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Background 
A referral request is received by a referral body as prescribed by the zones etc. and by 
council when the assessing relevant authority is State Planning Commission (SPC).  
 
A ‘referral body notified’ email is sent to the organisations group mailbox as set-up for your 
organisation. If there are changes to your group mailbox then contact your organisations 
‘Administrator’ who can perform the updates. 
 
 
Referral Recalled by relevant authority 
The recalling of a referral request may occur, as distributed in error or as part of another 
process, for example the relevant authority for building consent assessment has re-set the 
consent back to verification. 
 
On recall of the referral request your organisation and the assigned assessor (if assigned) 
receives an email advising the recall of a referral request (may include a reason) and the 
status of the referral is updated to ‘Recalled’ which moves the application from the 
“Assessment in Progress” tab to the “Completed” tab within your Assessments dashboard. 
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Consent assessment placed on hold by relevant authority 
When the relevant authority places the consent on hold the consent status updates with ‘On 
Hold (Applicant Request)’. 
 

 
 
Whilst ‘on hold’ any requests for information remain active and the applications primary 
contact can submit a response to the request.  
 
Responding to the referral request is available, with limited functionality for a response ‘with 
comments, conditions and/or notes’ the ability to add conditions or notes will not be available 
(disabled).  
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Included instructions 
• Receive referral request 

• Assign a staff member to the referral request 

o View your teams current workload 

o Allocate a staff member 

o Remove staff member allocation 

• Decline the Referral 

• Accept the Referral 

• Request for further information 

• Make a decision 

o Respond with no comments 

o Respond with comments, conditions and/or notes 

 Add conditions 

 Add advisory notes 

o Respond with direct refusal of this application 

• View the referral response details 

 
Related Instructions 

• Request, Upload and Generate Documents and Request for information | PlanSA 

• How to – Create, modify and delete a standard condition, note and reserved matter | 

PlanSA 

  

https://plan.sa.gov.au/about/support_library/request,_upload_and_generate_documents
https://plan.sa.gov.au/__data/assets/pdf_file/0007/792916/How-to-Create,-modify-and-delete-a-standard-condition,-note-and-reserved-matter.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0007/792916/How-to-Create,-modify-and-delete-a-standard-condition,-note-and-reserved-matter.pdf
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Receive referral request 
On distribution of the referral request by the consent assessing relevant authority an email is sent 
to your organisations email address and the application available in your organisations For Your 
Action tab within the Assessments dashboard. 

_____ 
 

1. Remove the Assigned to me only flag to view all requests for your organisation. 

  

2. Alternatively, to locate the request search by the application ID provided in the email 
notification. 
 

 

3. Search results returns 0 matches. Remove the Assigned to me only flag to view all 
requests for your organisation. 
 

 

The application is shown. 
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Assign a staff member to the referral request 
On assigning the referral to a staff member, they will receive an email advising their 
allocation and the application will show in their For Your Action tab. 
_____ 
 

1. Click on the application (not the ID) to see the application status details. 
 

2. Click on the Referrals link for the applicable consent. 
 

 
 
  



OFFICIAL 

 
6 

How to… 
Respond to an external referral request 

Version 1.0 

The Referrals page shows for the applicable consent. 

3. Read the relevant authority’s comments to assist with the referral assignment. 

 

Other referral requests for the application are also shown. 

 

4. Click on Assign. 
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View your teams current workload 
5. Click on View team workload to see who in your team has work assigned. 

 

A graph shows with the names of your team and their current allocations. 

 

6. Click on the graph line to view the allocated applications. 
 

7. Click Back to all users to close the view. 

 

The view team workload shows.  
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Allocate a staff member 

On assigning a referral request to a team member, when they open their Assessments 
dashboard the application will show as ‘assigned to me only’ within the tabs; For Your 
Action, Assessment in Progress and Waiting. 

 
8. Start typing the name of the staff member and list of matching results select their and 

then SAVE to allocate. 

 

A confirmation of the assignment is shown.  

 

Remove staff member allocation 
9. Click Change. 
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The allocation is removed. To allocate to a different staff member repeat Allocate a staff 
member instructions. 
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Decline the Referral 

On declining the referral, the application moves to the Completed tab in your 
Assessments dashboard. The relevant authority receives a ‘Referral body responded to 
referral’ email (includes the reason for declining), who then recalls the referral request 
updating the referral status from “Pending Recall” to “Recalled” and you will be notified of 
the recall by email a 

 
1. Click DECLINE REFRRAL 

 

2. Provide a reason for declining the request. 

 

3. Click HOME to close the page. 
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The Referral page shows and the referral status updates to ‘Pending Recall’. 
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Accept the Referral 

On accepting the referral, the application moves to the Assessment in progress tab and 
if allocated to you for a response, the application will show in Assigned to me only. 

 
1. Click ACCEPT REFERRAL. 

 

The referral status updates to ‘In Progress’ and the Respond to Referral button is available. 
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Request for further information 

Check the Documents store, which contains documentation both system generated and 
upload by the applicant and relevant authority to determine if further information is 
required. 
 
On sending the request for information, the primary contact for the application receives a 
‘Request for further information’ email with the letter attached, and the application moves 
to the Waiting tab in your Assessments dashboard. 
 
The ability to respond to the referral is hidden until a response to the request for 
information is received. 
 
Following the request refer to the Request, Upload and Generate Documents and 
Request for information | PlanSA for instructions on: 

• Provide requested further information during assessment 
• Evaluate the request for information response 
• Perform an extension of time for an applicant to respond with further information 
• Review an expired Request for further information (RFI) and enter a further RFI 

applicant agreement. 

 

1. Click RFIs (Request for Information) tab. 
 

2. Click Send Request for Information. 

 

  

https://plan.sa.gov.au/about/support_library/request,_upload_and_generate_documents
https://plan.sa.gov.au/about/support_library/request,_upload_and_generate_documents
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3. The Request for Information page shows.  
 

4. Download the Generate ‘request for additional information’ document. 

 

5. Complete the section highlighted in this example with the information the primary 
contact for the application is required to provide and then save the letter. 
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6. Click Upload and then drag-and-drop the saved letter into the Drop file here field. 
 

7. Click Cancel to close the Open window. 
 

 

8. Leave default RFI Due date or update as required. 
 

9. SEND REQUEST. 
 

 

10. The Further information requests page shows with the request. 
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Make a decision 

On submission of your decision the relevant authority receives a ‘Referral Body responded 
to referral’ email and the applications primary contact is copied into the response. 
Your application will move to the Completed tab in the Assessments dashboard. 
 
Added conditions and Notes 
When the decision is ‘with comments, conditions and/or notes’ these are available to the 
relevant authority to view from the applicable consent and will be included in the Decision 
Notification Form (DNF). 
 
To note, the ability to edit the conditions and notes you have added, is currently not 
available. 

 
1. Click RESPOND TO REFERRAL. 

 

 
 

2. The Referral Response page shows with three responses. 
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Respond with no comments 
 

3. Click No comment to make. 
 

4. Provide Reasons as required. 
 

5. NO COMMENT. 
 

 
6. Click HOME. 

 

 
 
The Referral page shows. The referral status updates to ‘Responded’ and the VIEW 
DETAILS button is available. 
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Respond with comments, conditions and/or notes 
 

1. Click With comments, conditions and/or notes. 
 
Add conditions 

 
2. Click +Add new condition. 

 

 
 

3. Click on Title to select a standard condition or select ‘Other’ to create your own. 
 

Standard Conditions 
If standard conditions have not been set-up for your organisation, then contact your 
organisations administrator who can create standard conditions or notes following the 
instructions How to – Create, modify and delete a standard condition, note and reserved 
matter | PlanSA. 

 
4. Provide a custom title for the condition. 

 
5. Provide the condition details. 

 
6. Mark if a Clearance Requirement or not. 

 
7. Add another condition, if required. 

 

 

https://plan.sa.gov.au/__data/assets/pdf_file/0007/792916/How-to-Create,-modify-and-delete-a-standard-condition,-note-and-reserved-matter.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0007/792916/How-to-Create,-modify-and-delete-a-standard-condition,-note-and-reserved-matter.pdf


OFFICIAL 

 
19 

How to… 
Respond to an external referral request 

Version 1.0 

Add advisory notes 
 

8. Click +Add new advisory note. 
 

9. Click on Title to select a standard advisor note or select ‘Other’ to create your own. 
 

10. Provide a custom title for the condition. 
 

11. Add another advisory note, if required. 
 

 
 

12. Click Upload and drag-and-drop saved response comments into the Drop files here 
field, as required. 
 

13. Click Cancel to close the Open window. 
 

 
 

14. Upload another document, as required. 
 

15. NO OBJECTION, WITH COMMENTS. 
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16. Click HOME. 

 

The Referral page shows. The referral status updates to ‘Responded’ and the VIEW 
DETAILS button is available. 
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Respond with direct refusal of this application 
 

1. Click Direct refusal of this application. 
 

2. Provide Reason for refusal, as required. 
 

 
 

3. Click Upload and drag-and-drop saved response comments into the Drop files here 
field, as required 

 

 
 

4. Upload another document, as required. 
 

5. DIRECT REFUSAL. 
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6. Click HOME. 

 

View the referral response details 
The Referral page shows. The referral status updates to ‘Responded’ and the VIEW 
DETAILS button is available. 
 

 

 
1. Click VIEW DETAILS to view more information, includes the referral body’s 

response, including uploaded response documents. 
 

The Referral details shows include the response details. 

2. Click Referrals to close the detailed view. 
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