
Track a current planning application, a site, a road or a ward. 

Setting up Tracking 

For any kind of tracking you need to firstly register on the Public Access. Instructions on how to do 
this can be found here, under the heading ‘Register’. 

Once you have registered with Public Access you then have to Log In. Instructions on how to do this 
can be found here, under the heading ‘Log in’. 

Now you can start to set up tracking. Here are the different ways to track and how to do it: 

 

Tracking a Current Application 

Open up the Public Access Search tool. 

Log in logged in, see instructions above. 

Click on the search option (see image below)  

 

Select Simple Search from the drop down box. 

Type in a keyword, reference number, postcode or single line of an address and press search.  

In screen shot below I have put in Havelock Road. 

Press the Search button (see image below) 

https://www.hastings.gov.uk/planning/searching/public-access-guides/create_user_account/
https://www.hastings.gov.uk/planning/searching/public-access-guides/create_user_account/
https://publicaccess.hastings.gov.uk/online-applications/


 

You will now have a screen that will list all the planning applications on the public register for 
Havelock Road. There are two stages the applications will be at, either registered or decided. For the 
purpose of tracking a planning application, select applications that are registered. The image below 
shows the status of the applications underlined in red. 

 



Find the application in the list that you are interested in and click on the application. Once selected 
you will see information associated with that application. Clicking on ‘Documents’ will take you to all 
the documents that have currently been submitted with the planning application and any consultee 
comments. Clicking on ‘Comments’ then ‘Public Comments’ will allow you to see any letters of 
representation made by other members of the public. 

On this page, you will also see a Track button  at the top right hand side of the screen. 
When you click on this tracking of that application will start. You should see the screen below.  You 
should now receive email notifications of all documents added to the case, such as letters of 
representation, a report or a consultee comment. 

 

When you want the tracking to end, you can click on the red cross, see the image above. 

 

Track a property, a road or a ward so you are notified of new planning applications submitted. 

Open up the Public Access Search tool. 

Log in logged in, see instructions above. 

Click on the search option (see image below)  

 

Select Advanced Search from the drop down box. This will take you to a page which a selection of 
different search criteria which you can use to tailor the search to what you need. In the example 
below, the status of the application has been changed to registered (in other words it’s an 

https://publicaccess.hastings.gov.uk/online-applications/


application that is currently being assessed) and the address field has been completed with the road 
name. The image below shows all the fields you can use along with arrows against the fields used in 
this example. 

 



Click on Search at the bottom of the page. You will now have a list of all current planning 
applications in the road selected. You can refine your search further by putting the property name or 
number in front of the road name in the address field. Or you could also refine your search selecting 
a particular ward you are interested, and select ‘registered’ as the status.   

You are now ready to save the search and set up email alerts so that every time a new application is 
registered within the fields you have selected you will be notified by email.  At the top right of the 
page select ‘Save Search’                          . You now be asked to give your search a title, choose 
something that makes sense to you, and to select whether you want to be notified by email. The 
example below shows a new title for the search has been entered and ‘Yes’ has been selected so 
that email notifications are sent to your nominated email. Press save at the bottom of the screen, 
see image below. 

 

You will now be taken to a page with all your saved searches. You can run, edit or delete those 
searches at any time. At the end of each working day you will receive an email in the event of new 
activity within the search parameters you have used, so in this example an email will be sent at the 
end of the day if a planning application has been registered in Havelock Road. 

More details about how to track an application can be found in our user guide. 

 

 

https://www.hastings.gov.uk/planning/searching/public-access-guides/tracking_applications/
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