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Once signed and dated this form (together with all the necessary enclosures as listed in the guidance 
notes) should be sent to: 
 

nationalcasework@dft.gov.uk  
 
or by hard copy to: 
 

The National Transport Casework Team  
Department for Transport 
Tyneside House 
Skinnerburn Road 
Newcastle Business Park 
Newcastle upon Tyne 
NE4 7AR 
 

Once your application is received, our written communication to you will be via email; If you have a 
‘junk’ filter on your email account, it is recommended that you add nationalcasework@dft.gov.uk  (or 
the domain @dft.gov.uk) to your contacts or ‘safe senders’ list. 

 
If you have specific pre-application queries, we would be happy to answer these by email.   

  
The Department for Transport require the above information to process the application.  

What data we are collecting and how we will use it 

We are processing the following personal data: 

• Name, address and contact details of the applicant, objectors and other relevant parties. 
 

Personal data is required to process and make appropriate contact regarding the Stopping Up 

Application.  It may also be used to contact to ask your participant in user research/feedback on 

the application process.  

Our lawful basis for collecting your data  

Under data protection law, the lawful basis for processing your data is: 

Article 6(1)(e) – public task  

Processing is necessary for the performance of a task carried out in the public interest or in the 

exercise of official authority vested in the controller. 

Data sharing  

Organisations who process personal data on our behalf: 

• Your personal data may be shared with our user research partner, Methods, who may 

contact you to take part in user research. You participation in any user research is entirely 

voluntary.  

How long we retain the data 

Your personal data will be kept securely by DfT and anonymised/securely destroyed five years of 

DfT receiving the data. 
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Further information 

For more information about your rights in relation to your personal data, how to complain or how to 

contact the DfT Data Protection Officer, view our Personal Information Charter. 

Guidance Notes 
 

To be read before completing the application form for stopping up or diversion orders.  These do not need to be 
returned with the application form. 

 
 

Section A: 
Where requested, please provide full contact names and 
details.  These greatly assist us in directing our queries and 
public documents to the appropriate person.   
 
The applicant is the person with whom day-to-day contact 
should be made and who will respond to our queries and 
address any objections received.  If an agent is appointed for 
this, their details should be provided on a covering letter. 

 
Local Public Office – It is advantageous to have discussed the 
depositing of plans at the office prior to providing their details.  
This will reduce the potential of plans not being displayed 
appropriately.  This is of particular importance if the local public 
office is a large organisation, such as a council, 
 
Section B: 
We do not require full statements of reasons/feasibility studies, 
just a brief outline on why the highway closure is needed. 
 
Section C: 
Please provide a copy of the planning decision notice and 
associated approved plans including the site layout.  
 
Section D: 
Please provide a copy of the planning application and 
associated plans showing the proposed site layout. Copies of 
any correspondence with the Highway Authority should also be 
included.  
 
Section E: 

Highway definitions: 
‘Highway’ is defined in common law as a way over which all 
members of the public have the right to pass and repass. Their 
use of the way must be as of right and not on sufferance or by 
licence. Highways may be classified as follows: 
 
‘all-purpose highway’  - may be used by all classes of traffic, 
including all motor vehicles, vehicles drawn by animals, pedal 
cycles and animals being ridden, led or driven: 

 
‘carriageway’  - forming all, or part of, a highway (other than a 
cycle track) over which the public have a right  of way for the 
passage of vehicles; 
 
‘footway’  - a highway which also comprises a carriageway, 
being a way over which the public have a right of way on foot 
only (i.e. a pavement alongside a road) 
 
‘footpath’  -a highway where the public have a right of way on 
foot only and where no carriageway is present; 
 
‘bridleway’  - a highway over which the public have rights of way 
on foot, bicycle and on horseback, or when leading horses, with 
or without a right to drive any sort of animal along that highway. 
There is no other right of way on a bridleway. 

 

 
We also do not just look at the adopted highways, but all 
highways which may have attracted highway rights.  These 
areas should be considered in any stopping up Order.  If 
they are not, then the application may attract objections. 
 
It is essential that measurements are accurately described 
in the order schedule. The measurements described must 
be reflected in the plans submitted and must be measured 
in linear metres rather than m2. 
 
Section F: 
When considering Land Ownership, any Lessee interests 
should be taken into account. 
 
Sections G & H: 
It should be noted that generally, ‘new’ highways are 
generally those which are new to the network and 
‘improvements’ include widening or realignment of an 
existing highway. 
 
Section I: 
A description of the main highway to which the order 
relates for which planning permission has been 
granted/sought. 

 
Plans required with ALL applications: 
 
A copy of the approved (or proposed) site layout plan with 
the site boundary edged red and the existing highway 
boundary, within the site, edged blue; 
 
An up to date plan(s) A3 or A4 size based on Ordnance 
Survey and ideally drawn to a scale of 1:1250 or 1:500 
showing the area to be stopped up (see additional notes 
below). 
 
Plans should also be dark enough to be photocopied. 
 
All plans must clearly show a north point, preferably 
prepared so that North is shown parallel with the vertical 
side of the plan. 
 
It should be possible to scale the measurements from the 
approved plan and the order plan and for both to agree. 
 
Maps provided electronically must be in pdf format 
and state clearly what size they should be printed.   
 
You will also be required to print documents for 
display. 
 
Please do not send copies of the elevation plans. 
 

 Please contact the National Transport Casework       
 Team if your plans are larger than A3. 
 
 There are no fees payable. 
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‘cycle track’  - constituting or comprised in a highway, over 
which the public have a right of way on pedal cycles, with or 
without a right of way on foot. There is no other right of way on 
a cycle track. 

 

  



   

 

9 
 

Guidance Notes 
 

  
Stopping up plans: 
Should show existing buildings and highway(s) clearly 
labelled. It is also important that sufficient of the 
surrounding area appears on the plan to enable the 
location to be easily identified. 
 
The plans should be marked as follows: 
 
Any highway (all-purpose highways, footpaths or 
bridleway) to be stopped up or diverted should be 
shown by zebra hatching or edged black; 
 
 
 
 
Any new highway (all-purpose highways) pursuant to 
the order should be shown by stipple. 
        

 
                     
 

Any existing highway to be improved pursuant to         
the order should be shown by cross hatching over the 
affected length. Improvements include any widening or 
realignment. 

 
                       

 
 
New footpaths, bridleways or cycle tracks to be 
provided. 
 
   
                             
The terminal points of the lengths of highway       
proposed to be stopped up or diverted must be clear on 
the plans, if appropriate using labelled reference points. 

 
Highways such as footpaths and bridleways must              
be identified in the order in words, such as ‘the                    
footpath / bridleway leading to North Street from  
West Road’.  Sufficient information should be given on   
the plans to enable an adequate description to be 
prepared. 
 
It is essential that measurements are accurately    
described in the order schedule; measurements must 
be to scale and shown in linear metres and not in 
square metres.   The measurements shown on the 
application form should therefore match the area(s) 
being stopped up on the stopping up plan. 

 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 

Check List 
 

Items to be submitted with ALL 
applications. 

 
An existing highway layout plan showing 
the highway to be stopped up or diverted, 
including any new highways to be 
maintained at the public expense or any 
improvements. 
 
A copy of the approved (or proposed) site 
layout plan with the site boundary edged 
red and the existing highway boundary, 
within the site, edged blue 
 
A copy of any Compulsory Purchase 
Order (if applicable). 
 
If you already have planning decision, 

you also need to provide: 
 
A copy of the planning permission 
decision notice. 
 
A copy of the site layout plan(s) as 
approved by the above planning 
permission. 
 
If you have yet to receive your planning 

decision you also need to provide: 
 
A copy of the site layout plan(s) proposal 
as submitted with the planning application. 
 
A copy of the planning application and any 
highway authority correspondence. 
 

      
   

 
 
 

 




