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Walkthrough – The purpose

To show steps of new FL application process

• User registration, 

• Creating a Property

• FL application submission 

• FL Processing

• Felling Licence approval

• Detail the off-system elements.

• ‘Minimum’ Viable Product (MVP) requirements

• Outline the benefits of Felling Licence Online



New applicant registration

Applicant registers as a new user on Felling Licence Online and selects 
Owner or Agent user role.



Account confirmation

Automated email to confirm account registration and inviting 
applicant to access system



Applicant dashboard

Land Owner/Agent accesses Felling Licence Online – home screen



Add Owner or Agent 

If applicant is an agent, the ‘add owner’ function will be used to create 
a new owner and to upload an AAF. 



Property creation (1)

Applicant creates property by selecting the ‘+add’



Property creation (2)



Create a Land Profile 

An Applicant can create a Land Profile by plotting compartments 
manually or importing data from a CSV file /GIS Shapefiles. This 
Land Profile is linked to the Managed Owner and the uploaded AAF 
and any applications generated from it.



Create compartments

Once a Land Profile has been created, an applicant can add 
additional compartments as and when required.



Pause

That concludes –

• registering on system, 

• creating owner / agent profile, and

• property profile

This is your information:

You can add to, update, delete as you want
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Creation of FLA

Create new application by selecting ‘new application’



Creation of FLA (2)

Compartments for inclusion in FLA - selected from Land Profile.



Add felling details

Applicant adds felling details, Operation type, Species etc.



or, Import felling details

Applicant is able to import felling details (via a CSV file), confirm 
Operation type and Species breakdown. 



Add Restocking details

Applicant adds Restocking details, manually or by uploading a CSV file. 



FLA submission

A plain text – automated email to be sent to applicant’s registered 
email address to confirm that that the FLA has been received by the FC 
(Not acknowledged) just submitted. 

The final action date will start from the date received which is following 
the email above.



Admin hub notification

Automated email to be sent to the Admin Hub mailbox which will process 
the FLA. The Admin Hub box will be selected on the basis of the central 
grid ref number of a FLA.

The email will include a hyperlink to allow the AO to access Felling 
Licence Online and find and the relevant FLA. 



Pause

You have now created and submitted 
a felling licence application

The next steps outline the broad 
process to getting your licence
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FLA administrative check

• If AO check passes, AO changes status from received to 
acknowledged: specific FLA 

• The Citizen’s Charter date would start at this point
• FLA reference created (018/227/17-18 etc.)
• Automated email sent to applicant to confirm FLA ref and monitoring 

spreadsheet updated by AO to add FLA ref and CC date. 

FLA allocated by Hub Manager to admin officer
Admin Officer undertakes a completeness check



Incomplete application

• If checks fail, AO contacts applicant confirming 
what information is missing or required

• Where required, AO would return application to 
applicant on Felling Licence Online, setting 
status to ‘new’

• Applicant updates felling licence application 
accordingly

• Applicant resubmits felling licence application to 
FC



Constraints check

SCREENSHOT

AO completes Constraints check, saves the constraints document and 
uploads a copy to the FLA. At any time, anyone can run this check 
during application processing.



WO technical check

• Email from AO to WO informing them an 
application is awaiting processing.

• Woodland Officer completes a technical check 
to ensure the FLA is complete with the correct 
information (Felling details, Restocking etc.)

• If technical checks fail, WO contacts the 
applicant detailing what information is 
required in order to proceed.

• Change of case status to ‘With Applicant’ 
‘stops the clock’



WO Site Visit

• If technical checks are successful the WO prints out a PDF of the 
FLA

• WO then completes a site visit, adds site investigation notes to 
FLO and prepares the final felling, restock and Conditions details 



Final felling details

Uploaded ‘Final’ confirmed felling details’ 



Final restock details

Conditions text is added to 
Felling Licence Online. 

Any additional text that may 
need to be added to the licence 
e.g. ‘Larch Moratorium’ can also 
be added.



Case status changes 

* Consultation status to be added to the list as confirmed within original 
MVP requirements gathering phase. 

FLA placed on Public Register for 28 days and FLA status changed 
to ‘consultation.’ The current PR process will also include 
information on the total hectares for conifer and broadleaf.



Conditional licence

• An automated email is sent to the applicant when 
Conditions input into Felling Licence Online

• Email has a hyperlink to conditions as ‘read only’

• If no response is received after 14 days, FC will 
deem that the applicant accepts the Conditions 
(deemed approval)

• Applicant can provide feedback on conditions via 
Felling Licence Online

• An audit trail will show notification of conditions 
to satisfy audit requirements



Changes to Conditions?

• If changes to conditions are suggested, 

• Adjusted felling and restock details must be 
updated and re-input

• A new email will be sent to applicant to notify of     
revised conditions

• An additional 14 days will be given to respond to 
conditions



End of consultation period

• The admin hub will confirm the removal of a FLA 
from the Public Register. They will record;

• the agreement of the Conditions, (deemed approval)

• any comments following Public Register period 
and other Consultation(s) completed, where 
applicable

• For major issues that require changes, FLA status 
changed to ‘With applicant’ - applicant contacted

• For minor changes, FC will make those with 
applicants approval



Requesting FL approval

• Field Manager or Approving officer is advised an 
application is awaiting approval.

• FLA status changes to ‘awaiting approval’

• Final review and checks are completed by third 
party reviewer not previously connected with the 
application

Licence is not approved:

• Reasons for non-approval - Case is returned to WO

• Corrective actions will allow FL to be resent for 
approval 



FLA approval process

Licence is approved:

• Automated email sent to applicant’s registered email 
address with link to approved Felling Licence and maps.

• Approved FLA will be a PDF and will include 

• A felling map,

• A restocking map

• An EUTR form

* If FLA is Refused or Withdrawn, the status will change

* Once approved, FL Conditions cannot be varied 



10 year Felling Licence

• Felling associated with a Plan of Operations, approved 
as part of a Woodland Management Plan, will be 
incorporated into Felling Licence Online.
• FC will do this.

• The FC will; 
• Create an Owner / Agent profile and a Land Profile 

on behalf of an applicant. 
• Plot compartments and create the FL application on 

behalf of an applicant. 
• Process the application through to Approval

• At the point when the new FL application is passed to 
the WO, the FC will ‘transfer’ the Property and the FLA 
to the user account for the Agent/Owner



Registration transfer

Following transfer to applicant the application process will mirror the 
standard felling licence application process.



Benefits of FLO

General system capability:
• Better information/data
• Clear audit trail
• Digital by default
• Integration
• Compliance with legislation

Land Profile:
• Time saving for applicants
• Time saving for Mapping team
• Time saving for Admin Officers

Mapping tool:

• User satisfaction

• Digital solution

• Shapefile import feature


