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Site Assessment Process 

MEETING 1: SIFT 
Assembly of team and first review of all council assets 

Attendees Asset management (holder of all council-land and property 
database), planning, urban design as a minimum. 

- Set the agenda for the assessment process and schedule of future meetings. 
- Outline vision and aims of programme.  
- Start to access all council land and property asset spreadsheets/GIS/databases. 
- Communicate the assessment process to all officers involved and their 

relationship to the programme.  
- Involve asset management officers who understand the history of a place. This 

is crucial to identify types of site (garage site, existing estate) by address and to 
move any to ‘discounted’ which would not constitute potential development 
sites.  

- Note reasons for discounting any sites on the spreadsheet/ GIS/database. 
These may be sites which are already being developed or they may be part of 
other programmes, which should be cross-referenced.  

MEETING 2: REVIEW 
Desktop search all potential sites 

Resource (PN019_B_Desktop Search Template) 

Attendees Asset management/ housing, planning, urban design, legal as a 
minimum 

- Using all potential sites identified in Meeting 1, do a desktop search for each 
site and fill in a Desktop Search form (PN019_B_ Desktop Search Template), 
using google earth.  

- This includes checking the ownership of the site, legal boundary, planning and 
design opportunities and constraints, leaseholder make-up, relevant history of 
the site, public transport links, and any other desktop research which would 
enable an assessment of whether the site should be retained on the list or 
discounted.  

- Document all sites, noting whether they fall into the current programme, are 
discounted or are suitable for future programmes. 

MEETING 3: VISIT 
Site visits to potential sites and recording data 

Resources PN019_C_Site Visit Template 
PN019_D_Weighted Matrix Template 

Attendees All those who attended Meeting 2 

- Visit all sites retained on the list at Meeting 2 which fall into the current 
programme (or future programmes) and document any physical site attributes 
which might not have come up in the desktop study (eg. illegally built gates, 
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right of ways, manholes on site). Complete a Site Visit form for each site (see 
PN019_C_Site Visit Template).  

- Use the site visit to note down scores for each site on the weighted matrix 
template (see PN019_D_Weighted Matrix Template).  

- Recording scores either at the site, whilst travelling between sites or at a 
designated time soon after visiting sites is most effective whilst information is 
fresh in the team’s mind.  

- NOTE: If site assessment is carried out by external consultants, a record should 
still be kept to enable prioritisation in assessments for future programmes 
alongside input from council officers who may know the sites and their history in 
more detail. 

MEETING 4: SCORE 
Fill in matrix and review desktop search and site visit forms 

Resource PN019_D_Weighted Matrix Template 

Attendees All those who attended previous meeting 

- Review the weighted matrix scores and fill in any missing information on the 
Desktop Search and Site Visit forms.  

- NOTE: It is helpful if this meeting occurs within a week of the site visit so that 
review of sites and scores is easier from memory.  

- Use photographs of the site to remind attendees of particular site opportunities 
and challenges.  

- At this stage, some of the sites may be identified as longer-term development 
opportunities or as falling within different development programmes.  

- Any sites discounted as part of this assessment should have a record of the 
reason why to avoid duplication of site assessment.  

MEETING 5: FINALISE 
Record the prioritised pipeline of sites and agree next steps. 

Attendees All those who attended previous meeting 

- Review information from all site visits and the overall site priority by using the 
weighted matrix. At this stage there may have been a number of site visits, and 
the overall number of sites could possibly be in their 100s.  

- This enables an overview of all sites in their priority order and gives time to 
revise any information regarding the sites and their scoring. 

- All sites in this priority list should be relevant to the current programme, and 
through this process a number of recommended sites can be put forward using 
the relevant decision-making procedure and shared with other members of the 
wider delivery team to agree to progress the sites.  

- The next step is to agree funding for feasibility studies and due diligence 
activities, such as title reports, environmental surveys, utilities reports and 
others where applicable.  

- Agree the next cycle of site assessments at a strategic level for other 
programmes. 

 


