Types of application
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	What’s this document about? 
	This document gives an overview of how to issue a new abstraction or impoundment licence, or change an existing licence. It also includes links to more detailed documents.
This document reflects the licensing procedure NPS will use prior to the implementation of the Integrated Regulation IT system (IR).  Minor changes will be required to this procedure when IR is implemented. 
! Important If you are dealing with a hydropower pre-application or formal application use 540_10 Hydropower applications before using this document.


	Who does this apply to?
	Any staff dealing with water resources licence proposals:

· Area Environment Management (EM);
· Area Environment Planning (AEP);
· Fisheries, Recreation and Biodiversity (FRB);
· Ecological Appraisal;
· Groundwater & Contaminated Land (GWCL);
· Hydrologists;
· National Permitting Centre (NPC);
· Permitting Support Centre (PSC);
· National Customer Contact Centre (NCCC);

· Regional Environment Planning Water Resources (REP).
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New text since last version is highlighted yellow
Types of application
	Background
	The following table lists the different types of Water Resource permitting application or pre-application enquiry, what form they are received on and links to the instructions about processing them. 

All forms will be received by the Permitting Support Centre (PSC), who will process minor changes. National Permitting Centres (NPC) will process formal applications with support from PSC and where necessary, Area Environment Planning (AEP) teams and Regional Environment Planning (REP) teams.


	Form received
	Type of minor change
	Instruction

	WR2
	Minor changes
	1130_08 Water Resource Permitting – minor changes and reductions

	WR3
	Reduction in quantity
	

	WR4
	Revocation of an abstraction licence
	14_03 Revoking a water abstraction licence


	WR4a
	Revoke an impoundment licence
	88_07 Removal of impounding works and revocation of licences

	WR196
	Two part tariff
	135_06 Setting annual charges
309_09 How to process a two part tariff agreement

	WR165
	Transfer the holder of a licence
	68_06 Transferring, apportioning or vesting a water resource licence to a new holder

	WR166
	Apportioning a licence
	

	N/A
	Notification of vesting (because of death or bankruptcy of licence holder)
	

	Form received
	Type of formal application
	Instruction

	WR32
	Application for a Groundwater Investigation Consent
	See groundwater pre-application flowchart below.

	WR171
	Application for a temporary abstraction licence (<28 days)
	97_06 Temporary abstraction licence applications

	WR175 (and WR173)
	Application for an impoundment licence
	86_07 Impounding licences

	WR48
	Form to collect preliminary enquiries for surface water abstraction and impounding licences
	See pre-application flowchart below.

	WR173 (and WR174)
	Application for a full, transfer or impoundment licence (including a variation)
	See formal application flowchart below for abstraction or 86_07 Impounding licences.

	
	Renewing a time limited licence
	031_08 Renewing time limited licences


	WR80
	Drought permit
	32_10 How to deal with a Water company drought permit application  

	WR171, WR173, WR174 and WR175
	Any application for a new or varied Environment Agency own licence.
	286_05 Environment Agency own licence applications, revocation and reductions


Pre-application flowchart – surface water and impoundment
There is more detailed information about this flowchart in the pre-application table.
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	Activity
	Detail
	Who
	Links

	1. Enquirer visits our website.
	· An enquirer visits our website to get information about licensing and how to apply for a licence.
	· Enquirer
	· Abstracting water – a guide to getting your licence


	2. Enquirer contacts NCCC, area office or need for licence is triggered by a site visit or planning application.
	· Area teams provide general WR regulatory advice and where to get pre-app help;
· Pass enquirer to PSC.
	· Enquirer

· AEP/EM

· PSC
	· PSC contact details:

WR PSC, P.O. Box 4209, Sheffield, S9 9BS
PSC-WaterResources@environment-agency.gov.uk
711 6340;
· 68_09 Pre-application activities for Water Resource permissions;
· 86_07 Impounding licences

	3. Enquirer submits draft application.
	· Enquirer has a firm understanding of what they want to do and submits a draft licence application.
	· Enquirer
	· Application forms on web/

HYPERLINK "http://intranet.ea.gov/static/documents/Policy/WR_permitting_and_compliance_documents_list.xls"
easinet;

	4.  Strategic enquirer (e.g. water company) contacts REP team.
	· Water companies and other large abstractors are unlikely to go through the NCCC route;
· For water companies, enquiries will arise out of the Water Resources Planning Process.
	· Enquirer
	

	5. PSC complete or receive WR48.


	
	· PSC


	· WR48 (English)  Water abstraction or impoundment Preliminary enquiry form  

· WR48 (Billingual)  Water abstraction or impoundment Preliminary enquiry form  




Pre-application table

	6. Check submission, 
log receipt and send to NPC work queue.


	· Check draft forms complete;
· Make sure the proposal isn’t in an exempt area;
· Check whether there are existing records about the site or enquirer;
· Update pre-application log and track;
· Request Q95 if necessary;
· Pass to NPC work queue.
	· PSC
	· Definition of ‘strategic’ is given in 914_08 How and when to consult for water resources licence applications.

· NPC and REP contact details (on PSC ‘O’ drive)



	7. Pre-application discussions for strategic proposals lead  by REP team with licensing input from NPC. 

	· REP to lead on pre-application discussions to formulate draft proposal to be run through RST;
· If any strategic proposals are received via the NCCC/PSC route, NPC to forward on to REP to lead but give licensing advice.
	· REP

· AEP
	

	8. Technical checks. Feedback to enquirer (include REP for strategic applications). NPC to update PSC on feedback.
	· Does the proposal need a licence? If so, which type of licence?

· Enter data into RST and run RST to get risk assessment;
· Quality review RST results;
· Carry out additional conservation screening for upstream and downstream impacts;
· If necessary, add Q95 to RST results;
· Are there alternatives, for example trading, efficiency, sharing a reservoir?

· Long duration licence justified or aggregate condition needed?

· Does this proposal need any other licence changes to be made?

· Is the enquirer entitled to apply?

· Feedback to applicant whether or not they should proceed (for strategic applications NPC will provide feedback to the REP lead officer unless otherwise agreed);
· Pass to AEP team if site visit required as part of pre-application;
· NPC to advice PSC of outcome of pre-application discussions so that PSC can update log and track system.
	· NPC


	· 68_09 Pre-application activities for Water Resource permissions
· 913_08 Risk Screening Tool Operational Instruction
· Water Rights Trading Easinet page and web page
· 861_11 Licensing the trading of water rights
· 56_09 Technical checks of water resources abstraction licence applications: (for information about entitlement to apply)

· 264_09 Abatement of annual abstraction charges - section 126 agreements
· 86_07 Impounding licences


	9. NPC discuss proposal with FRB (and then NE/CCW if necessary), REP, AEP, hydrology, Ecological Appraisal if necessary.  Pre applications that need site visits are passed to AEP.
	· If necessary, discuss the proposal with local teams;
· If a site visit is needed, this would normally be done by EM with support from AEP if necessary. 
	· NPC


	· First point of contact for surface water proposals is AEP but input may also be required from FRB, Ecological appraisal and  REP.
· 68_09 Pre-application activities for Water Resource permissions
· 86_07 Impounding licences.

	10. Scope content and need for Environmental Impact Assessment (EIA) or other report. Feedback to enquirer.
	
	· NPC
	· See section 5 of guidance notes to WR46 Determination Report  on how to retrieve archived EIA guidance.
· 108_06 Reports to accompany water resource applications
·  68_09 Pre-application activities for Water Resource permissions


	11. Formal application sumbitted.
	
	· Applicant
	· Application forms on web/easinet.




Pre-application flowchart - Groundwater (Groundwater Investigation Consent process)
 SHAPE  \* MERGEFORMAT 



	Notes for groundwater pre-application
	· potential applicants should speak to the GWCL team first, then complete form WR32 if they’re advised to proceed. Do not use form WR48;
· use the guidance in 484_10 Groundwater Investigation Consents;
· save all paperwork to EDRM. Use the EDRM easinet page to get help;

· tell PSC if you close the file early, so that they can update log and track.


Formal application flowchart

There is more detailed information about this flowchart in the formal application table.
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 SHAPE  \* MERGEFORMAT 
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	Activity
	Detail
	Who
	Links

	1. Formal application received in PSC.
	· Enter application on to log and track system;
· Make sure the application isn’t in an exempt area;
· Bank cheque for application fee.


	· PSC
	· 167_06 Activities on receipt


	2. Administration checks. Decide whether or not to acknowledge application. Is there already pre-application info on the site/applicant?
	· Start completing WR195;
· Get electronic copy of existing licence from EDRM or AEP if a variation;
· Review WR195 and decide whether application valid or not;
· Send application to NPC queue;
· Consider using powers to request a report (in consultation with NPC).

	· PSC
	· 167_06 Activities on receipt
· WR 195 checklist for activities on receipt
· 112_06 transfer licence applications 
· List of AEP contacts (on NPS O drive)

· 108_06 Reports to accompany water resources licence applications


	3. Return invalid application. For example, if no GIC.
	· Use WR195 to help you decide if invalid. Talk to NPC before making the application invalid;
· Send application rejection letter;

· If necessary, suspend bill and or returns.
	· PSC
	· WR188 - Invalid application letter template


	4. Take work off queue and run Risk Screening Tool.
	· Put information from application (and if relevant, Q95) into RST if it’s for new water (unless this has already been done at pre-application stage and nothing has changed);
· If groundwater proposal, consider need for Q95 if there’s a surface water nearby in hydrological continuity.


	· NPC
	· 913_08 Risk Screening Tool Operational Instruction

· 
Conservation lead officer in NPC.


Formal application table

	5. Technical checks. 
	· Is the application valid?

· Carry out additional conservation screening for upstream and downstream impacts;
· Discuss any conservation issues with conservation lead officer in NPC;
· Consider whether EIA is applicable;
· Where relevant, have informal discussions with internal consultees (AEP, REP, FRB, Ecological Appraisal);
· Has correct type of application been made (s.36A)?

· Has the applicant confirmed a right of access or potential right of access?
· If an impounding, check whether exempt from licensing, if not decide how many licences required.
	· NPC
	· 56_09 Technical checks of water resources abstraction licence applications
· 94_06 Handling incorrect applications using section 36A powers
· 226_10 Screening and assessing new water resources permissions for impacts on conservation, heritage and landscape
· See section 5 of guidance notes to WR46 Determination Report  on how to retrieve archived EIA guidance;
· 86_07 Impounding licences


	6. Decide whether to advertise
	· If necessary, draft advertising notice.
	· NPC
	· 56_09 Technical checks of water resources abstraction licence applications (see section on advertising)

	7. Set the relevant date (max’ 21 days after receiving the valid application) and formally acknowledge the application. Update public register.
	· Send formal acknowledgement letter (within 28 days of relevant date);
· Email details of the application to the AEP contact to co-ordinate the public register updates (within 14 days of relevant date).
	· PSC

· AEP
	· List of AEP contacts

· 308_09 updating the Water Resources public register


	8. If required, advertise and acknowledge any representations.
	· Arrange for advertising once in local paper and on our website. Recover costs from applicant;
· Acknowledge any representations you receive and keep the representations.
	· PSC
	· 79_06 Advertising water resource applications 



	9. Send internal and external consultations.
	
	· NPC
	· 914_08 How and when to consult for water resources licence applications

	10. Assess the proposal for impacts on conservation, heritage and landscape features.
	· Comply with the Habitats Directive or CROW Act.
	· NPC
	· 226_10 Screening and assessing new water resources permissions for impacts on conservation, heritage and landscape
· 124_02 Applying the Countryside and Rights of Way (CRoW) Act 2000  
· 
CROW Appendix 2 – The CROW Act 2000 and Environment Agency Permissions (flow diagram)

	11. Determine and produce decision document (WR46)
	· If a variation, review details of existing licence;
· Long duration licence justified or aggregate condition needed?

· Complete WR46;
· If necessary, agree extension with applicant;
· Involve REP in strategic applications.
	· NPC
	· 314_10 Determining water resource licence applications
· Optimum use of water for agriculture and industry (database and best practice manual)
· 030_08 Applying a time limit to new and varied abstraction licences
· WR46 Determination Report

· 

 HYPERLINK "http://intranet.ea.gov/ams_document_library/06/6_13_Abstraction_and_Impounding/112_06.doc" 

112_06 Transfer licences

· 031_08 Renewing time limited licences
· 86_07 Impounding licences
· Abstraction charges web page
· Definition of ‘strategic’ and REP contact details in appendix of How and when to consult for water resources licence applications.


	12. Produce licence document (or refusal letter) and representation response letters.
	· Create licence document, map, issue letter, any non-standard text for representation response letters;
· If necessary, produce refusal letter;
· If necessary, create a decision statement for the web.
	· NPC
	· 505_09 Preparing water resources licence documents
· Abstraction licence template WR19 (English/Welsh)

· Impoundment licence template WR23 (English/Welsh)

· Licence coversheet WR20 (English/Welsh)

· Original licence conditions WR21 (English/Welsh)

· Further licence conditions WR22 (English/Welsh)

· 378_03 Publishing Water Resource decision statements to the internet
· 367_09 Notifying applicants and representors of a decision

	13. Peer review, approval and NALD udpate.
	· Sign licence, determination report, issue letter and any representation letters;
· Add new/updated licence to NALD (within 5 working days) and at the same time send the licence to PSC.
	· NPC team leader

· NPC officer
	· Non Financial Scheme of Delegation (NFSoD)
· 45_09 Approving a water resources licence
· NALD training and documents

	14. Notify applicant of decision.


	· Post licence to licence holder, or;
· Refusal letter/notice;
· Prepare and post response letters to anyone who made a representation;
· If necessary, publish decision statement.
	· PSC


	· 367_09 Notifying applicants and representors of a decision
· 378_03 Publishing Water Resource decision statements to the internet


	15. Send licence to area.

	· Notify AEP (and REP if strategic) that the new/updated licence is on EDRM;
· AEP contact co-ordinates update of inspection register, RAM ledger (using completed excel RST spreadsheet), public register, Low Flows Enterprise and hands off flow management records.
	· PSC

· AEP
	· Chapter 10 Registers and information disclosure
· 308_09 updating the Water Resources public register


	16. Appeals
	· Appeals are led by NPC and supported by Head Office Water Resources (if on a matter of Policy).
	· NPC
	· Chapter 6 Miscellaneous licensing issues

	17. Inspect and enforce conditions
	· Inspect licence and enforce conditions. First visit after issue will involve explaining terms of the licence;
· Respond to any third party claims.
	· AEM
	· Water Resource compliance, enforcement and incident investigation
· 174_05 Responding to enquiries relating to third-party claims

	18. Deal with billing queries
	· Follow Water Abstraction Charging Query process;
· For two part tariff applications, follow the guidance.
	· FSC/ Finance Wales, NPS and area

· PSC


	· 1158_08 Water abstraction charging query resolution process
· 309_09 How to process a two part tariff agreement
· 135_06 Setting annual charges
· 264_09 Abatement of annual abstraction charges - section 126 agreements

	19. Receive and process returns
	· Print and issue returns forms;
· Receive completed forms;
· If necessary send reminder letter;
· Enter return onto NALD;
· Check compliance for each point and purpose;
· Forward change of name/trading title to PSC;
· Post hard copy forms to AEP to file with working copy of licence;
· Send suspected over-abstractions to AEM.  
	· NCCC (National Operator Returns Team – NORT) and AEP and AEM teams.
	· 56_08 Operator returns for water resources

	20. Investigate over-abstractions and other return queries.
	· investigate over-abstractions;

· where a breach of licence conditions detected, take appropriate enforcement action.
	· AEM
	· 56_08 Operator returns for water resources
· Water Resource compliance, enforcement and incident investigation

	21. Impose and lift Hand off Flow (HoF) restrictions 
	· Obtain flow/level data;
· Notify licence holders about flow restictions.
	· AEM
	· 386_09 Hands off flow condition management



Related documents

	Links
	· 056_08 operator returns for abstraction licences
· 68_09 Pre-application activities for Water Resource permissions
· 68_06 Transferring, apportioning or vesting a water resource licence to a new holder
· 108_06 Reports to accompany water resource applications
· Water Resource compliance, enforcement and incident investigation
· Chapter 10 Registers and information disclosure 
· WR188 - Invalid application letter template
· 14_03 Revoking a water abstraction licence
· 1130_08 Water Resource Permitting- minor changes and reductions
· 56_09 Technical checks of water resources abstraction licence applications (replaces chapter 5 and includes checks for entitlement to apply)
· 386_09 Hands off flow condition management
· NFSoD
· 309_09 How to process a two part tariff agreement
· WR19 (English/Welsh)
· WR20 (English/Welsh)

· WR21 (English/Welsh)

· WR22 (English/Welsh)

· 378_03 How to publish decision statements on the internet
· Charges web page
· Optimum use of water for agriculture and industry (database and best practice manual)
· 030_08 Applying a time limit to new and varied abstraction licences
· WR46 Determination report 

· 286_05 Environment Agency own licence applications, revocation and reductions
· 79_06 Advertising water resources applications
· Chapter 6 Miscellaneous licensing issues
· How and when to consult for water resource applications


	Links continued


	· 226_10 Screening and assessing new water resources permissions for impacts on conservation, heritage and landscape
· 167_06 Activities on receipt
· 94_06 S36A powers
· WR 195 checklist for activities on receipt
· 484_10 Groundwater Investigation Consents
· 

 HYPERLINK "http://intranet.ea.gov/knowledge/enquiries/nccc/3109.aspx" 

Water Rights Trading Easinet page
· 
861_11 Licensing the trading of water rights
· 913_08 Risk Screening Tool Operational Instruction
· 
86_07 Impounding licences
· Application forms on web/easinet.
· Abstracting water – a guide to getting your licence
· WR48 (English) / WR48 (Billingual) Water abstraction or impoundment Preliminary enquiry form  

· WR32 Application form for Groundwater Investigation Consent (English/Billingual)
· 97_06 Instructions for temporary abstraction licence applications
· 32_10 How to deal with a Water company drought permit application 
· 108_06 Reports to accompany water resources license applications
· 124_02 Applying the CROW (Countryside and Rights of Way) Act 2000
· CROW Appendix 2 – The CROW Act 2000 and Environment Agency Permissions (flow diagram) 
· Water Resource compliance, enforcement and incident investigation
· 056_08 Operator returns for abstraction licences
· 
314_10 Determining water resource licence applications
· 505_09 Preparing water resources licence documents
· 
367_09 Notifying applicants and representors of a decision
· 45_09 Approving a water resources licence
· 174_05 Responding to enquiries relating to third-party claims
· 
1158_08 Water Abstraction Charging Query process
· 309_09 How to process a two part tariff agreement
· 135_06 Setting annual charges
· 308_09 updating the Water Resources public register
· 264_09 Abatement of annual abstraction charges - section 126 agreements


Water resource permitting – an overview








Operational instruction 1107_08						Issued 14/02/2012








2. Enquirer contacts NCCC, area office or need for licence is triggered by a site visit or planning application.





3. Enquirer submits draft application.





Document details





Related documents





Feedback





Contact for queries





Tracy Bagby





1. Enquirer visits our website.





5. PSC complete or receive WR48.





6. Check submission, log receipt and send to NPC work queue.





7. Pre-application discussions for strategic proposals lead  by REP team with licensing input from NPC. 





8. Technical checks.  Feedback to enquirer (include REP for strategic applications). NPC to update PSC on feedback.








10. Scope content and need for EIA or other report. Feedback to enquirer.





11. Formal application made  - see formal application flow chart.





9.  NPC discuss proposal with FRB (and then NE/CCW if necessary), REP, AEP, hydrology, Ecological Appraisal if necessary.  Pre applications that need site visits are passed to AEP.








Application is ok to proceed in principle





Reject and/or submit on revised terms





Note: applicant can still apply even if outcome of pre-application is unfavourable





National Permitting Centre





Permit Support Centre





Area Teams





REP Teams





Applicant





No licence required, e.g. pump and treat.





4. Strategic enquirer (e.g. water company) contacts REP team.





1. Formal application received in PSC.





2. Administration checks. Decide whether or not to acknowledge application. Is there pre-application info on site/applicant already?





9. If necessary, send internal and external consultations.





8. If necesssary, advertise (<28 days) and acknowledge representations.





11. Determine and produce decision document.





3. Return invalid application. For example if no GIC.





Pre-application work is optional. See flowchart above.








4. Take work off queue and run Risk Screening Tool.





National Permitting Centre





Permit Support Centre





10. Undertake conservation, heritage and landscape impact assessment.  (This actvitiy is undertaken concurrently with activities 5 to 9).





High or moderate risk 





Valid





Invalid





Chase if necessary. 





Low risk





5. Technical checks.





7.Set relevant date and  formally acknowledge application.





6.Decide whether to advertise the application..





7.Set relevant date and  formally acknowledge application.





13. Peer review, approval and NALD updates.





12. Produce licence (or refusal letter) and representation response  letters (if non standard).





14. Notify applicant of decision.





15. Send licence to area.





17. Inspect and enforce conditions.





18. Deal with billing queries.





16. Appeals.





19. Receive and process returns.





20. Investigate over-abstractions and other return queries.





21. Impose and lift Hand off Flow (HoF) restrictions.





Area Environment Management





NCCC





National Permitting Centre





Permit Support Centre





Finance Service Centre (FSC) or Finance Wales



















































































Invalid





Decide whether or not to apply for a licence. 





Update EDRM and log and track.








Write letter to applicant using � HYPERLINK "http://ams.ea.gov/ams_root/2009/51_100/68_09_SD01.doc" ��WR271� or � HYPERLINK "http://ams.ea.gov/ams_root/2009/51_100/68_09_SD03.doc" ��WR273�. Save working file and letter to EDRM and email recommendation and letter to PSC. 





Audit results and write recommendation for NPS. (15 – 30 days).





Drill and or test pump borehole. 





Issue consent and if necessary, visit site. Email PSC date consent issued and its duration.





Check survey results (and if necessary go back to applicant). (15-30 days).





Applicant





Carry out survey. 





Determine water feature survey radius.





Internal and external consultation.





Advise applicant closed aquifer.





GWCL





PSC





Consult AEP and obtain licence file if variation. Consult REP for strategic proposals.





Pass to GWCL (via EDRM).





Request missing information.














Check form complete.











Receive 32(3) form from applicant, add to log and track and EDRM. Send auto-acknowledgement letter.





N
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