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Pre-assessment and Assignment 

When Council needs to include one or more Agencies in the assessment of a development application, they add the 
requisite clauses to the Concurrence and Referral (CNR) within the ePlanning Portal and select the relevant agency/ies.  
This sends the CNR to the agency/ies into the Unassigned workbasket with a status of Review Request. 

Agencies have the opportunity to perform a “pre-assessment” of the request, ensuring it is correct and relevant, and 
allowing for any fees to be paid, prior to proceeding with full assessment of the application.  In the event things are not right, 
the request can be rejected. 

To view all Concurrence and Referral requests referred to your agency, you will need to be logged into the 
Concurrence and Referral service via the ePlanning Portal. The link can be found here:  
https://apps.planningportal.nsw.gov.au/prweb/IAC.  If you do not have an ePlanning Portal account, see the How to 
register for a planning portal account guide. 

 

Step 1:  Select the relevant concurrence and referral case 

You can view unassigned and assigned Concurrence and Referral requests to the right of your 
dashboard.  Use the Unassigned Tasks workbasket to pick up new requests. 

Regarding incoming requests 

Your agency generic email address will be automatically notified of referred Concurrence and Referral 
requests from Council.  

The system sends Concurrence and Referral cases to only one email address. If your Agency has 
multiple regional offices, then you need to appoint one generic email address for all concurrence and 
referral case (for all regional offices) to be sent to for the organisation. The person monitoring the 
appointed email address will need to refer to the Local Government Area (LGA) defined in the body of the 
email received to determine which regional agency email address to forward the Concurrence and Referral to.  
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Once the Agency receives the forwarded email, the user can log into the Concurrence and Referral system to access the 
case via the “Unassigned Tasks” basket and proceed with pre-assessment and assignment of the job. 

Applicants will also be notified when a Concurrence and Referral Case has been referred to the Agency (the point of 
notification occurs at the same time the generic Agency email gets notified of incoming concurrences and referrals from 
Council).  

 

 

a. Click on Concurrence and Referrals underneath Unassigned Tasks to view all cases which are yet to be pre-
assessed and assigned. The status of these cases will be “Review request”. 

 

b. Select the case you wish to pre-assess via the blue hyperlink. You will then be directed to the Pre-assessment 
Review and Initial assignment  page. 
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Step 2a: Accept the case within the Preliminary Assessment 

period and assign agency officer 

Agencies will be required to determine whether clause assessment is accepted or rejected. You will have two working days 
to pre-assess and assign a concurrence case to a responsible agency offer. 

The Due date and Time left countdown timer is displayed in the right corner (see screenshot below).  

Note:  When this time expires, the concurrence and referral case is automatically accepted on an agency’s behalf. In this 
instance, the concurrence and referral case will remain in “unassigned tasks” and the status will change to either: “Awaiting 
Payment” (if payment by the applicant is required) OR “Under Assessment”. Agency will still be required to assign the case 
to a responsible agency officer to progress the case to “assessment” stage. 

 

Note:   When a concurrence and referral case is “Accepted” (either manually, or automatically at the end of the pre-
assessment period), the applicant is notified and prompted to pay any agency fees.  

Your clock does not commence until the preliminary assessment period ends or you manually accept the case. 

a. Review the case details and related documents to determine whether you wish to “accept” a concurrence and 
referral via the tabs shown below: 

 

Note:  The online concurrence and referral system will keep all uploaded documents linked to a concurrence and referral 
case. However, it is advised you continue to save the documents into your organisation’s local data management system 
and continue with your current data management procedures. This is to capture all associated offline conversations and 
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documentation as you do today. The concurrence and referral system should only be used to facilitate key formalised 
documentation uploads that the applicant will also be able to view. 

b. Once you have reviewed the concurrence and referral case, click Accept or Accept Individually per clause 
as required.  Where the decision remains the same for multiple clauses that have come through for 
assessment, you can select Accept All. 

 

c. Assign an agency officer to the case via the “Assign case to” drop down menu provided.  

 

Note: To add a name to the dropdown list, contact your Agency Administration.  

Where there are two or more users with the same name you can view their phone number and email details to distinguish 
between them. 

d. Click Submit to complete your pre-assessment and assignment. You will be directed to the Assessment 
page. 

 

Note: You can cancel your pre-assessment and assignment by clicking “Cancel”. You can also press “Save” to draft your 
pre-assessment and assignment and resume at a later stage.  You or another user can log into to complete pre-
assessment submission.  

Pre-assessment must be completed within the two working days “pre-assessment” period prior to assigning the assessment 
request. 



 

 

       
 

Page 5 

  

May 2019 

Pre-Assessment of new 
Concurrence and Referrals 
and Assignment to Agency Responsible Officer 

 

Step 2b: Reject the case within the Preliminary Assessment 

period 

Agencies can choose to reject an application prior to performing any assessment activities. You will have two working days 
to pre-assess and reject , else the request will be automatically accepted. 

The Due date and Time left countdown timer is displayed in the right corner (see screenshot below).  

 

Note:  When a concurrence and referral case is “Accepted” (either manually, or automatically at the end of the pre-
assessment period), the applicant is notified and prompted to pay any agency fees.  

Your clock does not commence until the preliminary assessment period ends or you manually accept the case. 

a. Review the case details and related documents to determine whether you wish to reject a concurrence and 
referral via the tabs shown below: 

 

b. Once you have reviewed the concurrence and referral case, click “Reject”, “Reject Individually” or “Reject All” 
as required.  
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c. You will be required to provide a reason why agency assessment is not required. This is a free text field for 
your comments. 

 

d. Upload supporting documents and categorise each as either “Agency decision” or “Agency advice”. See the 
HowTo Upload documents guide for detailed steps. 

 

e. Click Submit to complete the rejection. 

Next Steps 

If accepted manually, the Concurrence and Referral request will be automatically referred to the Agency Responsible 
Officer’s work queue to undergo assessment. At this stage, the Agency Responsible Officer will review case details and 
documents uploaded to advise whether additional information is required or whether the information submitted is sufficient 
to undergo clause assessment. The Applicant is also notified and prompted to pay any agency fees. 

If Auto-accepted after the preliminary assessment period expires, the concurrence and referral case is automatically 
accepted on an agency’s behalf. The concurrence and referral case will remain in “unassigned tasks” and the status will 
change to either: “Awaiting Payment” (if payment by the applicant is required) OR “Under Assessment”. Agency will still be 
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required to assign the case to a responsible agency officer to progress the case to “assessment” stage. The Applicant is 
also notified and prompted to pay any agency fees. 

Applicants, Councils and Agencies alike will be able to track the progress of the Concurrence and Referral request via 
respective dashboards at any stage. 

If you need more information: 

If you need assistance, please contact eplanning@planning.nsw.gov.au  

 

 

mailto:eplanning@planning.nsw.gov.au
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