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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Applicants requested consent put on-hold 
No active external or internal referral requests 
 

1. Open the consent under assessment. 
 

The consent Summary tab defaulted and shows PLACE ON HOLD option. 
 

2. Click on Place On Hold. 

 
 
The option is additionally available from the Related Actions tab. 
 

Note, the below image is showing the tabs for a planning consent or planning and land 
division consent.  
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

The Place on hold (due to applicant’s request) page shows with total number of days the 
consent has been on hold and field to provide reasons for placing on hold (mandatory). 
 

3. Provide a reason for putting on hold (mandatory). 
 

4. Click on SUBMIT. 

 

The Related Actions tab shows with a limited number of actions. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Consent with active external and internal referral requests  
 

If the consent has active referral requests and/or internal referrals these are shown and 
notified of the consent being place on-hold. For internal referrals the ability to choose to 
notify or not is available. 

 
The Place on hold (due to applicant’s request) page shows with total number of days the 
consent has been on-hold and field to provide reasons for placing on-hold (mandatory). 
 

1. Provide a reason for putting on hold (mandatory). 

 

 
Includes external referrals 

Notifying the listed referral bodies is automatically defaulted and mandatory. 

 

Includes internal referral 

2. Leave the default to notify or remove. Excluding the internal referral responders from 
receive an email notification. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Includes both external and internal referrals 

 

3. Include a comment specific to the referral agencies and internal referral responders. 
Click outside of the text box when complete to close the ‘enter comments’ error 
message. 

The comments are included in the email received by the referral body and/or internal 
referral, including the success message in the referral request and visible only to the 
referral body in the referral request. 

 

 

4. Click on SUBMIT. 

The Related Actions tab shows with a limited number of actions. 

Note, the below image is showing the tabs for a planning consent or planning and land 
division consent.  
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Applicant after request to place consent on-hold 
 

The applicant and primary contact receive an email with subject line ‘Consent placed on hold 
(applicant request)’ and includes instructions to contact the assessing authority when ready 
to take the consent off hold. 

 

An action (prompt only) is created for the applicant and available in the Pending your action 
dashboard. Below is an example, showing the created action to notify the relevant authority 
when ready to take off-hold. 

 

The applicant can specifically filter by Action Required to show only on-hold applications. 

When ready to proceed i.e. remove the hold, the applicant or primary contact will need to 
contact the relevant authority to request removing the consent hold. On resuming the 
consent assessment, the action is completed and removed from the Pending your action 
dashboard. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

External referrals after consent placed on-hold 
On placing the consent on-hold and email with subject line ‘Consent placed on hold 
(applicant request) and assessment paused is received by both external referral agencies 
and internal referral departments (if applicable).  

 
The referral body’s task to ‘respond to referral’ remains available in the My Tasks dashboard 
and shows the request is ‘on hold’ in the Task Days Remaining field. 

 

The same is seen in their Referral Requests dashboard access from the homepage menu. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

When previewing the consent, the Summary page shows will show the consent status ‘on 
hold (applicant request). 

 

The Referrals page includes a warning message, advising the relevant authority has 
‘paused’ the consent assessment at the applicant’s request with additional 
information/comments. 

Each time the applicant requests the consent to be put on-hold the warning message is 
updated with the new or revised relevant authority comments/information. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Internal referrals after consent placed on-hold 
 

When the relevant authority nominates to ‘notify’ the internal referral user they will receive an 
email with subject line ‘Consent place on hold (applicant request) and assessment paused’ 
and includes the name of the internal department e.g. Arboriculture – street tree, due date 
(as applicable) and extra on-hold comments. 

If the consent includes active external referrals in additional to the internal referral(s), then 
both are combined in the one email. 

 

The nominated internal referral user will continue to have visibility of the task ‘Respond to 
Internal Referral Request’ in their My Tasks dashboard. 

  

Additionally, the hyperlinked task is visible in the application Summary page. 

  

Today, an on-hold consent hides the internal referral request in both the consent 
Referrals tab and the Active Internal Referrals dashboard access from the 
Active Referrals left-hand menu in the Assessments homepage. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Applicants requested to take the consent off-hold 

Identifying application consents on-hold 
 

1. Click on Assessments in the left-hand side menu. 

 

The Assessments dashboard shows with all application consents awaiting assessment or 
under assessment. 

 

2. Click on filter Consent Status and start to type ‘on hold’ to show a list of status 
containing ‘on hold’ and select status from list of matches. 

 

 
The Assessments dashboard shows only ‘on hold’ consents. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Applicant requests consent taken off-hold 
No active external or internal referral requests 
 

1. Open the consent with assessment paused. 
 

The consent Summary tab defaulted and shows TAKE OFF HOLD option. 
 

Note, the below image is showing the tabs for a planning consent or planning and land 
division consent.  

 
2. Click on TAKE OFF HOLD. 

 

 
 
The option is additionally available from the Related Actions tab. 
 

 

 
 
The Take off hold (due to applicant’s request) page shows with total number of days the 
consent has been on hold and field to provide reasons for taking off hold (mandatory). 
 

3. Provide a reason for taking off hold (optional). 
 

4. Click on SUBMIT. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

The Related Actions page shows, and the following actions are available. 

• Determine additional fees 
• Place on hold 
• Reset assessment time-frame as per Reg 35.1 
• Edit total development cost 
• Update Planning Info 

Note, the below image is showing the tabs for a planning consent or planning and land 
division consent.  
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Consent with active external and internal referral requests  
 

If the consent has active referral requests and/or internal referrals these are shown and will 
be notified of the consent being taken off-hold. For internal referrals the ability to choose to 
notify or not is available. 
 
Additionally, include a comment to the external referral agencies and internal referrals to 
provide extra information (mandatory). The comments are included in an email received by 
the referral body and/or internal referral advising the consent assessment has resumed 
including additional information/comments which are shown only to the referral body within 
the referral request.  
 

1. Provide a reason for taking off hold (optional). 

 

Includes external referrals 

Notifying the listed referral bodies is automatically defaulted and mandatory. 

 

Includes internal referral 

2. Leave the default to notify or remove. Excluding the internal referral respondee from 
receive an email notification. 

 

3. Include a comment specific to the referral agencies and internal referral responders. 
Click outside of the text box when complete to close the ‘enter comments’ error 
message. 

The comments are included in the email received by the referral body and/or internal 
referral, including the success message in the referral request and visible only to the 
referral body in the referral request. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

4. Click on SUMBIT to remove the hold. 

 

The Related Actions page shows, and the following actions are available. 

• Determine additional fees 
• Place on hold 
• Reset assessment time-frame as per Reg 35.1 
• Edit total development cost 
• Update Planning Info 

 

5. Click on Summary tab and shows the consent status of ‘under assessment’ or 
‘awaiting further information. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Applicant after request to take the consent off-hold 
 
The applicant and primary contact receive an email with subject line ‘Consent taken off hold 
(applicant request)’. 

 

 

The action (prompt only) to notify the relevant authority when ready to take off-hold is 
completed and removed from the Pending your action dashboard. In this example, the 
applicant has a remaining action to perform. 

 

  



OFFICIAL 

 
15 

How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

External referrals after consent taken off-hold 
 

On taking the consent off-hold an email with subject line ‘Consent taken off hold (applicant 
request) and assessment resumed’ is received by both external referral agencies and 
internal referral departments (if applicable).  

The referral body’s task to ‘respond to referral’ remains available in the My Tasks dashboard 
and shows the request is ‘active’ i.e. assessment clock shows in the Task Days Remaining 
field. 

 

The same is seen in their Referral Requests dashboard access from the homepage menu. 

 

Previewing the development application, the Summary page shows the ‘respond to referral’ 
action with the assessment days remaining. 

 

The Assessment status shows the consent status ‘under assessment’ with the assessment 
days remaining. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Previewing the consent, the Summary page shows will show the consent status, for 
example ‘under assessment’ or ‘awaiting further information’. 

 

The Referrals page includes a message, advising the relevant authority has ‘resumed’ the 
consent assessment at the applicant’s request with information/comments detailing any 
updates to documentation, plans etc. 

Each time the applicant requests the consent to be taken off-hold the success message 
is updated with the new or revised relevant authority comments/information. 
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How to… 
Place a consent assessment on-hold and 
take-off hold 

Version 2.0 

Internal referrals after consent taken off-hold 
 

When the relevant authority nominates to ‘notify’ the internal referral user they will receive an 
email with subject line ‘Consent taken off hold (applicant request) and assessment resumed’ 
and includes the name of the internal department e.g. Arboriculture – street tree, due date 
(as applicable) and extra taken off-hold comments. 

If the consent includes active external referrals in additional to the internal referral(s), then 
both are combined in the one email. 

 

The nominated internal referral user will continue to have visibility of the task ‘Respond to 
Internal Referral Request’ in their My Tasks dashboard. 

  

Additionally, the hyperlinked task is visible in the application Summary page. 
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