded To Supervisor
Forwarded To Supervisor
Submitted Final Application
Forwarded To Supervisor

Forwarded To Supervisor

Island %

Trinidad

Trinidad

Trinidad

Trinidad

Trinidad

Trinidad

Trinidad

Trinidad

Trinidad

Trinidad

Action By Date
28 Oct 2019 P
23 0ct 2019 P
21 Oct 2019 P~
14 Nov 2019 -
21 Nov 2019 p~
21 Oct 2019 P~
22 0ct 2019 P
14 Nov 2019 p»
23 0ct 2019 P~

24 Oct 2019 P~

Action ¥

a8
]
]

Figure 80 - Planning Permission Applications section

Steps to Process a Planning Permission Application

1. Click on the Reference Number to view and process the application. As stated

previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All

reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History’ as see in Figure 81

below. Any remarks or comments made on the application would appear in this

section from TCPD or any Regulatory OGA.
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4

Planning Questions Applicant Details Site Location Building Operations and Change Documents Assessment
of use

=es

Figure 81 - Assessment History tab

2. Click on each tab to review the application.

a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.
They are required to answer all six (6) questions. These are the same questions
from Planning Questions tab for Outline Application for Planning Permission

above.

b. Tab 3 - Applicant Details: Applicants are required to supply personal
information, a brief description of their proposal, land details, purpose for which
land or new/ altered/ extended building are proposed to be used and purpose
for which land and/ or building are now used. In the Description of Proposal
section, Category of Development would be chosen whether New Building or
Subdivision etc. Depending on category chosen, tab would have different

information.
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....... () G) ' ) (+) (s) ()

Assessment History Planning Questions Applicant Detalls Site Location Building Operations and Change Documents Assessment t
ccccc

Figure 82 - Applicant Details tab

c. Tab 4 - Site Location: Similar to the Site Location tab in Outline Application for
Planning Permission, this tab displays a map where the applicant should have
plotted their proposed site location. The plotter would have inspected the
plotted location and added Cross-Reference information, Co-ordinates and
Geographic features that impact the site. This tab would be explained in greater

detail in step 3 since the supervisor may add Cross-Reference details.

d. Tab 5 (visible only for Planning Permission)

i. Building Operations and Change of Use — Applicants are required to supply
information concerning their Category of Development chosen, New
Buildings, Addition to existing structure, Alteration, Change of Use,
Engineering Operations or Retention. They supply general information and

details of available services.
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......... o o) 0 0 o 0 o

Assessment History Planning Questions Applicant Details Site Location Building Operations and Change Documents Assessment t

ofuse

Residential Use Details

Residential Use Details

Figure 83 - Building Operations and Change of Use

i. Subdivision of Land - Applicants are required to supply information
concerning their subdivision of land. They supply information on the person
who prepared design of layout, area, adjacent property owners and access

details.

e. Tab 6 - Documents: Similar to the Documents tab in Outline Application, all

documents uploaded by the applicant would be listed here.

f.  Tab 7 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in
step 4 as the supervisor is required to enter information based on his/her

assessment of the application

3. On Site Location tab, the supervisor can also enter new cross-reference information

or alter previous cross-reference application details as in Outline Application.
4. Clicktab 7 - Assessment to select inspector and give remarks. This tab offers the same

options as Outline Application for Planning Permission; a supervisor can query the

applicant, query the ploftter, save any information entered or forward to inspector.
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........... 0 () G) ® G) (¢) Q-

-/ /

Assessment History Pianning Questions Applicant Details Ste Location Building Operations and Change of use Documents Assessment

=TT

Figure 84 - Assessment tab (No Inspector chosen)

GOOD TO KNOW:

- Infernal Remarks are visible only to the TCPD staff and External Remarks are

visible to anyone with access to the application, including the applicant.

- The supervisor can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

d. Query Applicant - Click the query button located at the bottom of the
page to submit the query to the applicant.
You will be prompted with the confirmation message (similar fo Figure 78 in
Planning Permission steps). The prompt will read: ‘Do you want to Query

Applicant?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.
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On clicking Yes, the success message would be displayed:

@ Queried Applicant PPR2019102905779

meiatssl located at the

Query to Plotter — Click the query to plofter button
bottom of the page to submit the query.
You will be prompted with the confirmation message (similar to Figure 78 in

Planning Permission steps). The prompt will read: ‘Do you want to Query Plotter?’

Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success would  be

‘ (¥) Queried Plotter PPR2019102905779

message displayed:

Forward to Inspector - If the application is complete, the supervisor is required
to select an inspector. If no inspector is chosen, he/she would not be allowed to

forward the application. Enter remarks in Internal Remarks and click Forward to

Inspector button at the bottom of the page (which is

displayed after an inspectoris chosen as seen in Figure 85 below) to forward the

application.

o 0 0) o 0 o

Assessment History

Planning Questions Applicant Details Site Location Bullding Operations and Change Documents

of use

nspector Assignment

Other Comments

nal Comments

Attach additional document

Figure 85 - Assessment tab (Inspector chosen)
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You will be prompted with the confirmation message (similar to Figure 78 in
Planning Permission steps). The prompt will read: ‘Do you want to Forward to
Inspector?’ Click ‘Yes' fo confirm or ‘No’ fo return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Inspector

PR2019102905779
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5.5 CORRESPONDENCE APPLICATIONS

The ‘Correspondence Applications’ pane lists the Car Rental Correspondence (reference
numbers pre-fixed with ‘CAR’), Customs Bonded Correspondence (reference numbers
pre-fixed with ‘CUS’), Liquor Licence Correspondence (reference numbers pre-fixed with
‘LIQ’), Status of Land Correspondence (reference numbers pre-fixed with ‘LAN’) and Stamp
Duty Exemption (reference numbers pre-fixed with ‘STA’) applications pending the

supervisor's review. The screen overview is presented in Figure 86 below.

Correspondence Applications

Reference No Application Type # Submission Date # Status ¢ Island # Action By Date Action ¥

CAR2019102900306 Car Rental 30 Oct 2019 Forwarded to Supervisor Tobago 04 Nov 2019

Figure 86 - Correspondence Applications section

5.5.1 Stepsto Process a Correspondence application

The application would be processed in a similar manner to previous sections. For the

purpose of this guide, we will process a Car Rental Correspondence.

1. Click the Reference Number to view and process the application. The application

would open to the first talb Car Rental Details as seen in Figure 87 below.

Car Rental Details Site Location Documents Assessment History Assessment

Ccancel Next>

Figure 87 - Car Rental tab
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2. Click on each tab to review the application and ensure that site location is plotted

accurately.

a. Tab 1 - Car Rental Details: Applicants are required to supply car rental details

as seen in Figure 87 above.

b. Tab 2 - Site Location: Displays a map where the applicant should have plotted
their proposed site location. Site Location map is like that of Planning

Permission; the system would automatically zoom in to the plotted location.

c. Tab 3 -Documents: All documents uploaded by the applicant would be

displayed here.

d. Tab 4 - Assessment History: Any remarks or comments made on the
application previously would appear in this section. E.g. Any comments made

by the clerk.

e. Tab 5 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in
step 3 as the supervisor is required to enter information based on his/her

assessment of the application.

3. Click tab 5 - Assessment and fill in relevant remarks. Remarks entered would be

aftached to application and visible for other o see.

Car Rental Details Site Location Documents. Assessment History Assessment

Attach additional document

Figure 88 - Plofting Outcome tab

Page | 86



TTBizLnk DEVELOPTT USER GUIDE - TCPD q1 (1]
DEVELOPTT

The supervisor can query the applicant or forward the application to the inspector.

Success and confirmation messages like those seen in Planning Permissions would

be displayed as seen in figures below.

a. Query applicant: Enter External Comments and click the query button

You will be prompted with the confirmation message (similar to Figure 78 in
Planning Permission steps). The prompt will read: ‘Do you want to Query
Applicant?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Queried Applicant

~A DA AANAD e
CARZ201910290030¢

b. Forward to Inspector: Enter Internal Remarks and click the Forward to Planner

Forward to Inspector
butfon | EEEEIEE |

You will be prompted with the confirmation message (similar to Figure 78 in
Planning Permission steps). The prompt will read: ‘Do you want to Forward to
Inspector?’ Click ‘Yes’ fo confirm or ‘No’ fo return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Inspector
CARZ2019702° 30E
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5.6 SEARCH APPLICATIONS

The ‘Search Application’ function allows the supervisor to search an application using the
appropriate search criteria. The function can be accessed by clicking on the ‘Search

Applicatfion’ icon, indicated as A on the left of your screen.

. [} 1(
Welcome, TCPD Supervisor! @b LOME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FaQ | contactus < [)

DEVELOP

=Q

Dashboard Search Applications

e-Services / Applications

Applications Received 10
Query Applicant 0
Forward to Inspector 10

Figure 89 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix.
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6 INSPECTOR

The inspector checks the site plan, floor plans and other plans submitted against the

relevant site development standards as it relates to the particular site, makes calculations,
schedules and completes site inspection and submits report with recommendations to the

Planner.

During the Outline Application phase, the application is checked for its conformance with
the Land Use Policy and standards. If required, inspector may decide to visit the site once

or multiple times for inspection.

During the site visit, inspector checks various factors on the site, according fo
preconfigured checklists and records the observations. Once inspection is complete, a
report with inspector's recommendations would be generated and is available for the

planner’s review.

The Internal Remarks field can be used by the inspector to pass any special information

such as indicating agencies to be conditioned etc. while forwarding to planner.
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6.1 DASHBOARD

The dashboard is the default screen that will be displayed to the inspector after login. The
dashboard consists of e-Services/ Applications, with three (3) Categorized Applicafion
sections: Outline Applications Awaiting inspection, Planning Permission Applications
Awaiting Inspection and Correspondence Applications. You can click on a section fitle

anywhere on DevelopTT to expand the section.

3 1(
Welcome, TCPD Inspectori '@ib  HoME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | conmacTus < .

DEVELOP

[ =Q

Dashboard Search Applications

e-Services / Applications

Applications Received 7

Forwarded to Planner 3

Outline Applications Awaiting Inspection

Planning Permission Applications Awaiting Inspection

Correspondence Applications

Figure 90 - TCPD Inspector's dashboard

Outline Applications Awaiting inspection: A list of all Outline Applications for Planning
Permissions forwarded by the supervisor for inspection which have not been processed,

would be found in this section.

Planning Permission Applications Awaiting Inspection: A list of all Planning Permission
applications forwarded by the supervisor for inspection which have not been processed,

would be found in this section.

Correspondence Applications: A list of all Brown File Matters submitted which have not

been processed, would be found in this application section. Brown File Mattersinclude Car
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Rental Correspondence, Customs Bonded Correspondence, Liquor Licence

Correspondence, Status of Land Correspondence and Stamp Duty Exemption.

GOOD TO KNOW:

@ - Applications are given an automatically generated and unique Reference

Number when created.

- Applications would be listed by reference numbers in each Categorized
Application section.

6.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Applications Received 11

Forwarded to Planner 5

[ Applications Received: 11

Figure 91 - TCPD Inspector's e-Services/Applications section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 91 above.
- The Colour denotations are listed below:

¢ Blue- Applications Received

e Orange- Applications forwarded to Planner
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6.3 OUTLINE APPLICATIONS AWAITING INSPECTION

The '‘Outline Applications Awaiting Inspection’ pane lists the Outline Applications for Planning
Permission pending inspections by the inspector. The screen overview is presented below in
Figure 92. The applications are listed in a table with different column headings which are

explained below:

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Planning Permission begin with ‘PPR’.

For eXOmp'e, PPR2019091205095

(A).

. Other reference numbers are illustrated in Figure 92 below

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Submitted for Inspection’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Inspectors that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Action by Date: Refers to the date by which the application should be processed. The
supervisor has an SLA of certain days (which is configurable), within which they should
perform some action on the applications forwarded by the clerk. In case of SLA breach,
the applications are flagged in RED, indicated in Figure 92 below, which indicates

immediate action needs to be taken. If a user hovers the mouse over the flag, a

4
Overdue please process

notification message would be displayed:

Listed below is the Inspector’s SLA for difference Categorized Application sections.
Planning Permission

i.  Outline Application for Planning Permission: 10 days

i.  Planning Permission: 15 days
Special Applications: 5 days

Correspondence Applications: 5 days
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Action: When a user opens an application, the application is locked to that user i.e.

another user may view the application but wouldn't be able to process the application.
Once an applicationis locked, alock will appear in this column, as seen indicated in Figure

92 below. If a user hovers the mouse over the lock, a notification message would be

dsplayed: | @[]

If a user wishes to unlock an application, they can click on the lock and they would be
prompted with a message displaying who the user that the application islocked by (Figure
93). Once the application is locked by you, the system would then ask whether you are
sure you wish to unlock it (Figure 94). A user can only unlock an application that is locked
to them. If the application is not locked by you, the system would simply state who the

application is locked by, as in Figure 93.

Outline Applications Awaiting Inspection

Reference No Application Type # Submission Date # Status % Island % Action By Date Action 2

PPR2019112205480 Planning Permission 22 Nov 2019 Submitted for Inspection Trinidad 25 Nov 201 ‘

Figure 92 - Plotter's Outline Applications Awaiting Inspection section pane

www.test.construct.ttbizlink.gov.tt says

Application is locked by "TCPD Inspector”

Figure 93 - Application Locked by Specific User Message

www.test.construct.ttbizlink.gov.tt says

Are you sure you want to unlock the application?

Figure 94 - Unlock Application Prompt
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GOOD TO KNOW:

- Tap the % icon to sort applicationsin ascending or descending order.

- Upto 10records are displayed in the ‘Planning Applications’ pane.

@ Back -

- Navigation buttons, , would be displayed when there are

over 10 applications in a section. Click on the buttons or click a specific page
number to navigate between various pages. Click ‘NEXT’ to go to the next

page and ‘BACK’ to go to the previous page.

6.3.1 Steps to Process an Outline Application Awaiting Inspection

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applicafions are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History’ as see in Figure 95
below. Any remarks or comments made on the application would appear in this

section

==

Figure 95 - Assessment History tab

2. Click on each tab to review the application.
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a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.

..................... o 0) '0) o o e o ® 0 o

Planning Questions Apphcant Details Site Location Documents Dotuments Status SelectAssessment  Site Appicalion Report  Schedule Inspection  Download Application
Form

Assessment
Report

ation far the proposal
ariation process?

m

Figure 96 - Planning Questions tab

b. Tab 3 - Applicant Details: Applicants are required to supply personal
information, a brief description of their proposal, land details, purpose for which
land or new/ altered/ extended building are proposed to be used and purpose

for which land and/ or building are now used.

........ O (=) (s ) (+) () () () (*) (*) () ©)

Assessment History Pianning Questions Appicant Details Site Location Documents Documents Status. Select Assessment Siie Appication Report

Scheduie Inspection Downioad Appiication Assessment
Fom Report

Figure 97 - Applicant Details tab

c. Tab 4 - Site Location: Displays a map where the applicant should have plotted

their proposal site location. The plofter would have inspected the plotted
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location and added Cross-Reference information, Co-ordinates and

Geographic features that impact the site. This fab would be explained in greater

detail in step 3 since the inspector may add Cross-Reference details.

........ ) (2) G) ) O (=) () (=) () ©)

Assessment History Planning Questions Appiicant Detalls Site Location Documents Documents Status Select Assessment Site Application Report  Schedule Inspection Download Application

Form Report

x
Layers .

B Plannin g » I

 Counties »
| »
RPNy, £ 65583004 - N 1182123.56
Lat: 10.690553 - Lon: -61.575161
H Regional Corporations » . %

Figure 98 - Site Location tab

d. Tab 5 - Documents: All documents uploaded by the applicant would be listed
here. The inspector may utilize the PDFTron tool to process plans. PDFTron’ s
measurement tool allows the inspector to verify scales and distances. Detailed

information on the tool can be found in the PDFTron section (Appendix).

........ ©) () G) ) (s ) (%) ) (¢) ) ()

Assessment History Planning Questions Appicant Details Site Location

()

Documents Documents Status Select Assessment Assessment

Site Appiication Report  Schedule Inspection Downloas Appiication
Form

Report

Figure 99 - Documents tab

e. Tab 6 - Documents Status: A checklist, filled out by the clerk, to indicate which
documents the applicant has supplied.
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® ® o o L 7 I g 0 0 ® o

Pianning Questions Appicant Detaits Ste Location Documents Documents Status SelectAssessment  SiteAppicaionReport  Schedule Inspection  Download Application Assessment
Form Report

Documents Status

Figure 100 - Documents Status tab

f. Tab 7 - Select Assessment Form: The inspector is given the opportunity to select
the category of development depending on property details. If any category is
selected, the applicable assessment form shows up in the following tab for the
inspector to fill out. This tab would be discussed in detail in step 3 as the inspector

is required to make an appropriate selection.

g. Tab 8 - Subdivision: If Inspector selects YES for Subdivision on tab 7, the
Subdivision/ Change of Use of Land/ Land Reclamation form appears in tab 8
as seen in Figure 102 below. The inspector can fill out the form based upon

information given in the application by the applicant.

h. Tab 9 - Building Operation Form: If inspector selects YES for New Buildings
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention, the Building Operation form appears in tab 8 (tab 9, if Subdivision
form appears) as seen in Figure 103 below. The inspector can fill out the form

based upon information given in the application by the applicant.

i. Tab 10 - Site Application Report: The inspector physically visits the site to get the
intrinsic details about site. Upon investigation, he is required to fill out this form.
This tab would be discussed in detail in step 4 as the inspector is required to enter

information here.

j.  Tab 11 -Schedule Inspection: The inspection may or may not desire to carry out
a physical inspection of the site. In this tab, he/she can schedule an inspection.

This tab would be discussed in step 5 below.
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k. Tab 12 - Download Application Report: Once an inspection is carried out, the

inspector can review his inspection on this tab. This would be discussed in detail

in step 6 as the inspector would need to interact closely with this tab.

I.  Tab 13 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in
step 7 as the inspector is required to enter information based on his/her

assessment of the application.

3. Click tab 7 Select Assessment Form tab. Action on this tab is not mandatory for the
inspector for Outline Applications however, the inspector can select Yes or No for

each category of development based upon the application’s property details.

GOOD TO KNOW:

- Yes, tells the system to display a specific form to enter information about
the specific category of development. No, tells the system not to display
any additional forms.

@ - If Yesis selected next to New Buildings, Alteration, Addition of Existing
Structure and/ or Engineering Operations, Building Operation Form would
show up for the inspector to fill out.

- If Yesis selected next to Subdivision, Subdivision/ Change of Use of Land/

Land Reclamation Form would be generated for completion.

For example; if the inspector selects Yes next to New Building and Subdivision, both

forms show up as seen in Figure 101 below.
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() () G) '0) ) ) ) o O () ) o O
Assessment Planning Applicant Site Location Documents Documents Select Subdivision/ Building Site Schedule Download Assessment
History Questions. Details Status Assessment Change of Operation Appiication Inspection Application
Form Use of Land/ Form Report Report
Land
Reclamation
Select Assessment Form
New Buildings Yes
Subdivision Yes
Alteration No
Addition Of Existing Structure No
Engineering Operations No
m m

Figure 101 - Select Assessment Form (filled out)

i.  Subdivision/ Change of Use of Land/ Land Reclamation Form: The
inspector can add development category, state proposed number of

plots to be created and state whether a comprehensive structure plan is
required on this tab.

..... 0 ©) o 0 ® ® ©) o 0 ™ 0) O) oY
Assessment Planning Applicant Details Stte Location Documents Documents Select Subdivision Building Site Application Schedule Download Assessment
History Questions Status Assessment ChangeofUse  Operation Form Report Inspection Appiication
Form of Land/ Land Report
Reclamation
Description of Proposal(s)
Select Development Category
pment Cate

EEa

I ED

Figure 102 - Subdivision/ Change of Use of Land/ Land Reclamation form

ii. Building Operation Form: The inspector can add a description of

proposal (s), proposed site development standards, permitted site
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development standards and building line setbacks based upon their

inspection as seen in Figure 103 below.

o - 6 0 0 0 0 0 0 0 -0 06 -0

Assessment Planning Applicant Site Location Documents Documents Select Subdivision/ Building Site Schedule Download Assessment
History Questions Details Status Assessment Change of Operation Application Inspection Appiication
Form Use of Land/ Form Report Report

Land
Reclamation

Description of Proposal(s)

Proposed Site Development Standards

Permitted Site development Standards

Building Line Setbacks

“m

Figure 103 - Building Operation Form tab

4. Click Site Application Report tab. The inspector, based upon his/ her inspection of
the site, should fill out this report. Information required is Land Use Policy, site area
and land tenure, site description, site development standards to be conditioned,
other standards to be maintained, appeal decisions, planning comments on
proposed/ existing development, recommended decision and recommendations,

as seen in Figure 104 below.
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...... @ () (). (2) (5) (s) (7) () () ° () () @
Assessment Planning Applicant Detads Site Location Documents Documents Select Subdivision/ Building Site Application Schedule Download Assessment
History Questions Status Assessment ChangeofUse  Operation Form Report Inspection Application
Form of Land/ Land Report
Reclamaton
Land Use Policy

Other standards to be maintained

Appeal iSi

Planning comments on proposed/ existing development
Recommended Decision

Recommendations

ESEIE

Figure 104 - Site Application Report tab

5. Click ‘Next’ or Schedule Inspection tab. If the inspector wishes to perform an

inspection, go to How to Schedule an Inspection section for instructions on

scheduling. If the inspector does not wish to perform an inspection, click ‘Next’ to

confinue.

6. Click '‘Next’ or Download Application Report tab. All inspection reports would be
found listed in this tab as seen in Figure 105 below. Click on report to view; report

should open in another tab.

Download Application Report

Jobld

Agency

TCPD

File Name

PPR2019103005806_361.pdf

File Format

application/octe

t-stream

Date

Figure 105 - Download Application Report tab

7. Click 'Next' or Assessment tab and fill in relevant remarks. Remarks entered would

be aftached to application and visible for other to see.
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........ 0) 0 0 0) 0 ® 0 o 0 ® O -

Assessment History Planning Questions. Applicant Details Site Location Documents Documents Status Select Assessment Site Application Schedule Inspecton Downioad Assessment
Form Report Application Report

QIEIEU

[ oo

Figure 106 - Assessment tab

GOOD TO KNOW:

- Internal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- Theinspector can also attach relevant documents (opfional) pertaining fo the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

a. Query Applicant - If there is a need for additional information, the inspector can
query the applicant. On Assessment tab, enter the query in External Comments
and enter the date that the applicant is required to respond by using the query

AL located at the bottom of

response date field. Click the query button
the page fo submit the query. You will be prompted with a confirmation
message as seen in Figure 107; click 'Yes' and you would be shown the success
message seen in Figure 108 below. Click ‘OK’ to return to the inspector’s

dashboard.
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Do you want to Query Applicant?

e o

Figure 107 - Confirmation Message (Query Applicant)

Transaction Completed

|@ Queried Applicant PPR2019103005806

Figure 108 - Successfully Queried Applicant

b. Query to Supervisor — The inspector can also query the supervisor for any

clarification needed concerning the application. Click the query to supervisor

button located at the bottom of the page to submit the query.

You will be prompted with the confirmation message (similar to Figure 107 in

Planning Permission steps). The prompt will read: ‘Do you want to Query

Applicant?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Queried Supervisor

PPR2019103005806

c. Forward to Planner - If the application is complete, enter remarks in Internal

Remarks and click Forward to Planner button at the bottom of

the page to forward the application.
You will be prompted with the confirmation message (similar to Figure 107 in

Planning Permission steps). The prompt will read: ‘Do you want to forward to

Planner?’ Click 'Yes’ fo confirm or ‘No’ to return to the Assessment tab.
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On clicking Yes, the success message would be displayed:

@ Forwarded to Planner
PPR2019103005806
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6.4 PLANNING PERMISSION APPLICATIONS AWAITING INSPECTION

The ‘Planning Permission Applications Awaiting Inspection’ pane lists the Planning
Permission applications pending inspection by the inspector. Only Planning Permissions
would be found in this section. The screen overview is presented below in Figure 109. The

applications are listed in a table format with same column headings as Pending Outline

Applications Awaiting Inspection.

Planning Permission Applications Awaiting Inspection
Reference No % Application Type % Submission Date # Status # Island 3 Action By Date Action &
PPR2019091205087 Planning Permission 12 Sep 2019 Submitted for Inspection Trinidad 02 Oct 2019 P~ 6
PPR2019091305121 Planning Permission 13 Sep 2019 Submitted for Inspection Trinidad 29 Sep 2019 P~ ﬁ
PPR2019091305125 Planning Permission 13 Sep 2019 Submitted for Inspection Trinidad 145ep 2019 P~ 6

Figure 109 - Planning Permission Applications Awaiting Inspection section pane

6.4.1 Steps to Process a Planning Permission Application awaiting Inspection

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History’ as seen in Figure 110

below. All remarks or comments made on the application would appear in this
section
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o 0 o o o7 0 o o o
D/
AssessmentHistory  Planning Questions  Applicant Detalls Site Location Bullding Operations Documents Select Assessment Site Application Schedule Inspection Download Assessment
and Change of use Form Report Application Report
TCPD Decision History

QEIWUE

Regulatory OGA Decision History

Figure 110 - Assessment History tab

2. Click on each tab to review the application.

a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.

..... (1) 9 () () (5) (e} () (s) () (o). ()

Assessment Planning Applicant Details Site Location Documents Documents Status Select Site Application Schedule Download Assessment
History Questions Assessment Form Report Inspection Application Report

t of fourty. four Yes
ertiicate

v he Yes
jon of, or addition to any building deveiopment
floor area exceeds a gross
Yes
fail within the range of
4. Are your building or subdivision plans prepared? Yes
5. Is your proposal in line with the land use policy for Yes
the area? 1
6. Have you recewved c Yes

estion through th

m Next=

Figure 111 - Planning Questions tab

b. Tab 3 - Applicant Details: Applicants are required to supply personal

information, a brief description of their proposal, land details, purpose for
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which land or new/ altered/ extended building are proposed to be used and

purpose for which land and/ or building are now used.

Planning Applicant Details Site Location Building Documents Select Site Application Schedule Download
|Questions Operations and Assessment Report Inspection Application
Change of use Form Report

Applicant Details

Reference Number * PPR2019102905779
Planning Permission Type Planning Permission Application
TCPD Regional Office North
Complexity Status Complex Application

Is this application submitted by or on behalf of the No
state?

Any Deviation Policy applied? No

Tide Miss

First Name Sherr

Last Name Alixx

Applicant Gender Female
Male
other

Email Address.

alixx213@hotmail.com

Figure 112 - Applicant Details tab

c. Tab 4 -Site Location: Displays a map where the applicant should have plotted
their proposal site location. The plotter would have verified the plotted location
aond added Cross-Reference information, co-ordinates and geographic
features that impact the site. This tab would be explained in greater detail in

step 3 since the inspector may add Cross-Reference details.

(3) s ] () (&) () (%) (o) (10) ()
Applicant Site Location Building Documents Selact Building subdivision/ site schedule
Details Operations Assessment Operations/ Change of Application Inspection
and Change Form Change of Use of Land/ Report
of use Use Land
Reclamation

available at
eed to

y (3yer

§ Planning »

ll Counties » %

B Policy » E: 655737.13 - N: 1182250,66
Lat: 10.691706 - Lon -61.576005

H Regional Corporations » .

Figure 113 - Site Location tab
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d. Tab 5 (visible only in Planning Permission phase)

i Building Operations and Change of Use: Applicants are required to supply

information concerning their Category of Development chosen:

e New Buildings

e Addition o existing structure

e Alteration

e Change of Use

e Engineering Operations

e Retention

They supply general information and details of available services. This

information would be displayed on this tab.

/@ () {« - [ < W ave € ot Y Q)

Planning Applicant Details Site Location Building Documents Select Site Application Schedule Download
Questions Operations and Assessment Report Inspection Application
Change of use Form Report

General Information

State the reference number for any previous
applications related to this site (if applicable)

Is there any building on the site?

Intended Use of Existing/Proposed Building Residential - Single Family M
Total Site Area 11833
Unit of Measurement (U.0.M) meter square "
Total Floor Area (sq.Metres) 501.8

Residential Use Details

Residential Use Details

Available Services Details

Figure 114 - Building Operations and Change of Use tab
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i.  Subdivision of Land: Applicants are required to supply information with

TTBlzL|nk

Business Made Easy

regard to their subdivision of land. Such as who prepared design of layout,
areqa, adjacent property owners and access details. InNformation entered

would be displayed here.

e. Tab é - Documents: All documents uploaded by the applicant are listed here.
The inspector may utilize the PDFTron tool to process plans. PDFTron’ s
measurement tool allows the inspector to verify scales and distances. Detailed

information on the tool can be found in the PDFTron section (Appendix).

I o o (e O - o o o ow
Planning Applicant Details Site Location Building Documents Select Site Application Schedule Download
Questions Operations and Assessment Report Inspection Application
Change of use Form Report
Document Upload Section
File Name Document Type File Format label.role Date
CEC-converted.pdf DeedScan application/pdf 29 Oct 2019
WARD SHEET.pdf CadastralScan application/pdf 29 0ct 2019
Planning Permission Building Plan Documents
File Name Document Type File Format Last updated Role Date
CEC-converted.pdf Topographical_MapScan application/pdf 29 Oct 2019
REF. PLAN.pdf Topographical_MapScan application/pdf 29 Oct 2019
REF PLAN 2.pdf Flopr_PlanScan application/pdf 29 Oct 2019

Figure 115 - Documents tab

f. Tab 7 - Select Assessment Form: The inspector is required to select the
category of development depending on property details. If any category is
selected, the applicable assessment form shows up in the following tab for the
inspector to complete. This tab would be discussed in detail in step 3 as the

inspector is required to make an appropriate selection.

g. Tab 8 - Site Application Report: The inspector will conduct a site visit to capture
the infrinsic details of the site in the Site Application Report. This tab would be

discussed in detail in step 4.
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h. Tab 9 - Schedule Inspection: The inspection may or may not have to conduct

a site visit. In this tab, he/she can schedule an inspection. This tab would be

discussed in step 5 below.

i. Tab 10 - Download Application Report: Once an inspection is carried out, the
inspector canreview his inspection on this tab. This would be discussed in detail
in step 6 (page 116) as the inspector would need to interact closely with this
tab.

j- Tab 11 - Assessment: The inspector can enter remarks as well as necessary
documents then query the applicant or forward the application. This tab
would be explained in detail in step 7 as the inspector is required to enter

information based on his/her assessment.

3. Click tab 7: Select Assessment Form tab. Action on this tab is mandatory for the
inspector for Planning Permissions. The inspector can select ‘Yes' or ‘No’ for each
category of development based on the applicant’s property details, as seen in

Figure 116 below.

@ o ey Ve ) o o © © o
b4 &4 & & - - & B £ b4
Applicant Site Location Building Documents Select Building Subdivision/ Site Schedule
Details Operations Assessment Operations/ Change of Application Inspection
and Change Form Change of Use of Land/ Report

of use Use Land

Reclamation

Select Assessment Form

New Buildings * Yes v

Subdivision * Yes v
Change Of Use * No
Alteration * No
Retention * No
Addition Of Existing Structure * No v
Engineering Operations * No

Figure 116 - Select Assessment Form tab
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GOOD TO KNOW:

- Selecting ‘Yes' prompts the system to display a specific form to enter

information about the specific Category of Development.
- If Yesis selected next to New Buildings, Alteration, Addition of Existing
@ Structure and/ or Engineering Operations, Building Operation Form would
be generated for completion.
- If Yesis selected next to Subdivision, Subdivision/ Change of Use of Land/

Land Reclamation Form would show be generated for completion.

For example; if the inspector selects ‘Yes' next to New Building and Subdivision,

both forms show up as seen in Figure 116 above.

i Building Operations/ Change of Use: The inspector can add a description of
proposal (s), building plans, site coverage, floor area, number of floors,
building height, floor area ratio, density, car parking facilities, loading bays,
special needs considerations and any notes for the application as seen in
Figure 117 below. The system will auto calculate areas based on information

entered by the inspector.

Description of Proposal(s)

Building Plans

Site Coverage

Calculate approximate site coverage given from what is shown on the site plan. If it is not shown on the site plan, request for applicant to make the amendments
once it has been determined that the required site coverage can be reasonably met. Show applicant ways in which site coverage can be ameliorated, e.g. grass
pavers.

Total Site Area *

Permitted *

Proposed *

Site Coverage *

Select one v

Site Coverage(%) NaN

Floor Area

Number of Floors

Building Height (m)

Floor Area Ratio

Density

Figure 117 - Building Operations/ Change of Use tab
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i.  Subdivision/ Change of Use of Land/ Land Reclamation Form: After
inspection, the inspector can add description of proposals, plan drawings,
site development standards, other site development standards and add any

notes about the application.

Description of Proposal(s)

Select Building Operations Type

Development Category(s) * Select one M

Development Category(s) #

No Records Found
State the number of plots to be created *
*
Is this application for the excision of a plot(s) Select one v

Description of proposal *

Plan Drawings

Site Development Standards

Other Site Development Standards

Notes

Figure 118 - Subdivision/ Change of Use of Land/ Land Reclamation form

4. Click Site Application Report tab. The inspector will complete a site visit report after
all inspections. Information required is Land Use Policy, site area and land tenure,
site description, site development standards to be conditioned, other standards to
be maintained, appeal decisions, planning comments on proposed/ existing
development, recommended decision and recommendations, as seen in Figure

119 below.
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...... @ () (). (2) (5) (s) (7) () () ° () () @
Assessment Planning Applicant Detads Site Location Documents Documents Select Subdivision/ Building Site Application Schedule Download Assessment
History Questions Status Assessment ChangeofUse  Operation Form Report Inspection Application
Form of Land/ Land Report
Reclamaton
Land Use Policy

Other standards to be maintained

Appeal iSi

Planning comments on proposed/ existing development
Recommended Decision

Recommendations

ESEIE

Figure 119 - Site Application Report tab

5. Click ‘Next’ or Schedule Inspection tab. If the inspector wishes to perform an

inspection, go to How to Schedule an Inspection section for instructions on

scheduling. If the inspector does not wish to perform an inspection, click ‘Next’ to

confinue.

6. Click ‘Next' or Download Application Report tab. All inspection reports would be
found listed in this tab as seen in Figure 120 below. Click on report to view; report

should open in another tab.

Download Application Report

Jobld Agency File Name File Format Date

361 TCPD PPR2019102905779_361

k-]

df application/octet-stream

Figure 120 - Download Application Report tab

7. Click ‘Next’ or Assessment tab and fill in relevant remarks. Remarks entered would

be aftached to the application and visible for other to see.
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........ 0) 0 0 0) 0 ® 0 o 0 ® O -

Assessment History Planning Questions. Applicant Details Site Location Documents Documents Status Select Assessment Site Application Schedule Inspecton Downioad Assessment
Form Report Application Report

Attach additional document

QIEIEU

I T I T

Figure 121 - Assessment tab

GOOD TO KNOW:

- Infernal Remarks are visible only to the TCPD staff and External Remarks are

visible to anyone with access to the application, including the applicant.

- Theinspector can also attach relevant documents (opfional) pertaining to the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

a. Query Applicant - If there is a need for additional information, the inspector
can query the applicant. On the Assessment tab, enter the query in External
Comments and enter the date (chosen from drop-down calendar) that the
applicant is required to respond by using the query response date field. Click

Query

the query button located at the bottom of the page o submit the

query.
You will be prompted with the confirmation message (similar to Figure 107 in

Planning Permission steps). The prompt will read: ‘Do you want to Query

Applicant?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Queried Applicant PPR2019102905779
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b. Query to Supervisor — The inspector can also query the supervisor for any

clarification needed concerning the application. Click the query to supervisor

button located at the bottom of the page to submit the
query.
You will be prompted with the confirmation message (similar to Figure 107 in

Planning Permission steps). The prompt will read: ‘Do you want to Query

Supervisor?’ Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Queried Supervisor PPR2019102905779

c. Forward to Supervisor/ Planner
i. Forward to Supervisor: If the intended use of existing/ proposed building
stated in the application is ‘Residential — Single Family’, the application
would be forwarded to the Supervisor, as is the case for

PPR2019102905779. Once the application is complete, enter remarks in

Internal Remarks and click Forward to Supervisor button

at the bottom of the page to forward the application.
You will be prompted with the confirmation message (similar to Figure 107

in Planning Permission steps). The prompt willread: ‘Do you want to forward

to Supervisor?’ Click ‘Yes’ fo confirm or ‘No’ to return to the Assessment

tab. On clicking Yes, the success message would be displayed:

(:)Eﬁmvnﬂtmn:HaﬂhpmnvSOr
o]

PR2019102905779

The Supervisor will review the application then forward to Planner.

ii. Forward to Planner: Once the application is complete, enter remarks in

. Forward to Planner
Infernal Remarks and click Forward to Planner button _ at

the bottom of the page to forward the application.
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You will be prompted with the confirmation message (similar to Figure 107

in Planning Permission steps). The prompt willread: ‘Do you want to forward

to Planner?’ Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Planner
PPR2019102905779
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6.5 CORRESPONDENCE APPLICATIONS

The ‘Correspondence Applications’ pane lists the Car Rental Correspondence (reference
numbers pre-fixed with ‘CAR’), Customs Bonded Correspondence (reference numbers
pre-fixed with ‘CUS’), Liquor Licence Correspondence (reference numbers pre-fixed with
‘LIQ’), Status of Land Correspondence (reference numbers pre-fixed with ‘LAN’) and Stamp
Duty Exemption (reference numbers pre-fixed with ‘STA’) applications pending the

inspector’s review. The screen overview is presented in Figure 122 below.

Correspondence Applications

Reference No ¢ Application Type # Submission Date # Status ¢ Island % Action By Date Action 3

CAR2019102900306 Car Rental 30 Oct 2019 Submitted for Inspection Tobago 06 Nov 2019

Figure 122 - Correspondence Applications section

6.5.1 Steps to Process a Correspondence application

The application would be processed in a similar manner to previous sections. For the

purpose of this guide, we will process a Car Rental Correspondence.

1. Click the Reference Number to view and process the application. The application

would open to the first tab Car Rental Details as seen in Figure 123 below.

Car Rental Details Site Location Documents Assessment History Assessment Schedule Inspection Download Application Report

Figure 123 - Car Rental tab
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2. Click on each tab to review the application and ensure that site location is

ploftted accurately.

a. Tab 1 - Car Rental Details: Applicants are required to supply car rental details

as seen in Figure 123 above.

b. Tab 2 -Site Location: This displays a map where the applicant should have
plotted their proposed site location. Site Location map is like that of Planning

Permission; the system would automatically zoom in to the plotted location.

c. Tab 3 -Documents: All documents uploaded by the applicant would be

displayed here.

d. Tab 4 - Assessment History: Any remarks or comments made on the
application previously would appear in this section. E.g. Any comments

made by the clerk.

e. Tab 5 - Assessment: A user can enter remarks as well as necessary
documents then query or forward the applicant. This tab would be explained
in detail in step 3 as the supervisor is required to enter information based on

his/her assessment of the application.

f.  Tab 6 - Schedule Inspection: The inspection may or may not desire to carry
out a physical inspection of the site. In this tab, he/she can schedule an

inspection. This fab would be discussed in step 4 below

g. Tab 7 - Download Application Report: Once an inspection is carried out, the
inspector can review his inspection on this tab. This would be discussed in

detail in step 5 as the inspector would need to interact closely with this tab.

3. Click tab 5 Assessment and fill in relevant remarks. Remarks entered would be

aftached to application and visible for other fo see.
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Assessment

Does the application meet land use policy 2 * ® Yes
No

is the site bonafide? * ® Yes
No

Site Area and Land Tenure

Stated (in ha or m2) * 100

Unit of Measurement (U.0.M) *

Investigations (in ha or m3)* 750

Unit of Measurement (U.O.M) * ha (hectare) .

Other Comments

Internal Remarks To schedule inspection of site

External Comments

Attach additional document

Nm>

Figure 124 - Assessment tab

The inspector can enter Assessment, Site Area and Land Tenure information for
the application. Enter Internal Remarks for TCPD officials or External Comments for

applicants.

4. Click ‘Next' or Schedule Inspection tab. If the inspector wishes to perform an

inspection, go to How to Schedule an Inspection section for instructions on

scheduling. If the inspector does not wish to perform an inspection, click ‘Next’ to

conftinue.

5. Click ‘Next' or Download Application Report tab. All inspection reports would be
found listed in this tab as seen in Figure 125 below. Click on report to view; report

should open in another tab.
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Download Application Report

Jobld Agency File Name File Format Date

361 TCPD CAR2019102900306_361.pdf application/octet-stream

Figure 125 - Download Application Report tab

a) Forward to Planner: After reviewing your inspection reports, click Forward

Fi d to Pl
to Planner button .

You will be prompted with the confirmation message (similar to Figure 107
in Planning Permission steps). The prompt will read: ‘Do you want to forward
to Planner?’ Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Forwarded to Planner
CAR2019102900306
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7 PLANNER

The planner receives the assessment report form the inspector and checks it for

completeness. If the assessment is not satisfactory or inadequate, the planner sends the

files back to the inspector for reassessment.

The planner may also request advice or clarification from the advisory agencies and
committees to inform decision making. Based on the recommendation, the planner gives
a response, which informs the applicant with submission requirements, OGA approval
needs, conditions and development standards. The planner may also conduct site

inspection.

During the Planning Permission application phase, in addition to the tasks in the initial
phase, the planner assesses the documentation, sends it to the advisory agencies and

inspector with relevant remarks and waits for their inputs.

Once all the inputs are received, the planner issues the Grant of Planning Permission letfter,
which specifies the regulatory agencies required in the process and the expected

standards of development and conditions.

The planner can make corrections to application details, as requested by the applicant

before printing the letter or certificate.
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7.1 DASHBOARD

The dashboard is the default screen that will be displayed to the Planner after login. The
dashboard consists of e-Services/ Applications, with seven (7) Categorized Applications
sections: Outline Applications, Outline Applications Awaiting Agency Advice, Planning
Permission Applications, Planning Permission Applications Pending Agency Advice,

Variation Requests, Special Applications and Correspondence Applications.

DEVELOP

[ ]
Welcome, TCPD Planner! (@b omg | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS

Dashboard Search Applications Planning Appeals Planning Appeal Search

e-Services / Applications

Applications Received 3
Query Applicant 3
Outline Approved 4
Planning Permission Approved 9
Refused 1

Outline Applications

Outline Applications Awaiting Agency Advice

Planning Permission Applications

Planning Permission Application Pending Agency Advice

Variation Requests

Special Applications

Correspondence Applications

Figure 126 - TCPD Planner's dashboard
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Outline Applications: A list of all Outline Applications for Planning Permissions forwarded

by inspector which have not been processed, would be found in this section.

Outline Applications Awaiting Agency Advice: A list of all Outline Applications for
Planning Permissions referred to advisory agencies by the planner, would be found in this

section.

Planning Permission Applications: A list of all Planning Permission applications forwarded

by inspector which have not been processed, would be found in this section.

Planning Permission Applications Pending Agency Advice: A list of all Planning

Permissions referred to advisory agencies by the planner, would be found in this section

Variation Requests: A list of all Variation requests submitted by the applicant would be

found in this section.

Special Applications: A list of all Advertisement Applications submitted which have not

been processed, would be found in this application section.

Correspondence Applications: A list of all Brown File Matters submitted which have not
been processed, would be found in this application section. Brown File Matters include
Car Rental Correspondence, Customs Bonded Correspondence, Liquor Licence

Correspondence, Status of Land Correspondence and Stamp Duty Exemption.

GOOD TO KNOW:

- Applications are given an automatically generated and unique Reference

@ Number when created.

- Applications would be listed by reference numbers in each Categorized

Application section.
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7.2  E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications
Applications Received 6
Query Applicant 3
Outline Approved 2
[l Outine Approved: 2
Conditional Approval 21
Refused 1

Figure 127 - TCPD Planner's e-Services/ Applications

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the cursor over each colour of the chart to see which status

it represents, as seen in Figure 127 above.

- The colour denotations are listed below:

e Blue - Applications Received

¢ Orange - Applications Queried

e Green - Outline Applications for Planning Permission Approved
e Yellow - Planning Permission Applications Approved

e Light Blue — Refused Applications
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7.3  OUTLINE APPLICATIONS

The 'Outline Applications’ pane lists the Outline Applications for Planning Permission
pending the planner’s attention. Only Outline Applications for Planning Permissions would
be found in this section. The screen overview is presented below in Figure 128. The

applications are listed in a table with different column headings:

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Planning Permission begin with ‘PPR’.

For eXOmp'e, PPR2015091205095

(A).

. Other reference numbers are illustrated in Figure 128 below

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Forwarded to Planner’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Supervisors that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Action by Date: Refers to the date by which the application should be processed. The
planner has an SLA of certain days (which is configurable), within which they should
perform some action on the applications forwarded by the inspector. In case of SLA
breach, the applications are flagged in RED, which indicates immediate action needs to

be taken. If a user hovers the mouse over the flag, a notification message would be

4
Overdue please process

displayed:

Listed below is the Supervisor's SLA for difference Categorized Application sections.
Planning Permission

i.  Outline Application for Planning Permission: 10 days

i.  Planning Permission: 10 days
Special Applications: 5 days

Correspondence Applications: 5 days
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Action: When a user opens an application, the application is locked to that user i.e.

another user may view the application but wouldn't be able to process the application.
Once an application is locked, a lock will appear in this column, as seen indicated by B in

Figure 128 below. If a user hovers the mouse over the lock, a notification message would

be displayed: [ Appication s focked |

If a user wishes to unlock an application, they can click on the lock and they would be
prompted with a message displaying who the user that the application is locked by (Figure
128). Once the application is locked by you, the system would then ask whether you are
sure you wish to unlock it (Figure 129). A user can only unlock an application that is locked
to them. A user can only unlock an application that is locked to them. If the application is
not locked by you, the system would simply state who the application is locked by, as in

Figure 130.

Outline Applications

Reference No # Application Type & Submission Date % Status Island # Action By Date Action %

PPR2019112205480 Planning Permission 22 Nov 2019 Forwarded to Planner Trinidad 02 Dec 201
B

A

Figure 128 - Outline Applications section pane

www.test.construct.tthizlink.gov.tt says

Application is locked by "TCPD Planner"

Figure 129 - Application Locked by Specific User Message
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www.test.construct tthizlink.gov.it says

Are you sure you want to unlock the application?

Figure 130 - Confirmation Message

.
- Tap theicon ™ to sort applicationsin ascending or descending order.

- Up to 10 records are displayed in the ‘Planning Applications’ pane.

K

there are more than 10 applications. Click on the navigation buttons or click

- Navigation buttons are displayed when

a specific page number to navigate between various pages. Click ‘NEXT’ to

go to the next page and ‘BACK’ fo go fo the previous page.

7.3.1 Steps to Process an Outline Application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applicafions are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History' as see in Figure 131
below. Any remarks or comments made on the application would appear in this

section.
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TCPD Decision History
External Additional Updated Applicant Query Applicant
Internal Remarks Comments Documents Date Response Response Date

UpdatedBy $ Status & a & s s s a

Clerk - Town and Country Forwarded to Documents 30 Oct

Planning Division Plotter attached 2019

Plotter - Town and Country Forwarded to Forwarding 30 Oct

Planning Division Supervisor 2019

Applicant Role Applicant Review plotted 30 Oct Reviewed 30 Oct 2019
Submitted localion 2019

Clerk - Town and Country Forwarded to forwarding 30 Oct

Planning Division Plotter 2019

Plotter - Town and Country Forwarded fo forwarding 30 Oct

Planning Division Supervisor 2019

Supervisor - Town and Country Queried To Plotter  Locafion plotted 30 Oct

Planning Division accurate? 2019

Plotter - Town and Country Forwarded to Plotted well 30 Oct

Planning Division Supervisor 2019

Supervisor - Town and Country Submitted for For inspection 30 Oct

Planning Division Inspection 2019

Applicant Role Submitted for 31 Oct reviewed 31 Oct 2019
Inspection 2019

Inspector - Town and Country Inspector Queried 31 Oct

Planning Division Supervisor 2019

Back - 2 Mext

Figure 131 - Assessment History tab

2. Click on each tab to verify the application.
a) Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.
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- YNGR & S G W G W G W G W G W G W G o

Planning Applicant Site Location Documentis Documents Select Site Download Select Select
Quesfions Details Status Asseszment Application Application Advisory Regulatory
Form Report Report Agency Agency
1. Does your proposal fall under the list of fourty- four Yes v

{44) designated acfivities which require a Cerfificate
of Environmental Clearance (CEC)7? ( See the
Cerfificate of Envirenmental Clearance (Designated
Activities) Order, 2001, click here for further
guidance)

2. Does your preposal involve the change of use. No v
erection of, or addition to any building development

where the cumulative floor area exceeds a gross

floor area of 500m??

3. Does your proposal involve the subdivision of land Yes v
comprising greater than twenty plots (each plot must

fall within the range of 465m” and 500m” in area)?

4. Are your building or subdivision plans prepared? No v

5. Is your proposal in line with the land use policy for s ¥
the area?Click Here for map

B. Have you received consideration for the proposal No v
in question through the Appeal or Variation process?

= Sa

Figure 132 - Planning Questions tab
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b) Tab 3 - Applicant Details: Applicants are required to supply personal

information, a brief description of their proposal, land details, purpose for which

land or new/ altered/ extended building are proposed to be used and purpose

for which land and/ or building are now used.

P p— N N p— N
Applicant Site Location Documents Documents Select Site Select

JQuestions Details Status / it Appli Regulatory
Form Report Agency

Applicant Details

Reference Number *

Planning Permission Type

TCPD Regional Office

Complexity Status

Is this application submitied by or on behalf of the
state?

Any Deviation Policy applied?

Title

First Hame

Last Hame

Applicant Gender

Email Address

PPR2019103005806

Outline Permission Application

MNorth

Complex Application

No

Mo

Mrs.
Sherrifa
Gift
Female
Male

ather

shemifa123@hotmail com

Figure 133 - Applicant Details tab
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c) Tab 4 - Site Location: Displays a map where the applicant should have plotted

their proposal site location. The plotter would have inspected the plotted
location and added Cross-Reference information, Co-ordinates and
Geographic features that impact the site. The planner may add or edit existing

any Cross-Reference details previously entered.

%
2
+
r‘/
4 -—
%
ES ¢
2
ut o = o
- - y prmca DIive primco Drive
1 Planning » I
S
3
I Counties » %
)
g
Polic » 2
1 y E: 656055.39 - N¥1182052.05
Lat: 10.689897 - Lon: -61.573104
0 Regional Corporations » "‘\;,i
Site Location
Cross-Reference Details
Cross-Reference
Cross References = ¥-Coordinate & Y-Coordinate * Application Details 3
113472019 6311475 4587447 i Remove
Ed
Co-ordinates
X-Coordinate 6811475
W-Coordinate 4587447

Figure 134 - Site Location tab
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d) Tab 5 - Documents: All documents uploaded by the applicant would be listed

here. The planner may utilize the PDFTron tool to process plans. PDFTron’ s
measurement tool allows the inspector to verify scales and distances. Detailed

information on the tool can be found in the PDFTron section (Appendix).

Document Upload Section

File Name Document Type File Format label.role Date
Deed_pdf DeedScan application/pdf 30 Oct 2019
Cadastnal Sheet pdf CadastralScan application/pdf 30 Oct 2019

Outline Building Plan Documents

File Mame Document Type File Format Last updated Role Date

Proposal Plan.pdf DescriptionOfProposal_PlanScan applicationipdf 30 Oct 2019

e ] o ] e ]

Figure 135 - Documents tab

e) Tab é6 - Document Status: A checklist, filled out by the clerk, to indicate which

documents the applicant has supplied.

Documents Status

Deed! Certificate of Title/ Tenancy Receipt
Cadastral Sheet/Survey Plan

Building Plans

Figure 136 - Documents Status tab

f) Tab 7 - Select Assessment Form: The inspector is given the opportunity (not
mandatory) to select the category of development depending on property
details. If any category is selected, the applicable assessment form shows up in the
following tab for the inspector to fill out. This tab simply displays inspector’s

selection.
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..... o e WG WG WG WY . Wie Wil e YW o Wi o W
N
Planning Applicant Site Location Documents Documents Select Site Applicafion Download Select Advisory Select
Questions Details Status Assessment Report Application Agency Regulatory
Form Report Agency
Select Assessment Form

New Buildings Select one v

Subdivision Select one L

Alteration Select one L

Addition Of Exisfing Structure Select one v

Engineering Operaficns Select one v

m

Figure 137 - Select Assessment Form tab

g) Tab 8 - Site Application Report: The inspector physically visits the site to get the
infrinsic details about site. Upon investigation, he is required to fill out this form. This

tab simply displays the inspector’s filled out form.

() (+) (5)
\ \2/

(1)

(¢)
\/

® -

NS S NS p_y
Planning Applicant Site Location Documents Documenis Select Site Download Select Select
Questions Details Status f it Al 1 A 1 Advisory Regulatory
Form Report Report Agency Agency
Land Use Policy
Site Area and Land Tenure
Stated (in ha or m?) 4

in ha

Unit of Measurement (U.0.M)

Investigations {in ha or m?)
in ha or m?

Unit of Measurement (U.0.M)
Iz this site bonafide?
Method of Investigation

Land Tenure

Site Description

meter square

40

meter square

No

via deed

Leased (State)

Figure 138 - Site Application Report tab
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h) Tab 9 - Download Application Report: Once an inspection is carried out, the

inspector can review his inspection on this tab. This would be discussed in detail in

step 3 as the planner would need to interact closely with this fab.

i) Tab 10 - Select Advisory Agency: Upon reviewing the application, the planner can
refer the applications to Advisory Agencies. This tab would be discussed in detail in

step 4 as the planner would need to interact closely with this tab.

i) Tab 11 - Select Regulatory Agency: Upon reviewing the application, can refer the
applications to Regulatory Agencies. This fab would be discussed in detail in step

5 as the planner would need to interact closely with this tab.

k) Tab 12 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in step
7 as the inspector is required to enter information based on his/her assessment of

the application.

3. Click ‘Next’ or Download Application Report tab. All inspection reports would be
found listed in this tfab as seen in Figure 139 below. Click on report to view; report

should open in another tab.

Download Application Report

Jobld Agency File Name File Format Date

361 TCPD PPR2019103005806_361.pdf application/octet-stream

Figure 139 - Download Application tab

4. Click ‘Next' or Select Advisory Agency tab. As stated previously, the planner can

refer applications to Advisory Agencies.

The first section of the tab displays the Advisory Decision History; any comments from

the Advisory Agencies would be found here.

The next section allows the planner to select the agencies and enter remarks as well

as any documents (if necessary). Figure 140 shows the list of Advisory Agencies.
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Advisory Decision History

UpdatedBy Agency ¥ Updated Date + Internal Remarks = External Comments = Status Additienal Documents %

Mo Records Found

Select Advisory Agency

Add Advisory Agency Details

Select Advisory Agency * Select one M
TGPD Remarks * selectone

Trinidad and Tobago Civil Aviation Authority
Attach Document
Caroni 1975 Lid

Office of the Commissioner of State Lands
Housing Development Corporation - Trinidad
Historical Restorafion Unit

Institute of Marine Affairs

Surveys And Mapping - Trinidad

Land Reclamation Committes

Agency & TCPD Remarks & Ministry of Works and Transport- Drainage Divigion

Ministry of Energy and Energy Industries - Petroleum Inspectorate
Mo Records Found ry ay gy i

Ministry of Works and Transport- Highway Division

National Trust of Trinidad and Tobage

<H

Traffic Management Branch - Trinidad

Trinidad and Tobago Electricity Commission

Trinidad and Tobago

A Product of
Government Online Quarries/ Mining Commities P

About Us | Spatial Planning Guidelines | News/Events | FAQ | Gontacjel et Y
Copyright © 2008-2012 Government of the Republic of Trinidad and Tobago

Figure 140 - List of Advisory Agencies

The application can be referred to more than one Advisory Agencies, as seen in

Figure 141 below.

a) Select agency from Select Advisory Agency list and enter TCPD remarks. Click

the Add button and repeat this step until all agencies are selected.
b) After adding all agencies, click the Submit to OGA button .

The application would be sent to OGAs selected and would be moved to the

QOutline Application Awadaiting Agency Advice section on the dashboard.
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Advisory Decision History

UpdatedBy Agency ¥ Updated Date % Internal Remarks % External Comments ¥ Status Additional Documents #

No Records Found

Select Advisory Agency

Add Advisory Agency Details

Select Advisory Agency * Select one N

TCPD Remarks *

Attach Document K Add files | @ Startupioad | W Clearfies

I Drop files here or click to upload

Agency ¥ TCPD Remarks Aftach Document 5
Ministry of Works and Transpert- Drainage Division Please advise il Remove
Ministry of Energy and Energy Indusiries - Pefroleum Inspectorate Please advise

Tl Remove

Traffic Management Branch - Trinidad Please advise

il Remove

Figure 141 - Select Advisory Agency tab

After receiving the required advice, the Planner can then proceed to select the relevant

Regulatory Agency applicable for the type and nature of development. A success

@ Submitted to selected Advisory
Agencies PPR2019102505716

message would be displayed reading:
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5. Go to Select Regulatory Agency tab. The tab offers the same function explained in

step 4 except, in this case, the planner can select Regulatory Agencies to refer the

application fo. Figure 142 shows the list of Regulatory Agencies.

Select Regulatory Agency

Add Regulatory Agency Details

Select Regulatory Agency * Select one

TCPD Remarks * EEEEITE

Environmental Management Authority

Attach Document

K Drop files here or click to upload.

Agency ¥ TCPD Remarks = Aftach Document 3

Mo Records Found

m m e

Figure 142 - Select Regulatory Agency

a. Select Regulatory Agency, enter TCPD Remarks and upload document is
necessary.
b. Click ‘Next’ button.

6. Click ‘Next’ or Assessment tab.

Page | 137



TTBizLnk DEVELOPTT USER GUIDE - TCPD q] (1]
DEVELOPTT

Approver Decision

Approver Decision Select one v
Select one

APPROVE

Other Comments REFUSAL

RETURMN UNDETERMINED

Intemal Remarks

External Comments

Respond to query by

Default query respons:

Remarks for IRC

Remarks for IRC

Attach additional document

Mote: Max file size is 30 MB. Accepied file type = dwg, docfdocx, pdf, jpeqg. gif. Number of files: 10 for additional document section
Aftach addifional document E Add files @ Start upload il Clear files

I Drop files here or click to upload

m m SUENTORSAEEEr m secommentine

Figure 143 - Assessment tab

a. Select an Approver Decision from the list shown in Figure 143 above. Once a
decision is made, other sections appear for information to be added.

Appropriate buttons also appear when decision is made.

i. Approve: Once the application is complete and the planner satisfied, he/
she can select Approve then select a Category from the drop-down list as
seen in Figure 144 below. After being approved, the system will forward the

application to the applicant.
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Approver Decision

Approver Decision ‘ APPROVE ’ v

Category Select one v

Select one

Land Ownership

Plot Details

Site Details
SLNO CATEGORY

- Site Preparation and Earthworks
o
Records

Building Design, Architectural and Structural Drawings
Found

Vehicular Access, Circulation, Parking and Loading/Unloading

Water Supply and Sewage Disposal

Surface Water Drainage

Solid Waste and Household Wastewater Disposal
NOTES ?

Landscaping and Vegetative Cover | ——
Category
Fire Safety
Signage

Utilities

Phasing

SLMHO Road Design and Layout

Mo Records Found

Plot Layout and Design

Figure 144 - Assessment tab (Decision: APPROVE)

Click Add Conditions button in Approver Decision section.

You would be presented with a list of Approval Conditions for the planner to
choose from. An example is shown in Figure 145, Category: Road Desigh and

Layout. Click necessary conditions and click the Save button.

After saving your selection, the conditions would be listed in the as seen in

Figure 146 below; you may edit a condition in the textbox indicated.
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Approval Conditions x

Type of Application: Outline
Category of Development: Road Design and Layout

SELECT DESCRIPTION

Details of all existing and proposed roads

indicating the width of right-of-way (road

reserve), the width of carriageway (paved
surface) and building lines

The minimum width of right-of-way for any proposed road within the site is <....> m.

Details of all existing and proposed roads
indicating the width of right-of-way (road ) )

2 g ) ) The minimum width of carriageway (paved surface) for any proposed road is <....> m.
reserve), the width of carriageway (paved

surface) and building lines

Details of all existing and proposed roads
indicating the width of right-of-way (road The minimum building line distance from the right-of-way of any proposed road is <....> m as

(o [

Fonarrnd $ho idih of oneriosoteos feos e v A Frnrn dhn

Figure 145 - Approval Conditions window

Approver Decision

Approver Decision APPROVE v

Category Road Design and Layout v

ADD CONDITIONS

SL
NO CATEGORY  DESCRIPTION CONDITION
1 Road Design  Details of all existing and proposed roads indicating the width The minimum width of right-of-way for any proposed road CiEamee
and Layout of right-of-way (road reserve), the width of carriageway (paved within the site is <.._> m.
surface) and building lines. p
%

SAVE

Figure 146 - Assessment tab (Conditions added)

ii. Refusal: A planner can refuse an application if it does not meet or adhere to

policy standards. It is very similar to the steps for Approve function.
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Select REFUSE for Approve Decision and sery to specific reason
ADD REASONS

for refusal. Select the Add Reasons button

Select reasons from Refusal Reasons window as seen in Figure 147 and click

Save button. The list of reasons will differ depending on the Category chosen.

Refusal Reasons Y,

Type of Application: Outline
Category of Development: POLICY - OTHER

The site of your proposed development is located in an area which under present planning policy as framed in accordance with the development
plan for Trinidad and Tobago is allocated to road network expansion. The proposed development does not conform to this policy.

The site of your proposed development is located in an area which under present planning policy as framed in accordance with the development
plan for Trinidad and Tobago is allocated to highway expansion. You are required to seek the advice and approval of the National Infrastructure
Development Company (NIDCO) on your proposal prior to any resubmission. The proposed development does not conform to this policy.

The site of your proposed development is located in an area which under present planning policy as framed in accordance with the development
plan for Trinidad and Tobago is allocated to airport expansion. The proposed development does not conform to this policy.

The site of your proposed development is located in an area which under present planning policy as framed in accordance with the development

plan for Trinidad and Tobago is allocated to industrial/warehousing purposes. The proposed development does not conform to this policy.
-

Figure 147 - Refusal Reasons window

If the Outline Application for Planning Permission is refused, the applicant can

submit a Variation Request (available under Submit an e-Service).

For both these Approver Decisions, the planner also has the option to enter

Notes. In Notes section, select a Category from the drop-down list seen in

Figure 148 and click Add Notes button . A Notes window will appear

(like Approval and Refusal reasons windows); select notes and click Save

button and notes would be added to a list on the Assessment page

where you will be able to edit the notes as seen in Figure 149 below.
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md R 7 = :
= = Select one
Dashboard Search Applications PLanning Ag
COMREHENSIVE DEVELOPMENT
@-@-@ BUILDING PLANS
pplicant Details Site Location Documents PoLCcY elect Advisg|
Agency
SITE DEVELOPMENT STANDARDS
. CAR PARKING | CIRCULATION AND ACCESS
Approver Decision
DISABLED ACCESS
Approver Decision SITE INVESTIGATIONS
Category LOT NUMBER UNCLEAR
MINING
AGENCY/ LESSOR PERMISSIONS
GRANT OF PLANNING PERMISSION CAVEAT
E—
DISCUSSION REQUIRED
SLNO CATEGORY
FOR ALL APPLICATIONS AT THE BOTTOM OF THE LETTER
No
Records GEMNERAL
Found
INFRASTRUCTURE
PREVIOUS PLANNING PERMISSION
BONAFIDES OR SITE AREA, SHAPE OR SIZE UNCLEAR
—
UNAUTHORISED DEVELOPMENT
NOTES
APPEAL DECISION -
Category Select one v
ADD
Figure 148 - Notes section
NOTES

Category GENERAL

SLNO CATEGORY

1 GENERAL

2 GENERAL

NOTES

No traversing of the <....National Gas Company....> pipeline is allowed along the unprotected sections of the
pipeline

Evidence of occupancy must be provided for any future submissions.

Figure 149 - Notes section (Category chosen)
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ii. Return Undetermined: An application would be returned undetermined if the

application was ambiguous and not enough details were provided. It follows

similar steps as the other two (2) decisions.

Select Return Undetermined and enter comments (e.g. the reason it was

returned undetermined).

Approver Decision

Approver Decision RETURN UNDETERMINED

Comments

Figure 150 - Returned Undetermined

The bottom of the Assessment tab is standard for all Approver Decisions (Figure 151).

Other Comments

Iniemal Remarks

External Comments

Respond to query by

Remarks for IRC

Remarks for IRC

Afttach additional document

Mote: Max file size is 30 ME. Accepled file type = dwyg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional decument section

Attach additional document ® Start upload W Clear files

i Drop files here or click to upload.

Figure 151 - Assessment tab (Standard part)
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GOOD TO KNOW:

- Infernal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- If the planner is forwarding the application to the IRC, he/she can enter
@ comments in Remarks for IRC.

- The planner can also attach relevant documents (opfional) pertaining fo the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

Depending on the decision chosen, the buttons presented at the bottom of the

tab would differ as seen in Figure 152 below.

f\ppl‘O\'e ’ Query To Inspector m Outline Approved Recommend IRC
Refuse W e e
RCI_‘L]J_‘D_ ’ m Query To Inspector Recommend IRC Retumn Undetermined

Undetermined

Figure 152 - Button Options given for Different Approver Decisions

a. Query Applicant - If there is a need for additional information, the planner can
query the applicant. On Assessment tab, enter the query in External Comments

and enter the date that the applicant is required to respond by using the query

response dafe field. Click the query button located at the bottom of
the page to submit the query. You will be prompted with a confirmation
message as seen in Figure 153; click 'Yes' and you would be shown the success
message seen in Figure 154 below. Click ‘OK’ to return to the planner’s
dashboard.

Do you want to Query Applicant?

s [0

Figure 153 - Confirmation Message (Query Applicant)
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Transaction Completed

|@ Queried Applicant PPR2019103005806

Figure 154 - Successfully Queried Applicant

GOOD TO KNOW:

- An email alert would be sent to the applicant containing the decision,
@ condifions, OGA authorization required and guidance to develop the final

proposal.

b. Query to Inspector — The Planner may query the inspector for any clarification on
their submitted report.
i Enter comments in Internal Remarks and attach document if necessary.
Click the Query to Inspector button, seen in Figure 152 above.
You will be prompted with the confirmation message. The prompt will read:
‘Do you want to Query Inspector?’ Click ‘Yes’ fo confirm or ‘No’ to return to
the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Queried Inspector PPR2019103005806

c. Outline Approved
i. Select’ Approve’ as Approver Decision and select appropriate Category.
i. Click '‘Add Conditions’ button and select applicable reasons in Approval
Conditions window.
iii. Click ‘Save’ button and alter Conditions if necessary. Click Save button.
iv. Enter Notes if necessary. In Notes section, choose Category and click Add
Notes button.

v.  Select applicable notes in Notes window and click ‘Save’.
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Vi. If necessary, make changes to notes and click Save button in that section.

Vii. Enter additional comments in Internal Remarks (TCPD officials) / External
Comments (for applicant) accordingly and attach document if necessary.
Click the Outline Approved button, seen in Figure 152 above.
You will be prompted with the confirmation message as seen in Figure
below.
The prompt will read: ‘Do you want to Approve Outline?’ Click ‘Yes’ fo
confirm or ‘No’ to return to the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Outline Approved PPR2019103005806

If an Outline Application for Planning Permission is approved, it would be

sent to the applicant.

d. Refuse
i. Select ‘' Refuse’ as Approver Decision and select appropriate Category.
ii. Click ‘Add Reasons’ button and select applicable reasons in Refusal
Reasons window.
iil. Click ‘Save’ button and alter Reasons if necessary. Click Save button.
iv. Enter Notes if necessary. In Notes section, choose Category and click Add
Notes button.
v.  Select applicable notes in Notes window and click ‘Save’.
vi.  If necessary, make changes to notes and click Save button in that section.
Vii. Enter additional comments in Internal Remarks (TCPD officials) / External
Comments (for applicant) accordingly and attach document if necessary.
Click the Refuse button, seen in Figure 152 above.
You will be prompted with the confirmation message. The prompt will read:
‘Do you want to Refuse Application?’ Click ‘Yes' to confirm or ‘No’ to return
fo the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Refused Application
PPR2019102905739
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e. Return Undetermined

i.  Select ‘Return Undetermined’ as Approver Decision and enter comments if
necessary.

ii. Enter additional comments in Internal Remarks (TCPD officials) / External
Comments (for applicant) accordingly and attach document if necessary.

ii.  Click the Return Undetermined button, seen in Figure 152 above.
You will be prompted with the confirmation message: ‘Do you want to
Return Undetermined Application?’ Click ‘Yes’ fo confirm or ‘No’ to return
fo the Assessment tab.

On clicking Yes, the success message would be displayed:

@ Returned Undetermined
PPR2019102505745

f. Recommend IRC - The planner may refer the application to the IRC for additional
advice. After receiving required advice, the planner, considering the assessment
and recommendation of officers, can make an outline decision.

i Enter remarks in Remarks for IRC section, seen in Figure 151 above.

ii. Click the Recommend IRC button, seen in Figure 152.
You will be prompted with the confirmation message: ‘Do you want to
Recommend for IRC?’' Click ‘Yes' to confirm or ‘No’ fo refurn to the
Assessment tab.

On clicking Yes, the success message would be displayed:

@ Recommended IRC
PPR2019102905745

GOOD TO KNOW:

- The Planner can click the Back button, seen in Figure 152 above, to go to the
previous tab on any tab in the applications.

- The Planner can click the Save butfton, seen in Figure 152 above, to save their

@ work whilst processing the application. If the applicatfion is not completely

processed and he/she saves and goes back to dashboard, when the planner

returns fo the application, the information already entered would appear in

the application.
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7.4 OUTLINE APPLICATION AWAITING AGENCY ADVICE

The '‘Outline Application Awaiting Agency Advice' pane lists the Outline Application for
Planning Permission that the planner referred to an agency and is awaiting a response.
Only Outline Applications for Planning Permissions would be found in this section. The

screen overview is presented below in Figure 155.

Status: Refers to the status of the application. At this level, the application status can read

‘Awaiting Advisory Agency Decision.

Referred agencies: Shows the number of agencies the planner referred the application to.

Recommendations received: Shows the number of agencies who have replied to the

planner

Outline Applications Awaiting Agency Advice

Submission Referred Recommendations
Application Type  Date agencies received Action
Reference No & 2 2 Status & Island s & N -
PPR2019102505716 Planning 25 Oct 2019 Awaiting Advisory Agency Trinidad 1
Permission Decision

Figure 155 - Outline Application Awaiting Agency Advice

Once all agencies have responded, the Recommendations received should equal the

number in Referred agencies.

7.4.1 Stepsto View an Outline Application after advice is received from selected agencies

1. Click on the Reference Number o view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first fab ‘Assessment History'. Any remarks or
comments made on the application from TCPD or the applicant would appearin

this section.

2. Click on each tab to verify the application. All tabs (and corresponding fab
numbers) remain the same as the previous section Outline Planning Applications.

Only Select Advisory Agency tab would have an addifion to if.
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Tab 10 - Select Advisory Agency: After the Advisory agencies respond to the

application, their feedback would be seen in this tfab (Figure 156).

Advisory Decision History
Updated External Additional
Agency Date Comments Documents
UpdatedBy + = = Internal Remarks = s Status 2
Supervisor - Ministry of Works and Transport - Traffic TMB 05 MNov forwarding for your Forwarded to Chief
Management Branch - Trinidad 2019 information Officer
Chief Officer - Ministry of Works and Transport - Traffic TMBE 05 Mov application Chief Officer
Management Branch - Trinidad 2019 recommended Recommended
Select Advisory Agency
Add Advisory Agency Details
Select Advisory Agency * Select one v

TCPD Remarks *

Attach Document K Addfiles | @ Startupload | @ Clearfiles

K Drop files here or click to upload.

Agency ¥ TCPD Remarks ¥ Aftach Document 3

Please advise I Remove

Figure 156 - Select Advisory Agency tab (with response from agency)

The different column headings of the Advisory Decision History are discussed below:

Updated By: The level, agency and island of the officer reviewing the application/

making a decision.

Agency: An abbreviation of the agency which the officer belongs to, e.g. TMB.

Updated Date: Refers to the date an officer in the agency processed the

application.
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Internal Remarks: Any remarks given by the officer fo convey a message to TCPD.

External Remarks: Any remarks given by the officer to convey a message to the

applicant. This is also visible to TCPD.

Status: Refers to the status of the application after it is processed by the officer.

Additional Documents: Any documents aftached by the officer would be found

here.

Once the planner reviews the recommendations of the Advisory agencies, he/ she

can follow the steps from Step 5 onwards in Outline Planning Applications steps.
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7.5 PLANNING PERMISSION APPLICATIONS

The 'Planning Permission Applications’ pane lists the Planning Permission applications. Only
Planning Permissions are found in this section. The screen overview is presented below in

Figure 157.

Planning Permission Applications

Reference No = Application Type ¥ Submission Date 3 Status ¥ Island = Action By Date Action %
Planning Permission 26 Sep 2019 Forwarded to Planner Trinidad 26 Sep 2019 P ﬁ
Planning Permission 07 Oct 2019 Forwarded to Planner Trinidad 08 Oct 2019 P~ ﬁ

Figure 157 - Planning Permission Applications tab

7.5.1 Steps to Process a Planning Permission application

1. Click on the Reference Number to view and process the application. The application
would open to the first tab ‘Assessment History'. Any remarks or comments made on
the application would appear in this section.

2. Click on each tab to verify the application. All tabs remain the same as the previous
section Outline Applications except for the Building Operations and Change of Use
or Subdivision of Land tab which would change according to the Category of

Development chosen by the applicant.
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General Information

State the reference number for any previous
applications related to this site (if applicable)

|5 there any building on the site”?

Intended Use of Existing/Proposed Building Residential - Single Family W/
Total Site Area 1183.3
Unit of Measurement (U.C.M) meter square v
Total Floor Area (sq Metres) 501.8

Residential Use Details

Type of Dwelling Unit = Mumber = Floor Area(zq Metres) of Each Unit Total Floor Area (Sq mirs) =

Mo Records Found

Residential Use Details

Total Mo of Units

Off Street Parking Space(Including garages and 2
Carporis) No

Area reserved for Parking

Unit of Measurement (U.C.M)

Select one v
Available Services Details
Electricity Available Yes L
Piped “Water Available Yes v
State Details
Method of Surface Drainage
Foul Drainage (Sewerage) WASA v

Figure 158 - Building Operations and Change of Use tab

When an application is submitted to advisory agencies, they would appear in the

following section Planning Permission Application Pending Agency Advice. When the

agencies have responded, the application would be returned to this section.
If a Planning Permission is approved, it would be sent to the applicant to add additional

information/ documents to the application for Regulatory Agency and Municipal

Corporations.
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7.6 PLANNING PERMISSION APPLICATION PENDING AGENCY ADVICE

The 'Planning Permission Application Pending Agency Advice' pane lists the Planning
Permission applications that the planner referred to an agency and is awaifing aresponse.
Only Planning Permissions would be found in this section. The screen overview is presented
below in Figure 159. The applications are listed in a table with same column headings as

Outline Planning Applications. Different headings would be discussed below:

Status: Refers to the status of the application. At this level, the application status can read

‘Awaiting Advisory Review.

Referred agencies: Shows the number of agencies the planner referred the application to.

Recommendations received: Shows the number of agencies who have replied to the

planner.

Planning Permission Application Pending Agency Advice

Recommendaticns

Submission Date Referred Agencies  Received Action
Reference No & Application Type s & Status Island s & s s
PPR2019091005036 Planning 10 Sep 2018 Awaiting Advisory Trinidad 2
Permission Review

Figure 159 - Outline Application Awaiting Agency Advice

Once all agencies have responded, the Recommendations received should equal the
number in Referred agencies. The Planner can process the application only after

agencies have responded.

7.6.1 Steps to View a Planning Permission Application after advice is received from selected
agencies
1. Click on the Reference Number fo view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.
The application would open to the first tab ‘Assessment History’. Any remarks or
comments made on the application from TCPD or the applicant would appearin

this section.
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2. Click on each tab to verify the application. All tabs (and corresponding tab

numbers) remain the same as the previous section Planning Permission Applications.

Only Select Advisory Agency fab would have an addifion to if.

Tab 11 - Select Regulatory Agency: This tab is very similar to the Assessment tab. The
only addition to the tab, the planner can select the applicable corporation to

forward the application to.

Corporation

Select Corporation Port of Spain M

Fiease select an

Select one

Port of Spain

Approval Conditions and Sub Category of

Chaguanas Borough

Approver Decision Diego Martin

Fiease select an

San Juan/Laventille

Tunapuna/Piarco

Couva TabaquiteTalparo

NOTES

Arima Borough ——
Category
Sangre Grande

Rio Claro-Mayaro

Princess Town

Penal Debe

SLNO
Siparia
Mo Records Found
Foint Fortin

San Fernando

Tobago House of Assembly

Figure 160 - Assessment tab (Corporation selection)
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VARIATION REQUESTS

An applicant may submit a Variation Request subsequent to receiving an Outline
Approval or prior to the submission or re-submission of an application. All Variation
Requests are sent to the IRC Head to be reviewed by the IRC. After IRC review, the
application along with notes is forward to the Planner. These applications would be

found in this section.

The screen overview is presented below in Figure 161. The applications are listed in a table

with different column headings:

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Variation Requests begin with ‘DEV’.

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Policy Deviation.
Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read
‘Forwarded to TCPD Planner’.

Island: Refers to the island in which the application was made in. This would be either

Trinidad or Tobago.

Variation Request

Reference No & Application Type # Submission Date % Status & Island &
DEV2019091000176 Policy Deviation 10 Sep 2019 Forwarded to TCPD Planner
DEV2019110100192 Policy Deviation 01 Nov 2019 Forwarded to TCPD Planner
DEV2019110100196 Policy Deviation 01 Nov 2019 Forwarded to TCPD Planner

Figure 161 - Variation Request section pane
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7.7.1 Steps to Process a Variation Request

1. Click on the Reference Number to view and process the application. The application

would open to the first tab ‘Policy Deviation Details’ as seen in Figure 162 below.

o G) G

Variation Request Details Planning Application- TCPD decision history Assessment

Variation Request Details

Reference Number * DEV2019110100196
Variation Request * GH89754
Development Standard Deviation * Test
Justification * INFRA

Submitted Planning Permission Reference
Number

Land Description

Island * Trinidad

Tobago

Site Area * Ariapita
Site Postcode 65782

site postcode for selected Community

Figure 162 - Variation Request Details tab

2. Click ‘Next' or tab 2: Planning Application — TCPD Decision history. In this tab, you
can view any remarks/ comments made on the refused application that the
applicant has provided as well as comments/ notes attached to the Variation
Request by the IRC.
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Decision History
Updated Internal External Applicant Query Additicnal
Reference Number Date Remarks Comments Response Documents
- UpdatedBy # a a - - a
s L L s s L
PPR2019102905739 Clerk - Town and Country Planning 04 Nov
Division 2019
PPR2019102905732 Plotter - Town and Country Planning 04 Nov null null
Division 2019
PPR2019102905739 Plotter - Town and Country Planning 04 Nov null null
Division 2019
PPR2019102905739 Plotter - Town and Country Planning 04 MNov forwarding
Division 2019
PPR2019102905739 Supervisor - Town and Country 04 Nov
Planning Division 2019
PPR2019102905739 Inspector - Town and Country 04 Nov
Planning Division 2019
PPR2019102905739 Planner - Town and Country Planning 05 Nov Refused
Division 2019 Application
Land Use Planner Decision History
UpdatedBy % Updated Date 3 Internal Remarks % External Comments %
IRECHEAD 06 Nov 2019 Did you attach relevant documents
applicant 06 Nov 2019
IRECHEAD 06 Nov 2019 Recommended
Queried Decision History
UpdatedBy 3 Updated Date 3 Applicant Response 3
Mo Records Found

Figure 163 - Planning Application: TCPD Decision History tab

3. Click ‘Next’ or tab 3: Assessment to give remarks/ comments or add notes to the

application.
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O © ®

Variation Request Details Planning Application- TCPD decision history Assessment

Other Comments

Internal Remarks

External Comments

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document section
Attach Additional Document(s) K Addfiles | @ startupload | T Clear files

I Drop files here or click to upload.

______________________________________________________________________________

Forward to IR€ Head

Figure 164 - Assessment tab

a. Forward to IRC Head: After conducting the necessary research, the planner
can give a report to the IRC Head on the application. Enter Internal
Remarks, attach a document/s is necessary and click the Forward to IRC
Head button seen in Figure 164 above. You will be prompted with the
confirmation message: ‘Do you want to forward to IRC Head?' Click ‘Yes’
to confirm or ‘No’ fo return to the Assessment tab. On clicking Yes, the

success message would be displayed:

@ Forwarded to IRC Head
DEV2019110500199

b. Refuse: A planner after conducting the necessary research, may refuse the
request. Enter External Comments, attach document/s as necessary and
click the Refuse button seenin Figure 164 above. You will be prompted with
the confirmation message: ‘Do you want to Refuse Application?’ Click ‘Yes’
to confirm or ‘No’ fo return to the Assessment tab. On clicking Yes, the

success message would be displayed:

@ Refused Application
DEV2019103100190
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7.8 SPECIAL APPLICATIONS

The ‘Special Applications’ pane lists the Advertisement and Mining applicatfions pending
the Planner’s review. The screen overview is presented below. The applications are listed

in a table with same column headings a table in Planning Permission section.

Special Applications

Reference No % Application Type ¢ Submission Date % Status % Island % Action By Date Action %
Mining Permission 19 Sep 2019 Forwarded to Planner Trinidad 26 Sep 2019 = ﬁ
Mining Permission 31 Oct 2019 Ferwarded to Planner Trinidad 07 Nov 2019 ﬁ

Figure 165 - Special Application section

All the Advertisement applications (reference numbers) are pre-fixed with ‘ADV’ and
Mining applications (reference numbers) are pre-fixed with ‘MIN’. Although the TCPD
Planner would be able to view Mining applications, they would not be able to process it.

Mining applications would be processed by the Mining Planner.

7.8.1 Steps to Process a Special Application

1. Click the Reference Number to view and process the application. The application

would open to the first tab ‘Advertisement Application’.

2. Click on each tab to review the application.

a. Tab 1 - Advertisement Application: Applicants are required to supply personal

information, agent details and advertisement details.

b. Tab 2 - Site Location: Similar to Site Location tab in Outline Applications, this tab

displays a map where the applicant should have plotted their proposed site

location.

c. Tab 3 - Documents: Similar to Documents tab in Outline Applications, all

documents uploaded by the applicant will be shown here.
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d. Tab 4 - Assessment History: Similar to Assessment History tab in Planning

Permission, any remarks or comments made on the application previously would

appear in this section.

e. Tab 5 - Corporation Selection: This tab shows the selection of Municipal

Corporation made by the clerk.

f. Tab é — Assessment: A user can enter remarks as well as necessary documents

then query or forward the application. (See step 3)

3. Click ‘Next' or tab 6 to go to Assessment tab and fill in relevant remarks. Remarks
entered would be afttached to application and visible for others to see. Confirmation
and success messages like those given in Outline Applications would be displayed

as seen in Figures below.

a. Approve: Enfer Internal Remarks and External Comments and click the Approve
button. The prompt will display: ‘Do you want to Approve Advertisement?’ Click
‘Yes' to confirm or ‘No’ fo return fo the Assessment tab. On clicking Yes, the

success message would be displayed.

b. Refuse: Enfer Internal Remarks and click the Refuse button. You will be prompted
with the confirmation message: ‘Do you want to Refuse Application?’ Click ‘Yes'
to confirm or ‘No’ fo return to the Assessment tab. On clicking Yes, the success

message would be displayed.
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7.9 CORRESPONDENCE APPLICATIONS

The ‘Correspondence Applications’ pane lists the Car Rental Correspondence (reference
numbers pre-fixed with ‘CAR’), Customs Bonded Correspondence (reference numbers
pre-fixed with ‘CUS’), Liquor Licence Correspondence (reference numbers pre-fixed with
‘LIQ’), Status of Land Correspondence (reference numbers pre-fixed with ‘LAN’) and Stamp
Duty Exemption (reference numbers pre-fixed with ‘STA’) applications pending the

planner’s review. The screen overview is presented in Figure 166 below.

Correspondence Applications

Reference No ¢ Application Type # Submission Date # Status ¢ Island % Action By Date Action 3

CAR2019102900306 Car Rental 30 Oct 2019 Submitted for Inspection Tobago 06 Nov 2019

Figure 166 - Correspondence Applications section

7.9.1 Steps to Process a Correspondence application

The application would be processed in a similar manner to previous sections. For the

purpose of this guide, we will process a Car Rental Correspondence.

1. Click the Reference Number to view and process the application. The application

would open fo the first fab Car Rental Details.

2. Click on each tab to review the application.

a. Tab 1 - Car Rental Details: Applicants are required to supply car rental details.

b. Tab 2 -Site Location: Displays a map where the applicant should have
plotted their proposed site location. Site Location map is similar to that of
Outline Applications; the system would automatically zoom in to the plotted

location.

c. Tab 3 -Documents: All documents uploaded by the applicant would be

displayed here.

d. Tab 4 - Assessment History: Any remarks or comments made on the

application previously would appear in this section.
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e. Tab 5-Download Application Report: A list of all inspection reports from the

inspector would be found here. The planner can click on the report to view

reports.

f. Tab 6 - Assessment: A user can enter remarks as well as necessary
documents then make a decision. This tab would be explained in detail in
step 3 as the planner is required to enter information based on his/her

assessment of the application.

3. Click tab 5 Assessment and fill in relevant remarks. Enter Internal Remarks for TCPD
officials or External Comments for applicants.

a. Approve: Enfer Infernal Remarks and External Comments and click the

Approve bufton. The prompt will display: ‘Do you want to Approve

application?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab. On

clicking Yes, the success message would be displayed.

b. Refuse: Enter Internal Remarks and click the Refuse button. You will be
prompted with the confirmation message: ‘Do you want to Refuse
Application?’ Click ‘Yes’ to confirm or ‘No’ to return to the Assessment tab. On

clicking Yes, the success message would be displayed.
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7.10 PLANNING APPEALS

The Planning Appeal process is whereby an applicant can challenge and adverse
decision on a planning application. In the planning legislature, it is the right of an applicant
to seek a review on a decision made by TCPD in respect to an application. Appeals are
heard by the ATPP on behalf of the Minister with responsibility for Town and Country
Planning. The final decision on any relief to be granted for the proposal should be granted

and is therefore made by the Minister of Planning Development.
7.10.1 How to Review a Planning Appeal

An applicant submits a Planning Appeal form. The planner should enter the information

using the Planning Appeal function.

1. Click Planning Appeals function . You will be directed to Planning Appeal

Data form to enter appeal details. After entering details, you may click the Save as

Draft button, , fo save initial information entered.

Planning Appeal Data Upload Documents

Planning Appeal Data

Appeal Reference Number:

Site Address:

Appeal Details:

Appeal Status: Select one v

Contact Number:

savess Draﬂ

Figure 167 - Planning Appeal Data tab
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2. Click Next. You would be taken to Upload Document tab. You can upload

Submit
documents if necessary and save or click submit button -

Planning Appeal Data Upload Documents

Upload Documents

Note: Max file size is 30 MB. Accepted file type = dwg. doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document section
Add Attachments B Add files @® start upload Tl Clear files

I Drop files here or click to upload.

SAEAS Draft

Figure 168 - Upload Documents tab

On clicking Submit, the following message would be displayed.

Transaction Completed

@ Your transaction has been

successfully submitted.

Figure 169 - Successfully Submitted
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7.11 PLANNING APPEAL SEARCH
The ‘Search Appeal’ function allows the planner to search and view an appeal.

1. Click ‘Planning Appeal Search’ icon to search for Planning Appeals on DevelopTT.

Search Criteria

Appeal Reference Number:
Status Select one

Site Address:

Date Submitted

Search Result

Appeal Reference Number # Site Address & Created Date & Appeal Status

No Records Found

Figure 170 - Planning Appeal Search

2. Enter at least one (1) search criterion to perform the search operation. The different

search criteria are seen in Figure 170 above.

There are lists fo choose from for one (1) of the criteria:

‘ status Select one v

Site Address:

Appeal Submitted
Date submitted
Appeal Decision Pending

Decision Upheld

Decision Overturned

Figure 171 - Status drop-down list
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Search
3. Click Search button - The search results will be displayed in the ‘Search Result’

section below.

4. Results would be provided three(3) per results page. Click Next or a page number to view
another results page.

A sample search is shown in Figure 172 below.

Search Criteria

Appeal Reference Number: A

Status Appeal Submitted
Site Address:

Date Submitted

Search Result

Appeal Reference Number $ Site Address ¥ Created Date & Appeal Status %
APP123456 London St, Port of Spain 06 Nov 2019

Appeal Submitted

Figure 172 - Sample Search with result
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8 MINING PLANNER

The Mining Planner, who is part of Mineral Advisory Committee (MAC), receives Mining/

Quarry (Special) applications from the Plotter. The Mining Planner checks the application
documents, conformity of the proposal with land use policy and standards, can conduct
site inspection, can refer the application to applicable Advisory Agency and, in

conjunction with the MAC, make a decision.

8.1 DASHBOARD

The dashboard is the default screen that will be displayed to the mining planner after
login. The dashboard consists of e-Services/Applications with one (1) Categorized

Application section: Mining/ Quarrying Application.

| ]
Welcome, tcpdmplanner tcpdmplanner! (@b HomE | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | conTAcTus < .
DEVELOP
m EQ
=
Dashboard Search Applications

e-Services / Applications

Applications Received 3
Approved 4
Refused 1

Mining/Quarrying Application

Figure 173 - TCPD Mining Planner Dashboard

Mining Application: A list of Mining Applications forwarded by the Plotter.
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GOOD TO KNOW:

- Applications are given an automatically generated and unique Reference

@ Number when created.

- Applications would be listed by reference numbers in each Categorized

Application section.

8.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Applications Received 3
B Applications Received: 3 Approved 4
Refused 1

Figure 174 - TCPD Mining Planner e-Services/ Application

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 174 above.
- The colour denotations are listed below:

e Blue- Applications Received
e Yellow- Approved

e Green- Refused
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8.3 MINING/QUARRYING APPLICATIONS

The ‘Mining/Quarrying Applications’ pane lists the Mining/Quarrying applicafions awaiting

the planner’s review. The screen overview is presented below.

Reference No: Refers to the automatically generated and unique reference number given
to each application by the system. Reference numbers for Mining Application begin with

‘MIN’. For example MINZ2019102600166

175 below (A).

. Other reference numbers are illustrated in Figure

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Mining Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Forwarded to Planner’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Clerks that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but wouldn't be able to process the application.
Once an application is locked, a lock will appear in this column, as seen indicated by B in

Figure 176 below. If a user hovers the mouse over the lock, a nofification message would

Application is locked

a

be displayed:

If a user wishes to unlock an application, they can click on the lock and they would be
prompted with a message displaying who the user that the application is locked by (Figure
176). Once the application is locked by you, the system would then ask whether you are
sure you wish to unlock it. A user can only unlock an application that is locked to them. If
the application is not locked by you, the system would simply state who the application is

locked by, as in Figure 175.
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Mining/Quarrying Application

Reference No # Application Type Submission Date
MIN2019091900154 Mining Permission 19 Sep 2019
MIN2019102600166 ‘ Mining Permission 26 Oct 2019

Status 3

Forwarded to Planner

Forwarded to Planner

Island

Trinidad

Trinidad

Action 3

i <@mB

Figure 175 - Mining Application section

www.test.construct.ttbizlink.gov.tt says

Application is locked by "tcpdmplanner tcpdmplanner”

Figure 176 - Application locked by Specific User message

- The navigation buttons

Back - 2

’

- Tap theicon * to sort applications in ascending or descending order.

- Up to 10 records are displayed in the ‘Mining Applications’ pane.

would be

displayed when there are over 10 applications. Click on the navigation
buttons or click a specific page number to navigate between various pages.
Click NEXT to go to the next page and BACK to go to the previous page.

Page | 170



TTBizLnk DEVELOPTT USER GUIDE - TCPD q1 (1]
DEVELOPTT

8.3.1 Stepsto Process a Mining Application

1. Click the Reference Number to view and process the application. The application

would open fo the first tab * Mining Operations’ as seen in Figure 177 below.

.......... o ©) 0 ) o) 0 ©) o e oY

Mining Operations Site Location Documents Assessment History Schedule Download Site Inspection Other Standards. Corporation Assessment

Inspection Application Report Selection

Details of Application

Reference Number MINZ019102600166

N

application?

First Name Richard

Last Name Stanislaus

QDEIWULE

Applicant Gender Female
Male
other

Western Main Road, Chaguaramas

6504741

richard@gmail.com

Figure 177 - Mining Operations tab

2. Click on each tab to review the application and ensure that site location is plotted

accurately.

a. Tab 1 - Mining Operations: Applicants are required to supply personal information
along with other information such as details of applicatfion, land descripfion,
infrastructure services, drainage, parking and whether application is for industrial

use as seen in Figure 177 above.

b. Tab 2 - Site Location: Displays a map where the applicant would have plotted their
proposed site location. The system automatically zooms in o show the location as

seen in Figure 178 below.
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------ [ T QR G W g B G B G SRR o s o

Site Location Documents Assessment History Schedule Download

Site Inspection Other Standards Corporation
Inspection Application Report Selection
y +
Chaguaramas
Military Museum -
Toggle layer items to display them on the map.
The layers are stacked in order of their &
sequence here, e.¢. Cadastral Grid s always

displayed on top of other layers.

Do note that some layers are only available at
ower zoom level. For example, you need to
zoom out more in order to view Policy layer.

0 Planning »
1 Counties »
i »
1 PD|ICy E: 651455.23 - N: 1181149.51
Lat: 10.681926 - Lon: -61.615194
0 Regional Corporations » .

Site Location

Cross-Reference Details

Figure 178 - Site Location tab

c. Tab 3-Documents: Alldocuments uploaded by the applicant would be listed here.

Download Application Report

Jobld Agency File Name File Format Date

361 TCPD MIN2019102600166_361_pdf application/octet-stream

Figure 179 - Documents tab

d. Tab 4 - Assessment History: Any remarks or comments made on the application
would appear in this section.
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______ ) © o &) ) © ) o
\_/ \_/ &4 _/ _/
Site Location Documents Assessment History Schedule Download Site Inspection Other Standards Corporation
Inspection Application Report Selection

Assessment History

Updated Applicant Query Additional
Date Response Documents
UpdatedBy ¢ s Internal Remarks ¢ External Comments $ Py Py
Clerk - Town and Country 27 Oct All document attached
Planning Division 2019
Applicant Role 31 0ct Review information about mining Address updated
2019 operations provided
Clerk - Town and Country 31 0ct Forwarding
Planning Division 2019
Plotter - Town and Country 31 0ct Forwarding. Location
Planning Division 2019 information entered

Figure 180 - Assessment History tab

e. Tab 5 - Schedule Inspection: The planner may or may not desire to carry out a
physical inspection of the site. In this tab, he/she can schedule an inspection. This

tfab would be discussed in step 3 below.

f. Tab 6 - Download Application Report: Once an inspection is carried out, the
planner can review his inspection on this tab. This would be discussed in detail in

step 4 as the planner would need to interact closely with this tab.

g. Tab 7 - Site Inspection: Once an inspection is carried out, the planner can fill out
the Site Inspection tab with information learnt from the inspection. This would be
discussed in detail in step 5 as the planner would need to interact closely with this
tab.

h. Tab 8 — Other Standards: Once the inspection is carried out, the planner can also
fill out the form to describe Other Standards. This would be discussed in detail in

step 6 as the planner would need to interact closely with this tab.

i. Tab 9 - Corporation Selection: The planner can select the appropriate corporation
in this tab. This would be discussed in detail in step 9 as the planner would need to

interact closely with this tab.

j- Tab 10 - Assessment: The planner can entfer remarks as well as well as any

necessary documents then query, refuse or approve the application. This would be
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discussed in detail in step 10 as the planner would need to interact closely with this
tab.

3. Click Schedule Inspection tab. If the planner wishes to perform an inspection, go to How

to Schedule an Inspection section for instructions on scheduling. If the planner does not

wish to perform an inspection, click ‘Next’ to continue.

4. Click Next or Download Application Report tab. All inspection reports would be found
listed in this fab as seen in Figure 181 below. Click on report to view; report should open

in another tab.

Download Application Report

Jobld Agency File Name File Format Date

361 TCPD MIN2019102600166_361.pdf application/octet-stream

Figure 181 - Download Application tab

5. Click Next or go to Site Inspection tab. The planner can fill out information after the site
visit. Form allows for description of proposal, land use policy information, site area and
land tenure, site descripfion and building plans to be entered. Descriptfion of proposal

is illustrated in the figure below.
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Site Inspection

Description of Proposal Select one

Land Use Policy

Remember the rationalization exercise re the 2002 and 2009 policy maps, and the need to bring ancmalies or discrepancies to the attention of your town planner
Land Use Policy *

Land Use Policy for the Site

Land Use Policies/ Plans which apply

Proposed land use

Does the proposal conform to existing policy? Yes

Where the proposal represents a variation from Yes
land use policy, could the proposal be given No
favorable consideration without compromising the

integrity of the policy or causing a nuisance to

occupiers of adjoining lands?

Figure 182 - Top of Site Inspection tab
Click Next or go to the Other Standards tab. The planneris also able to enter information

here post site visit. This form facilitates information about special needs considered,
other standards to be maintained and appeal decisions.
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Special Needs Considerations

Access Ramps Yes
No
Not Applicable

Disabled Parking Yes
No
Not Applicable

Other Comments

Other standards to be maintained

Other standards to be maintained

A

ues, other material considerations, set-backs to be

Appeal decisions

Description of any Ministerial decisions pertaining to the site and the proposed development. A copy of this should be uploaded on the decision page.
Relief given? Yes
No

Description of Relief granted

Nexts

Figure 183 - Other Standards tab

7. Click Next or go to the Select Corporation tab and select the appropriate corporation

to which the application should be forwarded.
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Select one

k.gov.tt/ttacps_appr/mvvmc/generated/acpsService.topd NEEaEl I

Chaguanas Borough

=
Diego Martin ﬁ:

&ﬁt Government of the Republic of Trinidad and Teb

San Juan/Laventille

]
Welcome. tcpdmplanner! | gip Tunapuna/Piarco

Couva TabaquiteTalparo

IE' :';Q Arima Borough
- =

Dashboard Search Applications Sangre Grande

@ @ Rio Claro-Mayaro

Princess Town

Documents Assessment History 5
Penal Debe
Siparia
Corporation Selection Point Fortin
-
Select Corporation select one v

Figure 184 - Select Corporation tab

8. Click Next or go to Assessment tab. The planner can enter comments, whether there
are any delays in determining the application or enter internal remarks or external
comments in making a decision. He/she can query the applicant, refuse the

application or approve the application.
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Planner Comments

Planner Comments *

Refer to issues such any oth nsiderations etc.

Decision Return Undetermined
Approve
Refuse

Are there any delays in determining this application?

Clarification required from the applicant

Site Development standards Unclear or conflicting

Site Development standards Unclear or conflicting

Review of the Director Required

Site history unclear or missing

other

Other Comments

Internal Remarks

External Comments

Attach additional document

Figure 185 - Assessment tab

a) Query: Enter External Comments and click the query button . A
confirmation prompt would be displayed; click ‘Yes’ to continue or ‘No’ to return
fo Assessment tab. The system would then display a success message as seen in

figure below. Click '‘OK’ to return to your dashboard.

Transaction Completed

@ Queried Applicant
MIN2019102600166

Figure 186 - Successfully Queried Message
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b) Refused by TCPD: The mining planner may choose to refuse an application. Enter

External Comments (fod/ or Internal Remarks (for TCPD staff) and
Refused by TCPD

click the Refuse button to carry out this decision.

c) Approve: Once an approval is granted and when a site visit is conducted and the

Mining Planner is satisfied, the application is approved. Enter Internal Remarks and

click the approve button . The TCPD decision will be forwarded to the

appropriate Regional Corporation (selected previously) for their records.
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9 DEVELOPMENT CONTROL SPECIALIST

The Specialist reviews the State applications forwarded by the plotter. An application is

considered complete when all mandatory fields are provided along with valid documents.

The applicant (either the state agency or the agent), indicates in the Planning Permission
application form that it is a State Application and may attach the Approved Cabinet
Minute as supporting document. The Clerks and Plotters in the Regional Office complete

their actions, in an expedited manner and forwards to Head Office.

The Development Conftrol Specialist completes document verification, reviews policies
and standards and takes corrective action. If the application is complex or unusual, the

Specialist may seek advice prior to requesting or recommending corrective action.

The Specialist can query an application if there is a need for or additional information or
forward the application to the Director. The Specialist may also schedule and perform a

site inspection fo observe and record the facts on the ground.
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9.1 DASHBOARD

The dashboard is the default screen that will be displayed to the Specialist after login. The
dashboard consists of e-Services/Applications with two(2) Categorized Applicatfion

sections: Outline Applications and Planning Permission Applications.

HOME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS 301 L]
DEVELOP

Welcome, TCPD Specialist! .7.

e-Services / Applications

Applications Received 4
Query Applicant 1

Forwarded to Director 1

Outline Applications

Planning Permission Applications

Figure 187 - TCPD Specialist's e-Services/ Applications
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9.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Applications Received -
Query Applicant 0
Forwarded to Director 1

Bl Applications Received: 4

Figure 188 - TCPD Specidalist's e-Services/ Application section pane

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status
it represents, as seen in Figure 188 above.

- The Colour denotations are listed below:

e Blue - Applications Received
e Orange - Query Applicant

e Green - Forwarded to Director
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9.3 OUTLINE APPLICATIONS

The 'Outline Applications’ pane lists the Outline Applications for Planning Permission
applications pending processing by the Specialist. Only Outline Applications for Planning
Permission would be found in this section. The screen overview is presented below in Figure

189. The applications are listed in a table with different column headings:

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Planning Permission begin with ‘PPR’.

For eXOmp'e, PPR2015091205095

(A).

. Other reference numbers are illustrated in Figure 189 below

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status should

read ‘Forwarded to Specialist’.

Island: Refers to the island in which the application was made in. This would be either
Trinidad or Tobago. For TCPD Supervisors that work in Tobago office, this would always read

Tobago as only Tobago applications will be routed to you.

Outline Applications

Reference No & Application Type & Submission Date & Status # Island #

PPR2019120206364 Planning Permission 02 Dec 2019 Forwarded to Specialist Trinidad

Figure 189 - Outline Application section pane
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Tap the % icon to sort applications in ascending or descending order.

The Specialist has an SLA of certain days (which is configurable) within which
they should perform some action on the applications submitted by the
applicant. In case of SLA breach, the applications are flagged in RED which

indicates immediate action needs to be taken.

Up fo 10 records are displayed in the ‘Planning Outline Applications’ pane.

-

Navigation butftons appear if there are

more than 10 applications in a section. Click on the navigation buttons or
click a specific page number to navigate between various pages. Click NEXT

to go to the next page and BACK to go to the previous page.

9.3.1 Steps to Process an Outline Application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History’ as see in Figure 190
below. Any remarks or comments made on the application would appear in this

section.

Figure 190 - Assessment History tab
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2. Click on each tab to continue reviewing the application.
a. Tab 2 - Planning Questions: Questions concerning the applicant’s application.

They are required to answer all six (6) questions.

2 ) (+) (+) (+) (s) (7)
\/ \/ 2/ &/ \/

Planning Questions Applicant Details Site Location Documents Documents Status Schedule Inspection

1. Does your proposal fall under the list of fourty- four Yes v
(44) designated activities which require a Certificate

of Environmental Clearance (CEC)? ( See the

Certificate of Environmental Clearance (Designated

Activities) Order, 2001, click here for further

guidance)

2. Does your proposal involve the change of use Yes v
erection of, or addition to any building development

where the cumulative floor area exceeds a gross

floor area of 500m??

3. Does your proposal involve the subdivision of land No v
comprising greater than twenty plots (each plot must

fall within the range of 465m? and 800m? in area)?

4. Are your building or subdivision plans prepared? Yes o

5. Is your proposal in line with the land use policy for Ne v
the area?Click Here for map

6. Have you received consideration for the proposal No v
in question through the Appeal or Variation process?

Figure 191 - Planning Questions tab

b. Tab 3 - Applicant Details: Applicants are required to supply personal
information, a brief description of their proposal, land details, purpose for
which land or new/ altered/ extended building are proposed to be used and

purpose for which land and/ or building are now used.
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O ® O O O O

Planning Questions Applicant Details Site Location Documents Documents Status Schedule Inspection

Applicant Details

Reference Number * PPR2019103105819
Planning Permission Type Outline Permission Application
TCPD Regional Office North
Complexity Status Complex Application "
Is this applicatien submitied by or on behalf of the Yes v

state?

State Land Owner

Any Deviation Policy applied? No v
Title Mr o
First Name Gary
Last Name Thomas
Applicant Gender Female
Male
other
Email Address garythomas@hotmail com

Figure 192 - Applicant Details tab

c. Tab 4 - Site Location: Displays a map where the applicant should have plotted
their proposed site location. The plotter would have inspected the plotted
location and added Cross-Reference information, Co-ordinates and

Geographic features that impact the site.
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P

Documents

Documents Status

(s) (7)
Y, \/

Schedule Inspection

15 Kquio13aqy 18 Aquiosseqy

15 Aquosomay

@Conzulale of Denmark

¥

12 UosRU)
L

30

1S uooe

15 uodeyd

eyl

(2) (=) O (%)
NS NN
Planning Questions Applicant Details Site Location
H
9 3
Industrial Court Of
Trinidad And Tobago %2
i
2
2
lstry of Education €
@
<
3
H
2
B Planning » @
) Treasury St
H Counties »
@
=
1 Polic » - . 8
Y Bl mg‘.'!d_’.’w@ E: 662860.33 - N: 1177685.21
LRl il Lat: $0.650125 - Lon: -61.511007
0 Regional Corporations »
Site Location

Figure 193 - Site Location tab

d. Tab 5§ - Documents: All documents uploaded by the applicant would be listed

here.

° O © o

Planning Questions Applicant Details Site Location Documents

Document Upload Section

(+) (7)
\>/ \/

Documents Status

Schedule Inspection

Final Planning Permission Building Plan Documents

File Name Document Type File Format label.role Date
Deed.pdf DeedScan application/pdf 31 Oct 2019
Cadastrial Sheet pdf CadastralScan application/pdf 31 Oct 2019
Outline Building Plan Documents
File Name Document Type File Format Last updated Role Date
Proposal Plan.pdf DescriptionOfProposal_PlanScan application/pdf

31 0ct 2019

File Name Document Type File Format

No Records Found

Last updated Role

Date

Figure 194 - Documents tab

e. Tab é - Documents Status: A checklist, completed by the clerk, to indicate

which documents the applicant has supplied.
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(2) () (+) () O (7)
/ \/ \/ B4 b4
Planning Questions Applicant Details Site Location Documents Documents Status Schedule Inspection

Documents Status

Deed/ Certificate of Title/ Tenancy Receipt

Cadastral Sheet/Survey Plan

Building Plans

i

Figure 195 - Documents Status tab

f. Tab 7 - Schedule Inspection: The inspector may or may not desire to carry out
a physical inspection of the site. In this tab, he/she can schedule an

inspection. This tab would be discussed in step 3 below.

(2) (+) @ (=) (&) 0
4 4 4 E 4 —/
Planning Questions Applicant Details Site Location Documents Documents Status Schedule Inspection

Schedule Inspection

Is site inspection required?

et

Figure 196 - Schedule Inspection tab

g. Tab 8 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in
step 4 as the supervisor is required to enter information based on his/her

assessment of the application.

3. Click Schedule Inspection tab. If the specialist wishes to perform an inspection, go

to How to Schedule an Inspection section for instructions on scheduling. If the

specialist does not wish to perform an inspection, click Next to continue.

4. Click Assessment tab. The specialist can enter comments, whether there are any
delays in determining the application or enter internal remarks or external
comments in making a decision. He/she can query the applicant or approve the

application.
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() (3)
2/ \2/

Planning Questions Applicant Details

Other Comments

() ()
L \2/

()
>/

Site Location Documents Documents Status

()
\/

Schedule Inspection

Intemnal Remarks

External Comments

Respond to query by

Default query response time is 14 days.

Attach additional document

Aftach additional document

Add files Start upload Clear files

Note: Max file size is 20 MB. Accepted file type = dwg, doc/doc, pdf, jpeg, gif. Number of files: 10 for additional document section

Figure 197 - Assessment tab

a) Query: Enter External Comments and click the query button . A

confirmation prompt would be displayed; click ‘Yes’ to continue or ‘No’ to

return to Assessment tab. The system would then display a success message as

seen in figure below. Click ‘OK’ to return to your dashboard.

Transaction Completed

|@ Queried Applicant PPR2019103105819

Figure 198 - Successfully Queried Applicant

b) Forward to Director: Once the application is complete and the specialist is

satisfied having carried out inspection, he/she can forward the application.
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Enter Internal Remarks and click the Forward to Director button

Forward to Director

Transaction Completed

@ Forwarded to Director
PPR2019103105819

- Internal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- The Specialist can also attach relevant documents (optional) pertaining fo the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.
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9.4 PLANNING PERMISSION APPLICATIONS

The 'Planning Permission Applications’ pane lists the Planning Permission applications
(state) pending to be processed by the Specialist. Only Planning Permissions would be
found in this section. The screen overview is presented below in Figure 199. The applications

are listed in a table with same column headings as Outline Applications.

Planning Permission Applications

Reference No % Application Type % Submission Date & Status & Island ¥
Planning Permission 18 Sep 2019 Forwarded to Specialist Trinidad
Planning Permission 18 Sep 2019 Ferwarded to Specialist Trinidad
Planning Permission 18 Sep 2019 Forwarded to Specialist Trinidad
Planning Permissicn 18 5ep 20719 Forwarded to Specialist Trinidad

Figure 199 - Planning Permission Applications

9.4.1 Steps to Process a Planning Permission Application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab ‘Assessment History' as see in Figure 200
below. Any remarks or comments made on the application would appear in this

section from TCPD or any Regulatory OGA.

Assessment History Planning Questions Applicant Details Site Location Bullding Operations and Documents Schedule Inspection Assessment
Change of use

Figure 200 - Assessment History tab
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2. Click on each tab to review the application.

a. Tab 2 - Planning Questions: Questions concerning the applicant's application.
They are required to answer all six (6) questions. These are the same questions

from Planning Questions tab for Outline Applications above.

b. Tab 3 - Applicant Details: Applicants are required to supply personal
information, a brief description of their proposal, land details, purpose for which
land or new/ altered/ extended building are proposed to be used and purpose
for which land and/ or building are now used. In the Description of Proposal
section, Category of Development would be chosen whether New Building or
Subdivision etc. Depending on category chosen, tab would have different

information.

c. Tab 4 -Site Location: Similar to the Site Location tab in Outline Applications, this
tab displays a map where the applicant should have plotted their proposed site
location. The plotter would have inspected the plotted location and added
Cross-Reference information, Co-ordinates and Geographic features that
impact the site. This tab would be explained in greater detail in step 3 since the

supervisor may add Cross-Reference details.

d. Tab 5 (visible only for Planning Permission phase)

i Building Operations and Change of Use: Applicants are required to supply
information concerning their Category of Development chosen, New
Buildings, Addition to existing structure, Alteration, Change of Use,
Engineering Operations or Retention. They supply general information and

details of available services.
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()

Planning Questions

(>) (3)
\2/ 2/

Applicant Details

General Information

O o

Site Location Building Operations and

Change of use

N/

Documents

(7)
\L/

Schedule Inspection

State the reference number for any previous
applications related to this site (if applicable)

s there any building on the site?

Intended Use of Existing/Proposed Building

Total Site Area

Unit of Measurement (U.O.M)

Total Floor Area (sg.Metres)

Available Services Details

234

Select one

345

ha (hectare)

Electricity Available

Piped Water Available

State Details
Method of Surface Drainage

Foul Drainage (Sewerage)

Select one

Select one

Select one

e

Figure 201 - Building Operations and Change of Use tab

i. Subdivision of Land - Applicants are required to supply information

concerning their subdivision of land. They supply information on the person

who prepared design of layout, area, adjacent property owners and

access details.

e. Tab é - Documents: Similar to the Documents tab in Outline Applications, all

documents uploaded by the applicant would be listed here.

f. Tab 7 - Schedule Inspection: The inspection may or may not desire to carry out

a physical inspection of the site. In this tab, he/she can schedule an inspection.

This tab would be discussed in step 3 below.

g. Tab 8 - Assessment: A user can enter remarks as well as necessary documents

then query or forward the applicant. This tab would be explained in detail in

step 4 as the supervisor is required to enter information based on his/her

assessment of the application.

Page | 193



TTB!m;engalg DEVELOPTT USER GUIDE - TCPD 11 (1]
DEVELOPTT

3. Click Schedule Inspection tab. If the specialist wishes to perform an inspection, go

to How to Schedule an Inspection section for instructions on scheduling. If the

specialist does not wish to perform an inspection, click Next to continue.

4. Click Assessment tab. The specialist can enter comments, whether there are any
delays in determining the application or enter internal remarks or external
comments in making a decision. He/she can query the applicant or approve the

application.

() (3) (a) () (+) (7)
2/ 2/ L 2/ \2/ L/

Planning Questions Applicant Details Site Location Documents Documents Status Schedule Inspection

Other Comments

Internal Remarks

External Comments

Respond to query by

Default query response time is 14 days.

Attach additional document

Note: Max file size is 30 MB. Accepted file type = awg, doc/idocx, pdf, jpeg, gif. Number of files: 10 for additional document section
Attach additional document Start upload Clear files

Figure 202 - Assessment tab

Query A

a) Query: Enter External Comments and click the query button
confirmation prompt would be displayed; click ‘Yes’ to continue or ‘No’ toreturn

to Assessment tab. The system would then display:

. Click ‘OK’ to return to your dashboard.
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b) Forward to Director: Once the application is complete and the specialist is
satisfied having carried out inspection, he/she can forward the application.

Enter Internal Remarks and click the Forward to Director button

Forward to Director
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10 INTERNAL REVIEW COMMITTEE HEAD

The IRC is represented on DevelopTT by the IRC Head. The committee meets and

discusses applications sent to them offline. All decisions/ recommendations are entered

on the system by the IRC Head.

10.1 DASHBOARD

The dashboard is the default screen that will be displayed to the IRC Head after login. The
dashboard consists of with three (3) Categorized Application sections: IRC Recommended
Applications, Variation Requests and Queried Applications. You can click on a section title

anywhere on DevelopTT to expand the section.

! [ Ir
1
Welcome, irchead user! ‘@b yome | aBouTUS GUIDELINES NEWS/EVENTS FAQ CONTACT US 20 L]

DEVELOP

Dashboard

IRC Recommended Applications

Reference No # Submission Date Island #
PPR2019091105059 11 Sep 2019 Trinidad
PPR2019091205085 12 Sep 2019 Trinidad

Variation Requests

Reference No & Application Type % Submission Date % Status Island #
DEV2019091000176 Variation Request 10 Sep 2019 Variation Request Submitted
DEV2019091000178 Variation Request 10 Sep 2019 Variation Request Submitted
DEV2019091100181 Variation Request 11 Sep 2019 Variation Request Submitted

Queried Applications

Reference Number & Application Type # Saved Date & Status & Island ¢

No Records Found

Figure 203 - IRC Head dashboard
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10.2 IRC RECOMMENDED APPLICATIONS

The Planner may refer Planning Permission applications to the IRC. A meeting is held
offline with the committee members, after which, the IRC Head enters the necessary
details on the application and forwards it to the planner. The applications are listed in a

table with different column headings:

Reference Number: Refers to the automatically generated and unigue reference

number given to each application by the system.

Submission Date: Refers to the date the Planning Permission application was created.

Island: Refers to the location of the application in question. This can read ‘Tobago’ for

applications concerning site locations in Tobago.

IRC Recommended Applications

Reference No Submission Date % Island %
PPR2019091105059 11 Sep 2019 Trinidad
PPR2019091205085 12 Sep 2019 Trinidad
PPR2019101605552 16 Oct 2019 Trinidad
PPR2019102905745 29 Oct 2019 Trinidad

Figure 204 - IRC Recommended Applications section

10.2.1 Steps to Process an IRC Recommended Application

1. Click on the Reference Number to view and process the application. All reference
numbers listed in this section are hyperlinks.
The application would open to the first tab *Applicant Details’ as seen in Figure
205 below.
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Applicant Details Site Location Upload Documents Submit Final Application

Applicant Details

Reference Number * PPR2019102905745

Outline Permission Application

North

Complex Application

Is this application submitted by or on behalf of the No
state?

Any Deviation Policy applied? No

Applicant Gender Female
Male
other

Emall Address €6661857@urhen.com

Telephone Number 8687319566

Mobile Number

Applicant’s role .

Figure 205 - Applicant Details tab

2. Click ‘Next’ to go to tab 2: Site Location. Displays a map where the applicant
should have plotted their proposal site location.

3. Click ‘Next’ to go to tab 3: Documents. All documents uploaded by the
applicant would be listed here. The IRC has the option of viewing and printing
Secured Plan as seen in Figure 206 below.

4. Click ‘Next’ to go to tab 4: Submit Final Application. The IRC Head can enter

notes in the IRC Comments section as seen in Figure 207 below.

Click Submit button m You will be prompted a confirmation message.
The prompt will read: ‘Do you want to Forward to Planner?’ Click Yes to confirm or

No to return fo the Assessment tab. On clicking Yes, the success message would

@ Successfully submitted to Planner
PPR2019102905745

be displayed:
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Business Made Easy

Site Location Upload Documents
Documents
File Name Document Type File Format Date Action % Action %
ch11.pdf CadastralScan application/pdf 29 Oct 2019 | e I
ch11.pdf DeedScan application/pdf 29 Oct 2019 | . I
ch11.pdf AdditionalDocumentScan application/pdf 29 Oct 2018 | PRINT PLA I
Planning Permission Building Plan Documents
File Name Document Type File Format Last updated Rale Date Action %
Mo Records Found
Regulatory Agency Document Upload
File Name Document Type File Format Date Action ¥ Action
Mo Records Found

Figure 206 - Upload Documents tab

© © @

Site Location Upload Documents. submit Final Application

Planner Comments

Comments from Planner Please advice

IRC Comments

Comments for Planner

Figure 207 - Submit Final Application tab
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10.3 VARIATION REQUESTS

An applicant may submit a Variation Request subsequent to receiving an Outline
Approval or prior to the submission or re-submission of an application. All Variation
Requests are sent to the IRC Head to be reviewed by the IRC. A meeting is held offline
with the committee members after which, the IRC Head enters necessary details on the
application and forwards it to the planner.

The applications are listed in a table with different column headings:

Reference Number: Refers to the automatically generated and unigue reference

number given to each application by the system.

Application Type: Refers to the type of application queried. For this section, application

type should always be ‘Variation Request.

Submission Date: Refers o the date the Variation Request was created.

Status: Refers to the current status of the application. Applications in this section should

read ‘Variation Request Submitted’.

Island: Refers to the location of the application in question. This can read ‘Tobago’ for

applications concerning site locations in Tobago.

Variation Requests

Reference No % Application Type % Submission Date % Status % Island #
DEV2019091000176 Variation Request 10 Sep 2019 Variation Request Submitted
DEV2019091000178 Variation Request 10 Sep 2019 Variation Request Submitted
DEV2019091100181 Variation Request 11 Sep 2019 Variation Request Submitted

Figure 208 - Policy Deviation Applications section

All the Variation Request (reference numbers) are pre-fixed with ‘DEV’ as seen in Figure
208 above.
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Steps to Process a Variation Application

1. Click on the Reference Number to view and process the application. All reference
numbers listed in this section are hyperlinks.

The application would open to the first fab ‘Variation Details’ as seen in Figure 209

below.
© o 6
b -
Variation Request Details Planning Application- TCPD decision history Assessment

Variation Request Details

Reference Number * DEV2019120200205

Policy Deviation * DEVO0513

Development Standard Deviation * D1234
Justification * EXST
Submitted Planning Permission Reference PPR2019102905739
Number
Land Description

Island * © Trinidad

Tobago

Site Area * Ariapita

Site Postcode

Figure 209 - Variation Request Details tab
2. Click ‘Next’ or tab 2: Planning Application — TCPD Decision History. In this tab, you

can view any remarks/ comments made on the refused application that the

applicant has provided as well as comments attached to the Variation Request.
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Business Made Easy

Decision History

Updated Internal External Applicant Query Additional
Reference Number Date Remarks Comments Response Documents
- UpdatedBy 3 - - - - a

s ¥ - B B B

PPR2019102905739  Clerk - Town and Country Planning 04 Nov 2019
Division

PPR2019102905739  Plotter - Town and Country 04 Nov 2019 null null
Planning Division

PPR2019102905739  Plotter - Town and Country 04 Now201¢  null null
Planning Division

PPR2018102805739  Plotter - Town and Country 04 Nov 201¢  forwarding
Planning Division

PPR2019102905739  Supervisor - Town and Country 04 Nov 2019
Planning Division

PPR2018102905739  Inspector - Town and Country 04 Nov 2019
Planning Division

PPR2019102905739  Planner - Town and Country 05 Nov 2019 Refused
Planning Division Application

Land Use Planner Decision History

UpdatedBy # Updated Date % Internal Remarks % External Comments %

No Records Found

Queried Decision History

UpdatedBy ¢ Updated Date # Applicant Response

No Records Found

< Back Cancel Next >

Figure 210 - Planning Applications: TCPD Decision History tab

3. Click ‘Next' or tab 3: Assessment to give remarks/ comments or add notes to the

application.
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O O ®

Variation Request Details Planning Application- TCPD decision history Assessment

Other Comments

Internal Remarks

External Comments

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document section
Attach Additional Document(s) K Addfiles | ®sStartupload | i Clearfiles

I Drop files here or click to upload.

..............................................................................

Forward to TCPD Planner

Figure 211 - Assessment tab

GOOD TO KNOW:

- Internal Remarks are visible only to the TCPD staff and External Remarks are
visible to the TCPD staff and applicant.

- The IRC Head can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

a. Query: The IRC can query the applicant for clarification on any matter or to

seek further information. Enter External Comments, attach document/s if

-
necessary and click Query button .

You will be prompted with a confirmation message as seen in Figure 212; click
‘Yes' and you would be shown the success message seen in Figure 213. Click
‘OK’ to return to the IRC Head's dashboard.
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Do you want to Query Applicant?

s Lo

Figure 212 - Confirmation Message (Query Applicant)

Transaction Completed

@Queried Applicant
DEV2019110500199

Figure 213 - Successfully Queried Applicant

b. Forward to Planner: If the committee approves/ recommends the
application, the IRC Head will enter notes then forward to Planner. Enter
Internal Remarks, attach document/s if necessary and click Forward to
Planner button. You will be prompted with a confirmation message: ‘Do you
want to forward to Planner?’ Click ‘Yes' to confirm or ‘No’ to return to the

Assessment tab. On clicking Yes, the success message would be displayed:

@ Forwarded to Planner
DEV2019110100199

c. When the application is returned from the planner, the IRC discusses the
application, adds additional notes and forwards to the planner. When the
planner reviews and returns the application with updated remarks to the IRC,
the IRC Head would be able to forward the application to the Executive

Director for review.

Click the Forward to TCPD Executive button . You will be

prompted with a confirmation message: ‘Do you want to forward to TCPD

Executive?’ Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab. On
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clicking Yes, the success message would be displayed:

@ Forwarded to TCPD Executive
DEV2019110500199
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10.4 QUERIED APPLICATIONS

If the IRC Head queries the applicant, the application would be found in this section until
aresponse is received. The applications are listed in a table with different column

headings:

Reference Number: Refers to the automatically generated and unique reference

number given to each application by the system.

Application Type: Refers to the type of application queried.

Saved Date: Refers to the date the application was created.

Status: Refers to the current status of the application. Applications in this section can

read ‘Query to Applicant’.

Island: Refers to the location of the application in question. This can read ‘Tobago’ for

applications concerning site locations in Tobago.

Queried Applications

Reference Number Application Type & Saved Date & Status & Island %

DEV2019091100181 Variation Request 11 Sep 2019 Query to Applicant

Figure 214 - Queried Applications section

Once the applicant replies to the query, the application would be moved to the

Variation Requests section for processing.
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11 TCPD EXECUTIVE

Variation requests are forwarded to the TCPD Executive from the IRC Head. The

Executive makes the decision to Approve or Refuse an application.

11.1 DASHBOARD

The dashboard is the default screen that will be displayed to the Executive after login. The
dashboard consists of one (1) Categorized Application sections: Variation Requests. You

can click on a section title anywhere on DevelopTT to expand the section.

i . 1
1]
Welcome, TCPD Executive! |@lh  oME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | conacTus <G .

DEVELOP

. =Q

Dashboard Search Applications

Variation Requests

Reference No # Application Type # Submission Date % Status & Island #

DEV2019103100190 Variation Request 31 Oct 2019 Forwarded to TCPD Executive

Figure 215 - TCPD Executive's Dashboard

Variation Requests: A list of all Variation Requests forwarded by the IRC Head would be

found in this section.
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11.2 VARIATION REQUESTS

The applications are listed in a table with different column headings:

Reference Number: Refers to the automatically generated and unique reference

number given to each application by the system.

Application Type: Refers to the type of application queried. For this section, application

type should always be ‘Variation Request.

Submission Date: Refers to the date the Variation Request was created.

Status: Refers to the current status of the application. Applications in this section should

read ‘Forwarded to TCPD Executive.

Island: Refers to the location of the application in question. This can read ‘Tobago’ for

applications concerning site locations in Tobago.

GOOD TO KNOW:

@ - All the Variation Request (reference numbers) are pre-fixed with ‘DEV’ as seen
in Figure 215 above.

11.2.1 Steps to Process a Variation Request

1. Click on the Reference Number to view and process the application. All reference
numbers listed in this section are hyperlinks.
The application would open to the first tab ‘Policy Deviation Details’ as see in

Figure 216 below.
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Variation Request Details Planning Application- TCPD decision history Assessment

Variation Request Details

Reference Number * DEV2019120200205
Palicy Deviation * DEVDS13
Development Standard Deviation * D1234
Justification * EXST
Submitted Planning Permission Reference PPR2019102905739

Number

Land Description

Island * ® Trinidad
Tobago

Site Area * Ariapita v

Site Postcode

Enter site postcode for selected Community

Figure 216 - Variation Request Details tab

2. Click ‘Next’ or tab 2: Assessment History. In this tab, you can view any remarks/
comments made on the refused application that the applicant has provided as

well as comments attached to the Variation Request.
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Decision History
Updated Internal External Applicant Query Additional
Reference Number Date Remarks Comments Response Documents
s UpdatedBy = = $ $ -
PPR2019102905739 Clerk - Town and Country Planning 04 Nov
Division 2019
PPR20159102905739 Plotter - Town and Country Planning 04 Nov nul nul
Division 2019
PPR2019102905739 Plotter - Town and Country Planning 04 Now nul nul
Division 2019
PPR2015102905739  Plotter - Town and Country Planning 04 Mav forwarding
Division 2018
PPR2019102905739 Supervisor - Town and Country 04 Nov
Planning Division 2019
PPR2019102905739 Inspector - Town and Country 04 Nov
Planning Division 2019
PPR2019102905739 Planner - Town and Country Planning 05 Nov Refused
Division 2019 Application
Land Use Planner Decision History
UpdatedBy = Updated Date 3 Internal Remarks $ External Comments %
IRECHEAD 06 Nov 2019 Did you attach relevant documents
applicant 06 Nov 2019
IRECHEAD 06 Nov 2019 Recommended
tcpdplanner 06 Nov 2019 recommended
IRECHEAD 06 Nov 2019 Considered
Queried Decision History
UpdatedBy Updated Date 5 Applicant Response
No Records Found

Figure 217 - Assessment History tab

3. Click ‘Next' or tab 3: Assessment to give remarks/ comments or add notes to the

application.
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Variation Request Details Planning Application- TCPD decision history Assessment

Other Comments

Internal Remarks

External Comments

Attach Additional Document(s)

Note: Max file size is 30 M8. Accepted file type = dwg, doc/docx, pdf, jpeg. gif. Number of files: 10 for additional decument section
Attach Additional Document(s) K Addfiles | @ startupload | T Clearfiles

B Drop files here or click to upload.

Figure 218 - Assessment tab

GOOD TO KNOW:

- Infernal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- The TCPD Executive can also attach relevant documents (optional) pertaining
to the application for reference. This document will be visible to anyone with

access to the application, including the applicant.

a. Refuse: The Executive can refuse an application. Enter External Comments,
aftach document/s if necessary and click Refuse button.
You will be prompted with a confirmation message as seen in Figure 219; click
‘Yes' and you would be shown the success message seen in Figure 220. Click
‘OK’ to return to the IRC Head's dashboard.

Do you want to Refuse Application?

s o

Figure 219 - Confirmation Message (Query Applicant)
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Transaction Completed

@Remsed Application
DEV2019110500190

Figure 220 - Successfully Queried Applicant

b. Approve: The Executive can approve an application. Enter Internal
Remarks, attach document/s if necessary and click Forward to Planner
button. You will be prompted with a confirmation message: ‘Do you want to
Approve Application?’ Click ‘Yes' to confirm or ‘No’ to return to the
Assessment tab.

On clicking Yes, the success message would be displayed:

@ Approved Application
DEV2019110500199

Page | 212



TTBizLnk DEVELOPTT USER GUIDE - TCPD q1 (1]
DEVELOPTT

12 TCPD DIRECTOR

The Director receives recommendations from the Specialist for state applications

submitted. The Specialist may seek advice prior to requesting or recommending corrective
actions from the Director for complex or unusual applications. Based on the Specialist’s
report and based on the extent fo which the standards and policy have not been
complied with, the Director either makes a decision or refers the matter for discussion with
the Internal Review Committee, the Complex Development Facilitation Committee or to

Advisory Agencies for their input on the system.

Once the decision is made, the director updates it on the system for the specific

application.

12.1 DASHBOARD

The dashboard is the default screen that will be displayed to the Executive after login. The
dashboard consists of e-Services/ Applications and three (3) Categorized Application
sections: Outline Applications, Planning Permission Applications and Planning Permission
Applications Pending Agency Advice. You can click on a section title anywhere on

DevelopTT to expand the section.
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HOME ABOUT Us GUIDELINES NEWS/EVENTS FAQ CONTACT Us “n]r (J

DEVELOP

Welcome, TCPD Director! &

Dashboard

e-Services / Applications

Applications Received 1
Query Applicant 3
Qutline Approved 4
Planning Permission Approved 9
Refused 1

Outline Applications

Planning Permission Applications

Planning Permission Applications Pending Agency Advice

Figure 221 - TCPD Director's dashboard

Outline Application: A list of all Outline Applications for Planning Permissions forwarded by

the specialist which have not been processed, would be found in this section.

Planning Permission Applications: A list of all Planning Permission Applications forwarded

by the specialist which have not been processed, would be found in this section.

Planning Permission Applications Pending Agency Advice: A list of all Planning Permission

Applications referred to advisory agencies by the director, would be found in this section.

GOOD TO KNOW:

@ - Applications are given an automatically generated and unique Reference
Number when created.

- Applications would be listed by reference numbers in each Categorized
Application section.
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12.2 E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications
Applications Received 2
Query Applicant 3
Outline Approved 4
Conditional Approval 24
Refused 2

Figure 222 - TCPD Director's e-Services/ Applications section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 222 above.

- The colour denotations are listed below:

e Blue - Applications Received

e Orange - Query Applicant

e Green - Outline Approved

o Yellow — Conditional Approval

e Blue - Refused
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12.3 OUTLINE APPLICATIONS

The 'Outline Applications’ pane lists the Outline Applications for Planning Permission
applications pending the Director’'s attenfion. Only Outline Applications for Planning
Permissions would be found in this section. The screen overview is presented below in Figure
223.

Reference No: Refers to the automatically generated reference number given to each

application by the system. Reference numbers for Planning Permission begin with ‘PPR’.

For eXOmp'e, PPR2015091205095

(A).

. Other reference numbers are illustrated in Figure 223 below

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Submission Date: Refers to the date the application was submitted by the applicant.

Status: Refers to the status of the application. At this level, the application status can read

‘Forwarded to Director’.

Island: Refers to the island in which the application was made in. This would be either

Trinidad or Tobago.

Qutline Applications

Reference No $ Application Type & Submission Date & Status & Island &

PPR2019120206364 Planning Permission 02 Dec 2019 Forwarded to Director Trinidad

Figure 223 - Outline Applications section pane
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GOOD TO KNOW:

ah
- Tap theicon ™ to sort applications in ascending or descending order.

- Up to 10 records are displayed in the ‘Planning Applications’ pane.

& - Il

- Navigation buttons

are displayed when
there are more than 10 applications. Click on the navigation buttons or click
a specific page number to navigate between various pages. Click NEXT to

go to the next page and BACK to go to the previous page.

12.3.1 Steps to Process an Outline Application

1. Click on the Reference Number to view and process the application. As stated
previously, all the Planning Permission applications are pre-fixed with ‘PPR’. All
reference numbers listed in this section are hyperlinks.

The application would open to the first tab *Assessment History' as see in Figure 224

below. Any remarks or comments made on the application would appear in this

section.
TCPD Decision History
Internal External Additional Updated Applicant Query Applicant
Remarks Comments Documents Date Response Response Date
UpdatedBy = Slatus = - - - - - -
Clerk - Town and Country Forwarded to Forwarding 31 Oct
Planning Division Plotter 2019
Plotter - Town and Country Forwarded io Forwarding 31 Oct
Planning Division Specialist 2019
Applicant Role Applicant 31 Oct reviewed 31 Oct 2019
Submitted 2019
Clerk - Town and Country Forwarded to 31 Oct
Planning Division Plotter 2019
Plotter - Town and Country Forwarded to 31 Oct
Planning Division Specialist 2019
Specialist - Town and Country Forwarded to forwarding 07 Hov
Planning Division Director 2019
Canr-d

Figure 224 - Assessment History tab
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2. Click on each tab to verify the application.
a) Tab 2 - Planning Questions: Questions concerning the applicant's application.

They are required to answer all six (6) questions.

b) Tab 3 - Applicant Details: Applicants are required to supply personal
information, a brief description of their proposal, land details, purpose for which
land or new/ altered/ extended building are proposed to be used and purpose

for which land and/ or building are now used.

c) Tab 4 - Site Location: Displays a map where the applicant should have plotted
their proposal site location. The plotter would have inspected the plotted
location and added Cross-Reference information, Co-ordinates and

Geographic features that impact the site.

d) Tab 5 - Documents: All documents uploaded by the applicant would be listed

here.

e) Tab é - Document Status: A checklist, filled out by the clerk, to indicate which

documents the applicant has supplied.

f) Tab 7 - Select Advisory Agency: Upon reviewing the application, the Director
can refer the applications fo Advisory Agencies. This tab would be discussed in

detail in step 3 as the Director would need to interact closely with this tab.

g) Tab 11 -Select Regulatory Agency: Upon reviewing the application, the Director
can refer the applications to Regulatory Agencies. This tab would be discussed

in detail in step 4 as the Director would need to inferact closely with this tab.

h) Tab 12 - Assessment: A user can enter remarks as well as necessary documents
then query or forward the applicant. This tab would be explained in detail in
step 5 as the Director is required to enter informatfion based on his/her

assessment of the application.
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3. Click ‘Next’ or Select Advisory Agency tab. As stated previously, the Director can

refer applications to Advisory Agencies.

The first section of the tab displays the Advisory Decision History; any comments from

the Advisory Agencies would be found here.

The next section allows the Director to select the agencies and enter remarks as well

as any documents (if necessary). Figure 225 shows the list of Advisory Agencies.

Advisory Decision History

UpdatedBy Agency ¥ Updated Date ¥ Infernal Remarks External Comments ¥ Status Additienal Documents #

Mo Records Found

Select Advisory Agency

Add Advisory Agency Details

Select Advisory Agency * Select one '
Select one

TCPD Remarks *
Trinidad and Tobago Civil Aviation Authority
Attach Document
Caroni 1975 Ltd

Office of the Commissioner of State Lands
Housing Development Gomporation - Trinidad
Hislorical Restoralion Unit

Institute of Marine Affairs

Surveys And Mapping - Trinidad

Land Reclamation Committee

Agency & TCPD Remarks & Ministry of Works and Transpor- Drainage Division

No Records Found Ministry of Energy and Energy Industries - Petroleum Inspectorate

Ministry of Works and Transport- Highway Division

Mational Trust of Trinidad and Tobage

<H

Traffic Management Branch - Trinidad

Trinidad and Tobago Electricity Commission

Trinidad and Tobago
Government Online Quarries/ Mining Commities

About Us | Spatial Planning Guidelines | News/Events | FAQ | Contacjiiei el
Copyright & 2008-2013 Government of the Republic of Trinidad and Tobago

Figure 225 - List of Advisory Agencies

The application can be referred to more than one Advisory Agencies, as seen in

Figure 225 above.
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a) Select agency from Select Advisory Agency list and enter TCPD remarks. Click

the Add button and repeat this step until all agencies are selected.
b) After adding all agencies, click the Submit to OGA button .

The application would be sent to OGAs selected.

4. Go to Select Regulatory Agency tab. The tab offers the same function explained in
step 3 except, in this case, the Director can select Regulatory Agencies to refer the

application to. Figure 226 shows the list of Regulatory Agencies.

Select Regulatory Agency

Add Regulatory Agency Details

Select Regulatory Agency * Select one v

TCPD Remarks © ezie

Trinidad and Tebago Civil Aviation Autharity
Attach Document
Envirenmental Management Authority

Historical Restoration Unit

Minisfry of Works and Transport- Highway Division

Mational Trust of Trinidad and Tobago

Trafiic Management Branch - Trinidad

Trinidad and Tobago Electricity Commission

Agency ¥ TCPD Remarks ¥ Attach Document 3

Mo Records Found

S

Figure 226 - Select Regulatory Agency tab

c. Select Regulatory Agency, enter TCPD Remarks and upload document is
necessary.

d. Click Next button. Go to Assessment tab (Figure 227). The Director can approve
the application. Click Approve Outline button. You will be prompted with the
confirmation message (as seen in Figure 107 in Planning Permission steps): ‘Do

you want to Approve Outline Application?’ Click ‘Yes’ to confirm or ‘No’ to
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return to the Assessment tab. On clicking Yes, the success message would be

@ Outline Approved PPR2019103105819

displayed:

Other Comments

Internal Remarks

External Comments

Respond to query by

Defauit query response time is 14 days.

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document section
Aftach Additional Document(s) B Addiiles | @ Start upload | M Clear files

I Drop files here or click to upload

Save As Draft Approve Outline

Figure 227 - Assessment tab
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12.4 PLANNING PERMISSION APPLICATIONS

The ‘Planning Permission Applications’ pane lists the Planning Permission applications
pending the Director’s attention. Only Planning Permissions would be found in this section.
The screen overview is presented below in Figure 228. The applications are listed in a table

with same column headings as Outline Applications.

Planning Permission Applications

Reference No # Application Type # Submission Date # Status # Island &

PPR2019091805162 Planning Permission 18 Sep 2019 Forwarded to Director Trinidad

Figure 228 - Planning Permission Applications tab

12.4.1 Steps to Process a Planning Permission Application

1. Click on the Reference Number to view and process the application. The application
would open to the first tab ‘Assessment History'. Any remarks or comments made on
the application would appear in this section.

2. Click on each tab to verify the application. All tabs remain the same as the previous
section Outline Applications except for the Building Operations and Change of Use
or Subdivision of Land tab which would show up depending the Category of

Development chosen by the applicant.
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(2) (>) () ° () ()
N/ A N/ N/ N/
Planning Questions Applicant Details Site Location Building Operations and Decuments Select Advisory Agency

Change of use

General Information

State the reference number for any previous 123
applications related to this site (if applicable)

Iz there any building on the site?

Intended Use of Existing/Proposed Building

Select one b
Total Site Area 123

Unit of Measurement {U.0.M) meter square M

Total Floor Area (sq Metres)

Available Services Details
Electricity Available Select one v
Piped Water Available Select one v
State Details

Method of Surface Drainage

Foul Drainage (Sewerage) Select one v

= ek

Figure 229 - Building Operations and Change of Use tab

The remainder of the process is the same as with process for Outline Planning

Application from step 3 in the Steps to Process an Outline Application. When an

application is submitted to advisory agencies, they would appear in the following

section Planning Permission Applications Pending Agency Advice. When the

agencies have responded, the application would be returned to this section.

3. Go to Select Regulatory Agency tab.
a. The Director can add Regulatory Agencies to refer the application to just as
with the Outline PP (optional)

b. Select a Corporation.
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(2) (+) (+) (5) (s) (7)
\2/ \/ 0/ 2/ 2/ \

Planning Questions Applicant Details Site Location Building Operations and Documents Select Advisory Agency
Change of use

Select Regulatory Agency

Add Regulatory Agency Details

Select Regulatory Agency * Select one M

TCPD Remarks *

Attach Document K Add files | @ Startupload | @ Clearfiles

I Drop files here or click to upload.

Agency = TCPD Remarks = Aftach Document =

No Records Found

Corporation

Select Corporation Port of Spain v

Please select any one corporation to process application further(Approve/Reject)

Figure 230 - Select Regulatory Agency tab (top of tab)

c. Select an Approver Decision from the list shown in Figure 231 below. Once a
decision is made, other sectfions appear for information fo be added.

Appropriate buttons also appear when decision is made.

Approval Conditions and Sub Category of Development

Approver Decision APPROVE v
Piease select an|  geject one
Category APPROVE
REFUSAL

RETURN UNDETERMINED

Figure 231 - Approval Conditions and Subcategory of Development section
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i.  Approve: Once the application is complete and the Director satisfied, he/

she can select 'Approve’ then select a Category from the drop-down list
as seen in Figure 232 below. After being approved, the system will forward

the application to the applicant.

Approval Conditions and Sub Category of Development

Approver Decision APPROVE v

Please select any one approver decision to process application further{Approve/Reject)

Category Select one v
Select one
WASTE DISPOSAL! ON- SITE STORAGE

AGENCY APROVALS

SLNO o OTHER
No Records Found MINING

SITE DEVELOPMENT STANDARDS

Figure 232 - Assessment tab (Decision: APPROVE)

Click Add Conditions button in Approval Conditions and

Subcategory of Development section. You would be presented with a list of
Approval Conditions for the planner to choose from. An example is shown in
Figure 233, Catfegory: Waste Disposal/ On-Site Storage. Click necessary

conditions and click Save button.

After saving your selection, the conditions would be listed in the as seen in

Figure 234 below; you may edit a condition in the textbox indicated.
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Approval Conditions, Reasons X

Type of Application: FINAL
Category: WASTE DISPOSAL/ ON- SITE STORAGE

That the disposal of oils and other effluent related to garage operations be disposed of in To ensure a proper standard development and to
accordance with the requirements of the relevant authorities. ensure the safety of users and occupiers of the site.

That no nuisance be caused by reason of indiscriminate parking, noise, or improper
X X X To ensure a proper standard development.
disposal of garbage, to nearby premises andfor users of the <_...Easfern Main Road... =,

To ensure that no nuisance be caused to nearby

3 That no combustible material <....or perishable items be_...= stored on the sife X
properties

(o Lo

Figure 233 - Approval Conditions window

SL

NO CATEGORY COMDITIONS REASON

1 WASTE That the disposal of oiis and other efluent related to garage operations be  To ensure a proper standard
DISPOSAL ON- i of in with the i its of the relevant authorities.  development and to ensure the safety of
SITE STORAGE users and occupiers of the site.

2 WASTE That no nuisance be caused by reason of indiscriminate parking, noise, or To ensure a proper standard
DISPOSAL ON- improper dizposal of garbage. to nearby premises andfor users of the development.
SITE STORAGE = Eastern Main Road > Y

SAVE

Figure 234 - Assessment tab (Conditions added)

ii. Refusal: A Director can refuse an application if it does not meet or adhere to

policy standards. It is very similar to the steps for Approve function.

Select 'REFUSE’ for Approver Decision and select a Category to specific

reason for refusal. Select the Add Reasons button .

Select reasons from Refusal Reasons window as seen in Figure 235 and click

Save button. The list of reasons will differ depending on the Category chosen.
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Refusal Reasons x

Type of Application: FINAL
Category: POLICY - OTHER

St SELECT
NO

The site of your proposed development is located in an area which under present planning policy as framed in accordance with the development
plan for Trinidad and Tobago is allocated to road network expansion. The proposed development does not conform fo this policy.

1

The site of your proposed development is located in an area which under present planning policy as framed in accordance with the development
2 v plan for Trinidad and Tobago is allocated to highway expansion. You are required to seek the advice and approval of the Nafional Infrastructure
Development Company (NIDCO) on your proposal prior to any resubmission. The proposed develop t does not i to this policy.

The site of your proposed development is located in am area which under present planning policy as framed in accordance with the development
plan for Trinidad and Tobageo is allocated to airport expansion. The proposed development does not conform to this policy.

The site of your propesed development is located in am area which under present planning policy as framed in accordance with the development
plan for Trinidad and Tobago is allocated to industrialiwarehousing purposes. The proposed development does not conform fo this policy.

Llndar mennnnt nlannina noline sbhink i framnd in annncdanan sith Hhe Dosnlones and Tlan fnr Trinidad and Tohaon dhe oo of $he ncanann a

o o

Figure 235 - Refusal Reasons window

For both these Approver Decisions, the Director also has the option to enter

Notes. In Notes section, select a Category from the drop-down list seen in

Figure 235 and click Add Notes button . A Notes window will appear

(like Approval and Refusal reasons windows); select notes and click Save

button and notes would be added to a list on the Assessment page

where you will be able to edit the notes as seen in Figure 236 below.
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ublic of Trinic X + Select one .

lest.construct.ttbizlink.gov.tt/ttacps_appr/mwmc/genery COMREHENSIVE DEVELOPMENT G o <

BUILDING PLANS
Select Corporation
POLICY
Please select an
SITE DEVELOPMENT STANDARDS

. CAR PARKING , CIRCULATION AND ACCESS
Approval Conditions and Sub Category of [

DISAELED ACCESS

Approver Decision SITE INVESTIGATIONS

Flease select an
LCT NUMBER UNCLEAR

Category
MINING
AGENCY/ LESSOR PERMISSIONS

GRANT OF PLANMING PERMISSION CAVEAT

DISCUSSION REQUIRED [r—

SLKO FOR ALL APPLICATIONS AT THE BOTTOM OF THE LETTER

e T _

INFRASTRUCTURE

PREVIOUS PLANNING PERMISSION

EONAFIDES OR SITE AREA, SHAPE OR SIZE UNCLEAR e

NOTES UMAUTHORISED DEVELOPMENT

Category GEMERAL v

Figure 236 - Notes section

NOTES

Calegory GENERAL v

ADD

SLNO CATEGORY NOTES

1 GENERAL Mo traversing of the < National Gas Company > pipeline is allowed along the unprotected sections of the
pipeling
A
2 GENERAL  Evidence of occupancy must be provided for any future submissions.

Figure 237 - Notes section (Category chosen)
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iii. Return Undetermined: An application would be returned undetermined if

the application was ambiguous and not enough details were provided. It

follows similar steps as the other two (2) decisions.

Select ‘Return Undetermined’ and enter comments (e.g. the reason it was

returned undetermined).

Approval Conditions and Sub Category of Development

Approver Decision RETURN UNDETERMINED v

Fiease select amy

Comments

Figure 238 - Returned Undetermined

The bottom of the Assessment tab is standard for all Approver Decisions (Figure 239).

Other Comments

Internal Remarks

External Comments

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx. pdf, jpeg, gif. Number of files: 10 for additional document section
Attach Additional Documenty{s) B Addfiles | ®startupload | W Clearfiles

I Drop files here or click to upload.

Figure 239 - Assessment tab (Standard part)
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GOOD TO KNOW:

- Infernal Remarks are visible only to the TCPD staff and External Remarks are

visible fo anyone with access to the application, including the applicant.

- The Director can also attach relevant documents (opfional) pertaining fo the
application for reference. This document will be visible to anyone with access

to the application, including the applicant.

Depending on the decision chosen, the buttons presented at the bottom of the

tab would differ as seen in Figure 240 below.

A I < Back Query Query To Inspector Save As Draft ove Planning Permission
Approve
Ref * Query To Inspector Refused by TCPD Save As Draft
ermse
Return * Query To Inspector Save As Draft Return Undetermined

Undetermined

Figure 240 - Button Options given for Different Approver Decisions

a. Query Applicant - If there is a need for additional information, the Director can
query the applicant. On Assessment tab, enter the query in External Comments

and enter the date that the applicant is required to respond by using the query

response date field. Click the query button located at the bottom of the
page to submit the query. You will be prompted with a confirmation message:
‘Do you want to Query Applicant?’ Click ‘Yes’ to confirm or ‘No’ fo return to the

Assessment tab. On clicking Yes, the success message would be displayed.

GOOD TO KNOW:

- An email alert would be sent to the applicant containing the decision,
@ conditions, OGA authorization required and guidance to develop the final

proposal.

b. Query to Inspector - The Director may query the inspector for any clarification on
their submitted report. Enter comments in Internal Remarks and attach document

if necessary. Click the Query fo Inspector button, seen in Figure 240 above. You
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will be prompted with the confirmation message: ‘Do you want to Query

Inspector?’ Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab. On

clicking Yes, the success message would be displayed.

c. Approve Planning Permission
i. Select ' Approve’ as Approver Decision and select appropriate Category.
i. Click '‘Add Conditions’ button and select applicable reasons in Approval
Conditions window.
ii.  Click ‘Save’ button and alter Conditions if necessary. Click Save button.
iv. Enter Notes if necessary. In Notes section, choose Category and click Add
Notes button.
v.  Select applicable notes in Notes window and click Save.
vi.  If necessary, make changes to notes and click Save button in that section.
Vii. Enter additional comments in Internal Remarks (TCPD officials) / External
Comments (for applicant) accordingly and attach document if necessary.
Click the Approve Planning Permission button, as seen Figure 240 above.
You will be prompted with the confirmation message which will read: ‘Do
you want to Approve Planning Permission?’ Click ‘Yes’ to confirm or ‘No’ to

return to the Assessment tab. On clicking Yes, the success message will

@ Planning Permission Approved
PPR2019091805162

display:

d. Refuse
i. Select ' Refuse' as Approver Decision and select appropriate Category.
ii. Click ‘Add Reasons' button and select applicable reasons in Refusal
Reasons window.
iii. Click ‘Save’ button and alter Reasons if necessary. Click Save button.
iv. Enter Notes if necessary. In Notes section, choose Category and click Add
Notes button.
v.  Select applicable notes in Notes window and click ‘Save’.
vi.  If necessary, make changes to notes and click Save button in that section.
Vii. Enter additional comments in Internal Remarks (TCPD officials) / External
Comments (for applicant) accordingly and attach document if necessary.
Click the Refused by TCPD button, seen in Figure 240 above.
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You will be prompted with the confirmation message which will read: ‘Do

you want to Refuse Application?’ Click ‘Yes’ to confirm or ‘No’ to return o
the Assessment tab.

Oon clicking Yes, the success message will display:

@ Refused Application

PPR2019102905739

e. Return Undetermined

i Select ‘Return Undetermined’ as Approver Decision and enter comments if
necessary.

ii. Enter additional comments in Internal Remarks (TCPD officials) / External
Comments (for applicant) accordingly and attach document if necessary.

iil. Click the Return Undetermined button, seen in Figure 240 above.
You will be prompted with the confirmation message which will read: ‘Do
you want to Return Undetermined Application?’ Click ‘Yes’ to confirm or
‘No’ to return to the Assessment tab.

On clicking Yes, the success message will display:

@ Returned Undetermined
PPR2019102505745

GOOD TO KNOW:

- The Director can click the Back button, seen in Figure 240 above, to go to the
previous tab on any tab in the applications.

- The Director can click the Save button, seen in Figure 240 above, to save their

@ work whilst processing the application. If the application is not completely

processed and he/she saves and goes back to dashboard, when the planner

returns fo the application, the information already entered would appear in

the application.
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12.5 PLANNING PERMISSION APPLICATIONS PENDING AGENCY ADVICE

The ‘Planning Permission Applications Pending Agency Advice' pane lists the Planning
Permission applications that the planner referred to an agency and is awaifing aresponse.
Only Planning Permissions would be found in this section. The screen overview is presented
below in Figure 241. The applications are listed in a table with same column headings as

Outline Applications. Different headings would be discussed below:

Status: Refers to the status of the application. At this level, the application status can read

‘Awaiting Advisory Review'.

Referred agencies: Shows the number of agencies the planner referred the application to.

Recommendations received: Shows the number of agencies who have replied to the

planner

Planning Permission Applications Pending Agency Advice

Recommendations

Submission Date Referred Agencies  Received Action
Reference No & Application Type # = Status & Island$ 2 s a
PPR2019091005036 Planning 10 Sep 2019 Awaiting Advisory Trinidad 2 0
Permission Review

Figure 241 - Outline Application Awaiting Agency Advice

Once all agencies have responded, the Recommendations received should equal the

number in Referred agencies.

Click on the Reference Number to view the application. The Director is unable to process
the application until agencies have responded. Once the agencies reply, the

application would be moved to the Planning Permission Applications section.
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13 ENFORCEMENT OFFICER

The Enforcement Officer receives and records complaints submitted on DevelopTT.

Complaints can be submitted by the public without logging in to an account. The form
captures basic information as in a Complaint Letter. The system sends an
acknowledgement email with an automatically generated Complaint Reference

Number to the complainant.

13.1 DASHBOARD

The dashboard is the default screen that will be displayed to the Enforcement Officer after
login. The dashboard consists of one (1) Categorized Application section: Public

Complaint View.

Public Complaint View

Reference Number » Complainant's Name Date Of Complaint Received

CMP201911 satia John 05 Nov 2019
CMP201 John Doe 31 Oct 2019
CMP201 dfgdffg 03 Sep 2019
CMP201 17 Sep 2019
CMP201 test 05sept 2019 06 Sep 2019
CMP2019081200240 13 Aug 2019
CMP2019081200238 12 Aug 2119
CMP2019081200230 07 Sep 2019
CMP2019081200226 12 Aug 2019
CMP2019081200225 07 Sep 2019

Back - 2

Figure 242 - Public Complaint View section

Development Complaints: A list of complaints submitted by the applicant. The reference

numbers for all complaints are pre-fixed with ‘CMP".
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GOOD TO KNOW:

@ - Applications are given an automatically generated and unique Reference

Number when created.

- Applications would be listed by reference numbers in each Categorized

Application section.

ah
- Tapthe ™ icon to sort applicationsin ascending or descending order.

- Upto 10records are displayed in this section.

36[‘\ -

- Navigation buttons, , would be displayed when there are

over 10 applications in a section. Click on the buttons or click a specific page
number tfo navigate between various pages. Click NEXT to go to the next page

and BACK to go fo the previous page.
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13.2 PUBLIC COMPLAINT VIEW

The Enforcement Officer can view an application by following these steps
1. Click on the Reference Number to view and process the application. All reference
numbers listed in this section are hyperlinks. The application would open to the first

tab as seen in Figure 243 below.

Complaint Form

Reference Number * CMP2019110600272
Date Complaint Received 05/11/2019
Name of person making complaint Satia John
Complainant's address Morvant, Laventille

TelephoneNumber(Home)
TelephoneNumber{Office)
MobileNumber 7589945

Email Address

satia@hotmail.com

MName(s) of Offender/s Winston Marley

Address(es) if the Offender(s) Morvant, Laventille
%
Nature Of Complaint Squatting
A
Start Date of the unauthorized development 02/09/2019

Completion Date of the unauthorized
development

Will Person be willing to give evidence in court: ® Yes
No

Cancel Next >

Figure 243 - Complaint Form tab

2. Click ‘Next’ to go to Site Location tab. Displays a map where the applicant should

have plotted their proposal site location.

3. Click ‘Next' to go to Documents tab. A list of supporting documents would be

found in this tab. An example is seen in Figure 244 below.
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......... 0 ©) O

Complaint Form Site Location Documents

Documents

File Name Document Type File Format Date

Squatter.pdf complaintDocumentscan application/pdf 06 Nov 2019

Figure 244 - Documents tab

4. Afterreviewing the complaint, open a Complaints database form fo Update the

Complaint Record.

An Officer may also add a fresh complaint form which is not linked to any

submitted complaint.

An Officer may also search for a complaint record using basic criteria such as

Complaint Reference Number, Complainant Name, Complainant Site Area.
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APPENDIX

SEARCH APPLICATIONS FUNCTION

The 'Search Application’ function allows a user to search for an application using the
appropriate search criteria. Once an application was submitted by the applicant, any

TCPD approver would be able to search for and view the application.

1. Click on 'Search Applications’ icon from the menu. The search page would

be displayed as seen in Figure 245 below.

Search Criteria

Reference No

First Name
Last Name
Application Type Select one v
Status Select one -
Date Submitted to

Island O Trinidad

O Tobago
Site Area Select one w
Kindly select Island to ferch respective Community list. List is based on data from Central stat office,
Town or Village
Caregory of Development Select one i
Search Result
Reference First Last Town or Application Date Category of Land Use
No MName Name Village Type Submitted Status  Island  Area  Development Proposed

Ne Records Found

Figure 245 - Search Application page
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2. Enter at least one (1) search criterion to perform the search operation. The different

search criteria are seen in Figure 245 above.

There are lists to choose from for four (4) of the criteria:

Selectone

Advertisement Permission
BuildingfLand Status

First Mame Car Rental

Cusroms Bonded

Reference No

Last Name Policy Deviation
Liquor License
Mining Permission
* Application Type Planning Permission

Quarrying Permission
Status Stamp Duty

Figure 246 - Application Type drop-down list

L e

Submitted Applications

Clerk Queried to Applicant

Application Forwarded to Plotter

TCPD Queried to Applicant

Island Plotter Queried to Applicant

Planner Queried to Applicant - Initial Application
Planner Schedule Initial Inspection

Site Area Application with Approved In Principle

Planner Queried to Applicant - Final Application
Planner Schedule Final Inspection

TCPD Planner Conditionally Approved

Date Submitted

Kindlly select Is/g

Town or Village TCPD Rejected Applications
Planner Approved Spedial Application
Category of Development Planner approved Correspondence Application

Application Undetermined
Application Withdrawn
——

Figure 247 - Status drop-down list
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—selecoe — — — ————————————F
Abdool Village
Aron

Agostini Settlement
Status Agostini Village
Alexander Village
Allandale

Anse Mahaui

Apex

‘ Island Aranguez

Arena

Arena

Site Area Ariapita

Arima
Kindly sefect Isl]  Arouca

TOST TR

Application Type

Date Submitted

Arquhart Village
Town or Village Auzonville
Averboukh
[Category of Development #wocat
Bachya Village
Bagatelle
Ealmain
Bamboo
Bamboo
Bamboo Grove 1
Bamboo Grove 11 | |
Barrackpore

Basseterre
Basta Hall Village H
Bayshore

Last Town or ST o= STEETTTOT T

Figure 248 - Island drop down list

‘ Category of Development

New Buildings

Addition to existing structure
Alteration

Change of Use

Sub-Division

Carrying out of engineering operations
Retention

Figure 249 - Category of Development drop down list

3. Click Search button and the results will be displayed in the ‘Search Result’
section below.

4. Results would be provided three(3) per results page. Click Next or a page number to
view another results page.

A sample search is shown in Figure 250 below.
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Search Criteria

Reference No

wn

First Name j
Last Mame
Application Type Planning Permission v
Status Select one e
Date Submitted e

Island ® Trinidad
O Tobago

Site Area Select one w

-

King! 5t 5 based on data from Central st

Town or Village

Category of Development Select one v

Search Clear

Search Result

First Last Townor  Application Date Category of Land Use
Mame  Mame Village Type Submitted Development Proposed
Reference No s s N s s Status ¥ Island®  Area® Y
PPR2019091005034 Julia Mongroo Planning 10 Sep conditionally Trinidad Ariapita Mew Buildings
Permission 2019 approved
PPR2019091205089 Julie Lettier Planning 210ct 2019 Submitted Final  Trinidad  Ariapita  New Buildings
Permission Application
PPR2019091305117 Jorge Bellway Planning 150cc 2019 Submitted for Trinidad Ariapita MNew Buildings
Permission Inspection

Back - 2 3 9 10 Next

Figure 250 - Sample search with results

Note, you do not have to enter the full Reference Number, First Name or Last Name

for your search.

5. Click the reference number to view the application.
Note, if the application was not assigned to you or is at another level, you would only be
able to view the application. If the application was assigned to you, you would have the

ability to process it.
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ABOUT THE SITE LOCATION

The Site Location tool function allows applicants to define a “virtual boundary of a plot”
around a real-world geographic area. This enables DevelopTT approvers to ascertain the

exact location of the site in question. The plotter is also able to plot a site location on the

map.

Plotting on the map

=
Site Location 5 g
g & +
Ar = <
® ”"””.m ) -
Tools ve
Ar/ﬁr‘"'") & @
|7 0 m Ave $
c ~ A, g 2
Show Guide Tap victoria clir M
é? Pitg , Victon i N ) )
[~ e (=]
< o
. . Apja. . &
0 My Site Location kDrg,-,.m g
& “
©
‘ s ’q“\f,q
§ Show Plotter's Drawing » S a4,
Turn on to display site location drawn by plotter. 4& . o Qg
Dit.
2 Av
g .
M Search Radius < Ay
a
rch radius for searching neighboring Ditg
E: 66107195 - N: 1179074.11 =
Lat: 10.66. 27 0 - Lon: -61.527375 %‘?

Site Location

1. Locate site using the following options:

a. Zoom to site location
b. Close the Site Location tab and open the Search tool { Q)

Click on Draw ( &)
Move your pointer on the map and click to draw the boundaries of your site. ‘ B
To complete the drawing, click on the first point. If drawn correctly, the area inside will have a yellow averlay.

If site location is drawn incorrectly, click on the Cancel ( ® ) lcon and redraw.

Click on Save Icon ( ®). The saved site location will have a red overlay.

A location sketch should be uploaded for forested areas (See tab 3 - Upload Documents).
To change site location after saving a drawing, redraw the site location sketch and save.

o

Figure 251 - Example of Site Location plotted by plotter

A - Displays Drawing Tools, Show Applicant’s Drawing toggle, Search Radius.

/s @ 0O

Drawing Tools : These are used for plotting the location.
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Show Applicant’s Drawing: You can toggle this on and off by clicking on the toggle bar,
L

Search Radius: Allows the user to set the search radius (measured from around the
applicant’s plotted area) to show neighbouring applications.

Set the Search radius and click Search button.

Site Location *

1 My Site Location

O
A”’&/-\
® 1 + iy,

i sia)jer fosp™

B Show Applicant's Drawing @&
Tumontod splay site location drawn
apphicant.

= Mucurapo West
9 Secondary School

3 Q

% East Mucurapo
% Secondary Schbc

Jamaat Al Muslimeen e

B Search Radius

n rad

siayer faipny

Current Setting: 300 m

SEARCH

Figure 252 - Search feature

B - Displays instructions on plotting a location.

Map Icons

. . . Site Location
Click the ‘X' next to Site Location on the left,

. Your map will appear
with icons on the left and right side as seen in Figure 253 below.
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=
estery
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Site Location tab %
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.

» z
@ Hasely Crawford Stadium 5 g,

c

s Hwy
2
Audrey e

Ohte, £
o) &
" ey
INVADER'S BAY

iy e
E: 660506.53 - N: 1179655.8i {94, H
Lat: 10.668044 - Lon: -61.532518. “Z;) 2
£
'O Chai
Part Authority of
Trinidad'& Tobago e

‘E 4y :f’ \@4
/ i g Zoom In Ra
3 # ST CLAIR ¥ e ¥
Landmark tab 5 i s 5"::
> MUCURARD St Clair Medical Centre Queen's park  Zoom Out
Lavers tab o b soverndt 5
ayers .; y o %"*@, Zoom D(if'ault_
1y g % 3 H
Search tab 3 _" = 0 NEWTOWE =
z ) PORT o;Pegmﬂnf
Change map tab WOODBROOK § s Namg‘wggﬁ:;gt View

DEVELOPTT

Port of Spain

General Hospital

@ Mational Archives Of
Trinidad and Tobago
DOWNTOWN :

15 oMoKD

Park Street EAST DRY RIVH

£ DukeSt

South East Port Of
Spain Government..

]

M\'m;try of Works and
Transport Head Office

- @

Figure 253 - Site Location

would have this tab open by default.

Landmark

Site Location tab — As seen in Figure 253 above, all maps for DevelopTT approvers

Landmark tab — You can add landmarks to the map, (Figure 254).

+
oals
&
Matelot
Filette @
Ui
Las Cuevas
Blanchisseuse
Maracas
Bay Village Brasso Seco
Diego Martin lleos
4. Add description if required, and Save landmark AT
Pl Valley
Island Lopinat
CHAGUARAMAS
Delete Landmarks ELUMES
WOUDERODK
Port of Spain___ San Juan Tunapuna Walencia
E: 706882.92 - N: 1175034.39 .
Lat: 10.623994 - Lon: -61.108907 Trincity Arima
Churchill Rogg,, Aripo
Piarco &el,m[“w‘! Savannas
Figure 254 - Site Location Landmark tab

c) Layers tab - There are six (6) layers. You can toggle on and off any of the layers.

In Figure 255 below, Planning layer is on. You can see a legend provided o the

top right and the different layers displayed. Click ‘X' next to Layers to exit.
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o T4

Layers s
B s +
N I -

1 Planning [ ¢ B
~ 2
1l Counties » o
Uquire T o
Macuro ot gl 2 T2 4 Ly

1 Policy » Jpesd

B Municipal Corporations »

Gulf of Paria

I Settlement Area »

1 Cadastral Grid » 3 Cotorra

Figure 255 - Site Location Layers tab

d) Search tab - You can search the map as seen in Figure 256 below. Enter the start
or the full name of what you want to find and click Enter; the green pin (circled in

Figure 256 below) shows the exact location.

Sea rCh &3 Immigration Division _Queen st Queen St Gueen g 1l
b= 3
g @
. @ Ministry of Education @ g ] +
& 4
W Tax Payers Section - 2 z -—
Search for addrasses / landmarks within T&T | Inland Revenue Division = 2 3 z Y
tressuySt B g g 3 g
Type atleast 4 characters and select suggested ur reRsuy St 2 B 3 2 < &
entry from dropdown tc zoom to lecation. 15 e = £} sl £ 7] o
Ministry of Planning and Development, Po % | Difice of the "7\79 Independence Square N Brianlara The Cathedral of t [
n, Trinidad... % Promenade Immaculate Concepti

S,
Ministry of Planning and Development. 9y

dependence Square S
Port of Spain, Trinidad and Tobago ey .

ey

1c afiosn

Ministry Of Flanning and Development, Financi
Chaguanas, Trinidad and Tobago

15 U

Housing Development
Corporation

Town and Country Planning Division,

; S Quay
gmmstry of Planning & Development, Wf’g”?s South Quay S Quay
outh Region Office, OWTU Palms Club 017,?0
Building, Pointe-A -Pierre Road, San
Femnande, Trinidad and Tobago Wrigms
E: 662386.81 - N: 117762217 on Rd Beetham Huy
Lat: 10.649576 - Lon: -61.515420
5
Esma’h,t):

Figure 256-Site Location Search tab

e) Change map tab - This feature allows you to see the map in four (4) different

ways: Normal, Terrain, Satellite and Hybrid. We have been looking at the map in

Normal view mode.
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A queen St T queenst
DD{’"»O- Immigration Division Queen St Uueen ot aad 3 Q
©
* 5 @ Ministry of Education @ %) +
] W Tax Payers Section - -—
@ Inland Revenue Division 3 :f
| Treasury g o
Ministry of Labour G 2
Q, and Small Enterprise... @ ) w L
-e Square N a
n 2 of the %\79 Independence Square Brian Lara The Cathedral of t £
TERRAIN ~ SATELLITE ~ HYBRID  nidad 4{9 °® Promenade Immaculate Concepti u
< Independence Square S
o @ = 2
Eric Williams = g g
Financial Complex 3 3
ANCENEIPER 3 2 Housing Development
@ Corporation
‘%,,OI o
S, ) S Quay
.o%% %5’%0 South Quay D
% N
- y
Y W”Q‘hts
%, E: 663206.38 - N: 1177327.58 0N Rd Beetham H'Wy
Y Lat: 10.646877 - Lon: -61.507942
8
Be”?alh Ly

Figure 257 - Site Location Change Map tab
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HOW TO SCHEDULE AN INSPECTION

A DevelopTT approver may desire to carry out an inspection on the site before processing

the application. These steps provide details on scheduling an inspection.

GOOD TO KNOW:

@ - More than one inspection can be scheduled and performed for a single

application.

- Aninspection MUST be scheduled before going on site with the mobile application.

If it is not scheduled, it will not show up on DevelopTT mobile application.

Steps to Schedule an Inspection

1. Click on the reference number to view the application.

2. Click ‘Next’ or go to Schedule Inspection tab. Click the checkbox indicated as A in

Figure 258 below. If no inspection is required, click Next.

..... o © oo o o o e ©o = o o

Assessment Planning Applicant Site Location Documents Documents Select Site Application Schedule Download Assessment
History Questions Details Status Assessment Report Inspection Application
Form Report

Schedule Inspection

Is site inspection required? ‘ A
E m

Figure 258 - Schedule Inspection tab

When the approver checks the checkbox, the inspection window pops up to the
‘Add Inspection Job’ window as seen in Figure 259 below. The Application Ref. No.

would be automatically populated. Agency would always be TCPD.

3. Select Job Form Template and Job Report Template from the drop-down list. The

previously created job form would show up below; scroll down to view the form.
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Add Inspection Job

Agency * Application Ref. No. * -
TGPD PPR2019103105808
Description

lob Form Template * Job Report Temiplate *

Site Visit Forms Site Visit Forms

Form Editor

-

m Cance'

Figure 259 - Add Inspection Job window

4. Click '‘Save’ and the approver will see a success message and be redirected to

the Inspection Job window (Figure 260 below). Scroll down and you would see the

table with the job.

| [l ] ISR IR -
Search By
Scheduled Date Job ID Job Form Template Application Ref, No. Description
; -ct Start k Templat PPR2019103105808
10 5 )

PR Actual
Job Application Ref. Job Fo heduled Actual <
D No. User Template e B iite gtaatr; End Date Location
366 || PPR2019103105508 | TCPDInspector | Sie Visit

2 P Forms

' Showing O to 0 of 0 entries
A :

Figure 260 - Inspection Job window
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5. Scroll down and you would see the table with the job. Click the cross in the blue

7

box to expand. Click the edit button to change the job form or report

selected. You would be taken back to the Add Inspection Job window shown in

Figure 261.
10 o b -
Job Application Ref. > Job Form Sy Scheduled  Actual Actual Foat
ID No. i Template ESTHEIINN Date - End Date Deahon

Date

H e Site Visit
366 PPR2019103105808 TCPDInspector Eorme

Status Unscheduled

End

Report

Schedule

Edit

Showing O to 0 of D entries1 row selected

Figure 261 - Schedule Inspection step

6. Click the schedule button to schedule the inspection. The Schedule

Inspection window would pop up. Click in Specify Date and Time fextbox shown in

Figure 262 below and choose a date and time for the inspection and click OK.
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Schedule Inspection

Specify Date & Time

< | <m

Figure 262 - Schedule Inspection window

You will get a Success message and be redirected to the Inspection Job window
where the status of the job would have changed to 'Scheduled’ and scheduled

inspection date added to table as seen in Figure 263 below.

Job Form

Job Application Ref.
No. Template

Scheduled Actual Actual
1D a

Start Location
Date Date End Date

[ - | e Site Visit 07/11/2019
366 PPR2019103105808 TCPDInspector o 11:02:00 ‘
—r=

User Description

End v
Report

Schedule =
Edit Vi

Showing 0 to 0 of 0 entries1 row selected

Figure 263 - Scheduled Inspection

The approver can now go to the mobile application to carry out the inspection.

This would be described in detail in the DevelopTT Mobile Application section.
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After the Inspection is Performed

After an approver carries out inspection, he/she is required to save the form. Once the
mobile device is connected to the internet, the form would automatically be uploaded

to the website and report generated by the system. An approver can view the report in
two ways:-

1. Schedule Inspection tab

If the approver has carried out the inspection themselves, they would be able to
use this option.

a. Go to the Schedule Inspection tab and click the checkbox.

b. Navigate to the Inspection Job window as seen in Figure 261 above.

c. Scroll down to view the list of inspection jobs. You would see an Actual

End Date for your completed inspection (Figure 264 below).

Job Application Ref. Job Form . Scheduled Actual Actual End -
ID No. L5 Template ~ Description  hoso Start Date  Date SLEET
= o = Site Visit 07/11/2019 07/11/2019
.:5. PPR2019103105808 TCPDInspector Forme 11-12:00 111328 ‘
. ; < Site Visit 07/11/2019 07/11/2019 07/11/2019
366 PPR2019103105808 TCPDInspector T 11-02:00 11-07:08 11-10:11
n - Showing 1 to 2 of 2 enfries

Figure 264 - Job List (Actual End Date inserted)
d. Click the cross in the blue box, indicated in Figure 264 above, to expand

the record. You will nofice the status of the job has changed to ended

and a PDF icon appeared next to Report (Figure 265 below)
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R e e
367 | PPR2019103105808  TCPDinspector | oo oot AL G B o
B s6c  prrooron03105808  TCPDInspector 5o VISt WANENS | TIAIENS | 0i1ANS

Status

End

Report FOF

Schedule

Edit 7

n . Showing 1 to 2 of 2 entries 1 row selected

Figure 265 - Updated Status and PDF Report icon

e. Click the PDF icon to view the Inspection Job Report. A new webpage will

be opened and your report will be displayed (Figure 266 below).

2. Download Application Report tab

Only DevelopTT approvers that can view inspection reports would be able to

view this tab.

a. Go to Download Application Form Report tab. You will see a list of reports by
Job ID (Figure 266 below).

b. Click on the Job ID and the report will open in PDF format (Figure 267 below).

Download Application Report

Jobld Agency File Name File Format Date

366 TCPD PPR2019103105808_366.pdf applicationfoctet-stream

Next}

Figure 266 - Download Application Report tab
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PPR2019103105808_366.pdf

Site Visit Forms
1.8 Access

8. No. of Acoess roads: |
1b. Name of Access road (s): Famm Road
16, Directo: Narin

1d. Main Acosss Type:

[ ] Righotway

[ ] Majornighway
[] Main Road

[ 1 LocsiRoad

[ ] omer

[ ] Genteundustng
[ ] steen
Dirsction of sioge:

Ploaso describe below:

Figure 267 - Inspection Report
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USING DEVELOPTT MOBILE APPLICATION

The DevelopTT Mobile Application was created to allow reports from site inspections to
be uploaded to DevelopTT automatically. Inspection forms and reports are created by
an administrator. The inspection on the DevelopTT app can be conducted with or

without connection to a network.

1. After successfully scheduling your inspection, open the DevelopTT app on the

tablet assigned. The app will open to the Login page as seen in Figure 268 below.

11:06 &

By

PPR2019103105808

Download Application Files

View Application Details
2016/11/07 11:02:00

Site Visit Forms

4 tcpdinspector

(] Planning Mobile 1

LOG IN

Version 0.1.7 — Y, S
1: Last Updated: 07 Nov 2019 11:06:38 O
1l @) <
Figure 268 - DevelopTl App Login Page Figure 269 - DevelopTT App dashboard

2. Enter your DevelopTT credentials and click the Log In button. You will be directed
to the dashboard which will show a list of all inspections that you have scheduled.

The dashboard would be explained in greater detail below.
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QN allall 34% =

Log out button Create Adhoc Job

I PPR2019103105808 l— Application Reference Number

Download Application Files
View Application Details
2019/11/07 11:02:00

Status of inspection

View personal information of applicant

Site Visit Forms

Number of Number of completed
outstanding inspection jobs to be
inspection jobs uploaded to system

Refresh button

Figure 270 - Dashboard explained

From your dashboard, you may

Create an Ad hoc Job from the mobile app (Figure 271). You would be able to
select the form template to use from those created by the admin.

View the personal information of the applicant (Figure 273).

Change preference from automatic to manual and change the order of

inspection jobs (Figures 272 & 274).

Page | 255



TTBizlink DEVELOPTT USER GUIDE - TCPD q1bﬁ
DEVELOPTT

11:40 d @

Create Adhoc Job

Form Template

Geo tag testing

Duration

10

Location L :
Application Details

mEx.100 ohar (S) Name: PPR2019103105808
PPR2019103105808
Address: 23, ,, Chacachacare
Nature of Dev: New Buildings
Land Use:

CANCEL CREATE Status: Submitted for Inspection

0K

n @) <

Figure 271 - Create Ad hoc Job Figure 273 - View Application Details

QN il 38% & 11:41 W @

PPR2019103105808

Download Application Files
View Application Details
2019/11/07 11:12:00

¥ MOVE DOWN - MOVE UP

Geo tag testing

Site Visit Forms

= & 0o Q

Last Updated: 07 Nov 2019 11:40:58

n @] <

Figure 272 - Select form for Ad hoc Job Figure 274 - Sort Preference
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3. Click the application number to start the inspection. You will be prompted with a

confirmation message seen in Figure 275 below. Click ‘CANCEL’ to return fo the

dashboard; click '‘OK’ to start inspection.

Site Visit Forms

Start Planned Job 1. Gits Accass

Start this planned job and continue to

form? 1a. No. of Access roads

CANCEL 1

1b. Name of Access road (s)

Farm Road

1c. Direction

North

1d. Main Access Type

] @) <

Figure 275 - Start job confirmation message Figure 276 - Sample inspection form in app

1
4. Complete the form. You may Save the form by clicking on the save icon

whilst filling out the form. If you return to the dashboard by clicking back button

. before submitting, you will see the status of the job has changed.
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Business Made Easy

PPR2019103105808
Download Application Files
View Application Details

2016/11/07 11:12.00

Site Visit Forms

Save Success

Form successfully saved.

0K

= & 0o (@7

Last Updated: 07 Nov 2019 11:13:39

Figure 277 - Successful Save message Figure 278 - Dashboard with Updated Status

5. Once the form is completed, hit the Submit icon . to the top right. You will be
prompted with a confirmation message; click CANCEL to stay on form; click OK to
submit form. If you click OK, you will be directed to the dashboard. Your
inspection would no longer be on your dashboard however, you would notice
that the number of completed inspections to be uploaded has been

incremented by 1.
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11:10 Gd

11:10 G

Are you sure you want to submit this
form?

CANCEL

0& T Q

Last Updated: 07 Nov 2019 11:06:38

Figure 279 - Submit form confirmation Figure 280 - Updated dashboard (completed

message inspection removed)

6. Return to the web application to view the report.

Once connected to the internet, the application would automatically upload the report
to DevelopTT system and you would be able to access the report from the web

application.
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PDFTRON

PDFTron contains the following tools to help the user to navigate through the application.

[o] [=][e][x][e @ &=~
/NN

Panel View Controls Pan  Select Zoom

Figure 281 - Menu (left)

Panel - The Panel displays
e Thumbnails of all pages in the document
o Outlines of all pages in the document

¢ Notes/ Annotations in the document

View Controls — The user is presented with tools for
¢ Page fransitions — Allows the user to view the PDF document page by page or
confinuously
e Layout — Allows the user to view the document by single pages, double pages or
just the cover page.

e Rotate — Allows the user to rotate counter-clockwise or clockwise

Pan - Panning and scrolling are addifional ways to view specific areas of the document.
If the user decides to work at high magnification levels or with large drawings, the whole
drawing may not be seen. Panning and scrolling allow the user to move the page around

in the drawing window to view previously hidden areas.

Select - The Select tool is designed to select regions from the document to allow the user

fo work on them.

Zoom - These confrols allow the user fo zoom in to get a closer look or zoom out o see
more of the document. With the zoom option, the user can determine the amount of detail

they want.
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[7+|[#~ ﬂ'ﬂg T Il QIZ'F

Measurement Text Signatures Comments Search Save
Tool Tool
JF v "L
Freehand Shape Free Text Misc. Tools Menu
Tool Tool

Figure 282 - Menu (right)

Measurement Tool - This tool gives the user the ability to measure distance, trace a
perimeter or calculate the area. It enables accurate measurement with snap-to-point and
adjusts the scale of measurement to meet drawing specs. Opacity, thickness, scale and
precision can be selected by the user.
¢ Opacity —There is a scale that allows the user to choose the opacity level. Opacity
is measured by percentage.
e Thickness — There is a scale that allows the user to choose the thickness of the lines.
e Scale —There are two scales within the tool. The first scale is to scaled to document
size. This gives options to measure in inches, milimetres, centimetres and points. The
second scale is scaled to lifesize scale. This gives options to measure in inches,
millimetres, centimetres, points, feet, meftres, yards, kilometres and miles. The user
can select any of these option and enter the figure.
e Precision — The user can select how precise the scale should be. It can be precise
to 0.1, 0.01, 0.001 or 0.0001.

Freehand Tool - This tool allows the user to draw freely on the document in a number of
colours. A number of different colours, thickness and different percentage of opacity can

be chosen.

Text Tool - This tool allows the user to highlight, underline or place a strikethrough any text
on the document. A number of different colours and different percentage of opacity can

be chosen.
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Shape Tool - This tool allows the user to draw various shapes on the document. Opacity

and thickness can be selected by the user.

Signatures - This tool allows the user to create and save signatures. These signatures can

be selected and placed anywhere on the document.

Free Text - This tool allows you to add text to the document. Opacity, thickness, text size

can be selected by the user.

Comments - This tool allows a user to create an annotation on the document.

Misc. Tools - This tool enables the user to add a callout or stamp (as image) to the

document.

Search - This tool allows the user to search for words in the document.

Menu - This tool gives the user options for Full Screen, Download and Print.

Save - The user can Save the document after annotiations have been completed. The

user can click Stay button to remain on page or Close button to save annotations and

close page.
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APPLICATION FLOWCHART

The different applications types follow different flows. The flowcharts below show the flow

of a different types of applications on DevelopTT.
= Figure 283 - Outline Application for Planning Permission
= Figure 284 - Planning Permission Application
= Figure 285 - State Application
= Figure 286 — Advertisement Application
= Figure 287 — Mining Application
= Figure 288 — Correspondence Application

= Figure 289 — Variation Request

Page | 263



TTBizLnk DEVELOPTT USER GUIDE - TCPD 11 (1]
DEVELOPTT

EELTTTEE T

Approved
Outline

TCPD TCPD

Applicant Supervisor Inspector AN

CCLLLLLL L L Bussssennnnnsnnnnnnns Pusssnrnnnnnnnnnnnnnn T TTTT LTI Sesrrssssssnnnnnnnnnnnnnnnn®

Applicant's response

Outline + Planning
. Section of Flow

Approve Planning
s Permission

TCPD TCPD

SERlCaE Supervisor Inspector

Applicant

Applicant's response
Municipal

Coporation

v Query Applicant

S LI Applicant Repsonse
e | TCPD Queries
TCPD

<
<€ | Other Flow

Figure 283 - Outline Application for Planning Permission Flow
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Figure 284 - Planning Permission Application Flow

Query Applicant

Approved

TCPD

Specialist Applicant

Applicant

NSssasasssasasaie Sesiissesnsasssnsenet Pecsscecescssssnasane Rstsssssssssssssasan » Municipal
Applicant's response Coporation
e Query Applicant
S SELTE Applicant Repsonse
e | TCPD Queries
< | TCPD
<€ | Other Flow

Figure 285 - State Application Flow
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Figure 286 - Advertisement Application Flow
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Figure 287 - Mining Application Flow
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POSSIBLE ERRORS

There are a few errors that you may get while using DevelopTT. These errors and their fixes

would be listed below.

* Missing Information error — Certain fields within the application form are
mandatory. If a user attempts to forward the application without filing out alll
mandatory fields, they will receive an error message. An example is seen in Figure
290 below.

A\ There are some ermors, please correct them below:
+ X-Coordinate
= Y-Coordinate
» Does this site fall inside of an Approved Subdivision?
« Comments

Figure 290 - Missing Information error

In this example, the plotter is attempting to forward the application to the
supervisor but hasn't filled out the mandatory Site Location information. The error

message lists the fields that are missing.
Solution: Click on the field to be taken to the tab with the field and fill out it.

= Server Error 401 - A user may get this error if, after leaving DevelopTT idle for an
extended fime, they are logged out of the system (session timeout — explained

below) and attempt to complete a function without login.
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Server Error: 401. Error: "Access Denied, due to no privilege". Please contact the
system administrator

Figure 291 - Server Error 401

Solution: Refresh the webpage. After this is done, you will be taken to the

Homepage to log in.

= Session Timeout - A session is created when a user logs in to DevelopTT. Each
session is given a specific ID and a session ends, when the user logs out. If a user
remains idle on DevelopTT for an extended period, the system can end a user’s
session. Users would be given notifications when the system is going to end a

session (session fimeout).

Your session is about to timeout in 1 minutes44 Second S, do you wish to continue?

Figure 292 - Session Timeout

Session Timeout prompt will be shown after 60 minutes of inactivity. Idleness can
be interrupted by simply clicking a button on the website. The countdown fimer
would start from 10 minutes 0 seconds. Click Yes to return to the website logged
in; click No to log out. When the system ends the session, the webpage would be

redirected to the homepage.

= Server Error 500 - This error is presented when the server faces an unexpected
condition that prevents it from fulfiling a request.
Solution: There are a few steps to follow with this error. Follow the steps in the
order given below. Perform one step and attempt to process your application to
see if issue is solved.

i. Reload the webpage.
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i. Cleanyourcache.
iiil Clear browser cookies.
iv. Restart the browser.

v.  Contact your system administrator.

Server Error: 500. Error: Internal Server Error. Please contact the system

administrator.

Figure 293 - Server Error 500

Page | 270



