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How to… 
Reassign endorsement of a variation decision 
to another team member 

Version 1.0 

Background 
Reassign the endorsement of the decision is performed when the team leader / manager 
nominated was in error, they are unavailable (e.g. on leave), left the organisation, or their 
role has changed. 
 
Contact the new endorser by email and/or phone call with the application ID number on 
completion of the reassignment. 
 
Included instructions 

• Locate the application consent 

• Reassign to a new endorser  

 

Related Instructions 
• Guide – Make a decision on an assessed consent | PlanSA 

• How to – Endorse a consent decision 

  

https://plan.sa.gov.au/__data/assets/pdf_file/0004/684004/Guide-Make-a-decision-on-an-assessed-consent.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0008/809675/How_to_-_Endorse_a_consent_decision.pdf
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Locate the application consent 
Search for application 
 

1. Search for the application by the ID number if known or the location address. 
 

2. Click on the application ID to open the application. 
 

 
 

Filter My Tasks by task name 
 

3. Leave default selection to show Assigned to me only tasks or click on Assign to 
my Organisation to view all applications with task pending. 

 
4. Click on filter Task Name and start typing ‘respond to variation endorsement request’ 

and select from list of matches. 
 

 
 
The applications with consents with endorsement requests are shown. 
 

5. Click on the application ID to open the application. 
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Reassign a new endorser  
The Application Summary page shows with action ‘Respond to Variation Endorsement 
Request for Variation Request’. 
 

6. Click on the Variation Request tab to view the endorsement request. 
 

 
 

7. Click on the Reassign action. 
 

 
 
The Reassign Nominated Endorser page displays with the current nominated endorser. 
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8. Click in field Nominate a team leader from your organisation and start typing the 
name of the new endorser and select name from the list of matches. 

 

 

You cannot nominate yourself an error message will show and SUBMIT disabled. 
 
 

 
 

You cannot reassign to the assessor, an error message will show and SUBMIT disabled. 
 
 

 
 
More information for accredited professionals 
 

The search field ‘Nominate a team leader from your organisation’ will only return search 
results for persons within the organisation with the required accreditation level (see tables 
below) for the relevant authority ‘reason’ determined during consent verification. 
 

For individuals within the organisation whose accreditation has expired and no renewal 
(includes applications ‘in draft’) their name will not be available in the field Nominate a 
team leader from your organisation. 

 
Planning consent accreditation required by relevant authority reason 
 

Relevant Authority Reason Accreditation 
required 

Accepted Development – Section 104 Planning Level 1, 3 and 4 
Building Level 1, 2 and 3 

Accredited Professional - Section 97 - Building Level 1 - DTS Building Level 1 

Accredited Professional - Section 97 – Land Surveyor – Land 
Division Planning Consent Surveyor 

Accredited Professional - Section 97 – Level 1 Surveyor - DTS Not applicable 

Accredited Professional - Section 97 - Level 3 - DTS Planning Level 1 and 3 

Accredited Professional - Section 97 - Level 3 – DTS with minor 
variations Planning Level 1 and 3 
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Relevant Authority Reason Accreditation 
required 

Accredited Professional - Section 97 - Level 4 - DTS Planning Level 1, 3 and 4 

Relevant Authority (Exempt) Planning Level 1, 3 and 4 
Building Level 1, 2 and 3 

 

Building consent accreditation required by relevant authority reason 
 

Relevant Authority Reason Accreditation required 
Accredited Professional - Section 97 - Building Level 1 Building Level 1 

Accredited Professional - Section 97 - Building Level 2 Building Level 1 and 2 

Accredited Professional - Section 97 - Building Level 3 Building Level 1, 2 and 3 

Automatic Deemed Registration – Accredited Professional – 
Section 97 AMR 

 
9. Click on Submit to complete the reassignment. 

 

 
 

The Variation Request page shows the request with a status of ‘under assessment’. 
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