
 
 

Listed Buildings Design Advice for Alterations and 
Extensions 

Request for Informal Advice from the Historic Buildings Officer 
 

Listed Buildings are buildings which are of national importance as evidence of past events and 
construction techniques. They belong to those who built them, to those who use and live in 
them today, and to future generations. They should be repaired and maintained in a way that 

prevents harm to their fabric and interest, and any alterations that are made should be carefully 
designed and sensitively carried out. 

 
Poor repairs and inappropriate alterations shorten the life of a historic building and can create 
other problems in the future. They can also harm the special historic and architectural interest 

of the building and be costly to put right.  
 

This form is for use by anyone proposing any works to a Listed Building which will involve 
internal or external alterations or extensions, to seek an informal opinion about the impacts 

that their proposal is likely to have on the building, the need for Listed Building Consent , and 
the most appropriate form/design/materials to use. We strongly advise that you submit this 

form in combination with a request for pre-application advice from our Development 
Management colleagues, who will be able to advise you on the need for other planning 

consents, and the wider planning impacts of your proposals as the Historic Buildings Officer is 
not able to offer advice about these wider issues.. 

 
Please do not use this form if you want advice regarding repairs only. Instead use the form 
“Listed Buildings Repairs”. 
 
Please do not use this form if you wish to seek an informal opinion about whether previous 
repairs and alterations have been carried out appropriately, with Listed Building Consent. 
Instead use the form “Listed Building Pre-Purchase Advice and Compliance Checking”. 
 
We need to research the site’s history and understand your proposal before we can answer your 
query. Because of this, you must make your enquiry in writing. If you require help to complete this form 
please telephone 01296 585383. We will contact you within 5 working days to tell you who is dealing 
with your enquiry and how long we expect it to take. 
 
Please enclose the completed form and provide: 
• A sketch plan of the building, showing the boundary of your property and position of any 

outbuildings, adjacent roads, footpaths, bridle and cycle ways and neighbouring properties. 
• Annotated, scaled plans and elevation drawings showing the area of the building which the 

works relate to. These must include sufficient detail to enable us to reach a view. 
• Photographs of the part(s) of the building to be altered (this is particularly important if you are 

asking for written advice only). 
• A brief summary of the proposed method of repair, including details of any professional agent or 

craftsmen/builders to be involved in the project. 
• Any additional reports or written schemes of works that you would like us to comment on. 



 

Your Details: 
Name: 
 

Relationship to property 
Owner / occupier / other (please specify) 

Property Address: Correspondence Address (if different): 

Telephone: Email: 

We will primarily rely on telephone and email to contact you 
 
I have already sought professional advice regarding these works from: 
(Delete any that do not apply) 
 

Architect / Surveyor / Historic Buildings Consultant / Archaeologist / Planning Consultant 
Craftsperson / Specialist Builder / Approved Building Control Inspector / Other (e.g. Architectural 

Technician) 
 

AVDC Building Control / AVDC Development Management / Bucks CC Archaeology 
 
Agent’s Details: 
If you have had specialist professional advice please give their details here 
Name and Company: 
 
 
Address: 

Telephone: 

Email: 

 
Justifications for the work: 
Alterations and extensions to Listed Buildings will generally only be acceptable proposal preserves 
the special architectural and historic interest of the building. In some cases proposals will not be 
considered appropriate and it may be necessary to seek a different design solution. To help us to 
judge whether other options are more appropriate, please briefly describe the reasons why you 
wish to make these alterations: 
 

 
 



 

 
External alterations: 
Please give details of existing materials and proposed new materials 
Please describe any historic features which you wish to remove from the building as part of the 
work, for example chimneys, doors, windows, porches, ridge tiles, timbers. 

Please describe any modern features which you wish to remove from the building as part of the 
work, for example, conservatories, windows, porches 

Are you proposing to clad, render or otherwise alter the external appearance of the building? 
 

Are you intending to undertake any excavations, such as the laying of foundations? 

Do you want to create or enlarge any doorways or openings? 

Please give details of any proposed extensions to the building 

 



 

Internal Alterations: 
Please give details of existing materials and proposed new materials 
Do you want to remove any historic fixtures as part of the work? 
“Fixtures” means items attached to the building such as staircases, flooring, fireplace, doors. 

Do you want to remove any fittings as part of the work? 
“Fittings” means items which are fixed in a building but can be removed such kitchen and 
bathroom units. 
 

Do you want to add any new fixtures or fittings to the building  
e.g. stud walls, new kitchen units 
 

Do you want to create or enlarge any internal doorways or openings? 

Are you intending to undertake any excavations, such as the digging out of floors? 

 
Curtilage Structures: 
Please give details of any curtilage listed structures which may be affected by the proposals 
Any building or structure that was built before 1948, was built to be ancillary to the use of the 
main listed building and was in the ownership of the listed building at the time of listing is a 
“curtilage listed structure”. Common curtilage listed structures include barns, stables, statues, 
garden buildings, gates and walls. These structures are also protected by law. 
 



 

Level of Advice Requested: 

Level Service 

Initial 
Request Fee 
(first hour of 

Officer 
Time) 

Additional 
Officer Time 

Tick Level 
Requested 

1 Written advice only, based on the attached 
submitted material 

£60 + VAT £60 per hour 
+ VAT  

2 Meeting at the AVDC offices to discuss the 
works with the Historic Buildings Officer 

£60 + VAT £60 per hour 
+ VAT  

3 Meeting on site to discuss the works with 
the Historic Buildings Officer 

£90 + VAT
 

£60 per hour 
+ VAT  

4 

Urgent site meeting with the Historic 
Buildings Officer to discuss the works (site 

visit to be undertaken within maximum of 10 
working days) 

£180 + VAT £60 per hour 
+ VAT

 
 

 
Payment of the initial request fee covers up to 1 hour of Officer time - around 40 minutes of Officer 
time to consider the scheme (on site or in the office) and 20 minutes of writing up advice. Most 
requests for advice will be dealt with within this time. If we think that a consideration will take longer 
than the initial hour we will let you know as soon as possible and give you an estimate of the amount 
of extra time that will be required to fully answer your queries. If you wish us to spend more time on 
your enquiry after the initial period any further additional time will be charged at a rate of £60 per hour 
including VAT, and will be invoiced at a later date. 
 
The extra charge for urgent requests reflects the fact that such requests require more dedicated time 
to be set aside and a special site visit, which cannot be combined with other sites to reduce mileage 
and travelling time. 
 
If you have requested a site meeting or office meeting, please indicate your availability here: 

Monday Tuesday Wednesday Thursday 
09:30 to 
12:30 

13:30 to 
16:30 

09:30 to 
12:30 

13:30 to 
16:30 

09:30 to 
12:30 

13:30 to 
16:30 

09:30 to 
12:30 

13:30 to 
16:30 

                

 
Fee: 
We cannot process your enquiry until we have received the appropriate initial request fee (either £60, Ã90 or 
£180 + VAT depending on the level of service required). 
  
Once you have decided which level of service you would like, please go to 
www.aylesburyvaledc.gov.uk/planningpayment to go online and make the required payment. 
 
We prefer to take card payments. If you are unable to pay by card please contact us to arrange an 
alternative method of payment prior to submitting this request form.  
 
Confirmation: 
I confirm that the information supplied is correct and that I agree to the above initial request fee charge, and 
any additional charges to cover officer time in responding to this request, as laid out above and in the AVDC 
Charges for Historic Buildings Advice published fee structure found at 
http://www.aylesburyvaledc.gov.uk/listedbuildingsadvice 
 
Signed: Date: 

 
Please submit your request by email to historicbuildings@aylesburyvaledc.gov.uk If you are unable to 
email your request, please post to Design, Conservation and Engineering, Planning, AVDC, The 
Gateway, Gatehouse Road, Aylesbury, Bucks, HP19 8FF. 

http://www.aylesburyvaledc.gov.uk/planningpayment
http://www.aylesburyvaledc.gov.uk/listedbuildingsadvice
mailto:historicbuildings@aylesburyvaledc.gov.uk



