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Disclaimer 

While every reasonable effort has been made to ensure that this document is correct at the time of printing, the 
State of NSW, its agents and employees, disclaim any and all liability to any person in respect of anything or the 
consequences of anything done or omitted to be done in reliance or upon the whole or any part of this 
document. 

Copyright notice 

In keeping with the NSW Government’s commitment to encourage the availability of information, you are 
welcome to reproduce the material that appears in ‘Cladding Regulation Online Registration System: HowTo 
guide for councils’for personal, in-house or non-commercial use without formal permission or charge. All other 
rights are reserved. If you wish to reproduce, alter, store or transmit material appearing in the ‘Cladding 
Regulation Online Registration System: HowTo guide for councils’ for any other purpose, a request for formal 
permission should be directed to Executive Director, ePlanning, PO BOX 39, Sydney NSW 2001. 

 

 

Version history 

Version 1 issued 24 October 2018 

Version 2 issued 12 December 2018  
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HowTo register for an account 

NB:  The registration process is the same for all users.  Council users who have previously provided their contact 
details to the Department will be recognised by the system and set-up as a ‘council user’, with associated 
permissions and access.   

To register yourself on the Cladding Regulation Online Registration System, you will require an account. To do 
this: 

1. Go to https://www.claddingregistration.nsw.gov.au. 

2. Click the “Register Now” button. 

 

You will be transferred to the log in / registration page. 

 
3. Click the “Create account” hyperlink to commence the registration process. The Create an account 

page will open. 
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4. Enter your email address.  

Note: This will be your username and any system generated notifications will be sent to this account.  

5. Input your password. Note the following password requirements: 

 They must be at least eight characters long 

 They must have a maximum of 16 characters 

 Passwords can’t contain parts of the email address that exceeds two consecutive characters 

 They must contain three of the following: 

 Uppercase letters (A through Z) 

 Lowercase letters (a through z) 

 Numbers (0 through 9) 

 The following non-alphabetic characters: ~! @ # $ % ^ & * ( ) _ + - = { } [ ] | \ : ; “ ‘ < > ? , . / 

6. Input your contact details, including your first given name, family name and a contact number (mobile is 
preferred).  

7. Verify the reCAPTCHA by ticking the “I’m not a robot” checkbox. You will need to correctly complete a 
question such as “Select all images with traffic lights” to proceed. 

8. Agree to the Terms and Conditions by selecting the tick box. Review the privacy notice and then select 
the “Create account” button.  

9. You will be sent a system generated email to your registered email account to verify your account. Once 
you receive this email, click on the link to verify your account. 
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Note: Your account will not be created until you have successfully verified your registration. 

How to reset your password 

If you need to reset your Planning Portal account password, please use the instructions below. 

Step 1: Go to https://apps.planningportal.nsw.gov.au/prweb/Cladding . 

 
Step 2: Click “Forgot password?” 

 



Cladding Regulation Online Registration System | HowTo guide for councils 8 

Step 3: Input the email address you registered with the Planning Portal and click submit. 

 

Step 4: A system generated email will be sent to the registered email address. Click on the reset password link 
within this email.  

Step 5: You will be prompted to input a new password.  

 

Note the following password requirements: 

 They must be at least eight characters long 

 They must have a maximum of 16 characters 

 Passwords can’t contain parts of the email address that exceeds two consecutive characters 

 They must contain three of the following: 

o Uppercase letters (A through Z) 

o Lowercase letters (a through z) 

o Numbers (0 through 9) 

o The following non-alphabetic characters: ~! @ # $ % ^ & * ( ) _ + - = { } [ ] | \ : ; “ ‘ < > ? , . / 

Step 6: Click the “Submit” button to reset your password. You will be returned to the log in screen, where you 
will need to enter your email address and new password to access the Cladding Registration system. 



 

 

 

 HowTo use the 
dashboard 
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Key functionality 

Once logged in (https://apps.planningportal.nsw.gov.au/prweb/Cladding ), you will be taken to your 
council’s dashboard. From here you can view all registrations submitted within your local government area.  

 

From the dashboard you are able to: 

 View a list of  the cladding registrations and the directions within your local government area 

 Notify the Planning Secretary of any direction 

 Export cladding data (CSV file) 

 Export directions data (CSV file) 

Further guidance on how to complete the various actions is provided in later chapters of this document. 

Finding a specific registration  

Upon log in, you will automatically be redirected to the dashboard view. This will display all registrations 
received. If you need to find a specific registration, you can use either the column filter or search functions. 

Column filters 

Click the filter icon beside each column heading to sort by “Reference number”, “Building address”, “Date 
submitted”, “Status” or “Who notified the decision”.  

You can only filter by one column at a time but you may check multiple options within each filter. Once all options 
have been selected, click “Apply”. 
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The information contained within the dashboard will change to show only those with the specific filter applied. 
To open an individual registration, click on the reference number. 

Search 

Click the filter icon beside each column heading to sort by “Reference number”, “Building address”, “Date 
submitted” or “Status”. 

Once selected, input the desired keyword into the “Search text” field and hit “Apply”.  

 

 

The information contained within the dashboard will change to show only those related to the keyword. To open 
an individual registration, click on the reference number. If there are no search results, please select “Clear Filter” 
to reset the dashboard view and try a different keyword.  

Reference numbers 

There are two types of reference numbers that will appear on the dashboard: 

 DIR: Used for directions 

 CF: used for cladding registrations 
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Exporting all registrations 

To export a .csv file of all registrations made in your local government area since the registration system 
commenced: 

Step 1: Click on “Export cladding data”. 

 

Step 2: A pop-up will automatically open asking you to define the location where you would like to store this 
document and you will have the ability to rename the file if desired. 

Step 3: To view the registration information, please open the relevant file. All content of the captured during the 
registration process will be included in this file. 

 

Exporting all directions data 

To export a .csv file of all directions made in your local government area since the registration system 
commenced: 

Step 1: Click on “Export directions data”. 

 

Step 2: A pop-up will automatically open asking you to define the location where you would like to store this 
document and you will have the ability to rename the file if desired. 

Step 3: To view the directions information, please open the relevant file. All content of the captured during the 
registration process will be included in this file. 
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HowTo notify a direction 

This online system only allows you to notify the Planning Secretary of any direction you have already issued to an 
owner under clause 186T of the Environmental Planning and Assessment Regulation 2000. FRNSW and the 
Department of Planning and Environment also notify any of their directions through this system.  

You cannot use this online system to direct a building owner to register their building. You will need to 
separately direct building owners (eg. by letter) to register through the NSW Cladding registration portal 
(www.claddingregistration.nsw.gov.au) and then notify the Planning Secretary of this direction via this online 
system. 

To notify a direction: 

Step 1: Click on “Notify direction”.  

 

Step 2: Input the notification details including the name of the owner / company, their postal address, the date 
of direction, the direction reference and the date that the owner needs to comply with the direction. 
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Step 3:  Provide the address of the registered building.  

 

Step 4: Press submit once the details have been input. This direction will be visible on the Department’s  

dashboard. 

 To return to the dashboard, press “Dashboard” button. 

If you need to view the direction information, click on the relevant reference number and a summary will 
be displayed. 
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FOR REFERENCE ONLY: HowTo complete the registration form 
(building owners) 

Whilst council users do not complete the registration form for the building owner, the HowTo guide has been 
provided below to help you respond to any queries you receive. 

HowTo complete the registration form (building owners) 

Once logged in, you will be taken to your dashboard. From here you can view all registrations you have 
prepared, submitted or lodged, and commence a new registration. 

Step 1: Click on “Register your building” to commence the registration process. 

 

Step 2: Provide your building and contact details 

1. Input the building name, street number, street address and suburb. 

The system will suggest suburbs to you based on the information you are keying in. Please select an 
option from the list to proceed. 
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2. Select the building’s use/s, selecting all that apply to your building. 

 

3. Select whether the building was first occupied after 22 October 2018, and how many stories are above 
and below the ground. 
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4.  Enter the name of owner/ owner's agent/ company, select your relationship to owner (if acting on 
behalf of owner), and enter their postal address, email and phone number. 

 

5. Click “Save and continue” to continue to the next step. “Save and exit” will return you to the 
dashboard. 

Step 3: Provide the building’s cladding details 

1. Select the type of cladding of your building and name of product and manufacturer (if known). 

 

2. Select where the cladding is located, select all that apply, and the extent of cladding coverage. 
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3. Select whether the building has sprinklers installed on all levels. 

 

4. Select if you were directed to register the building by council or a NSW Government agency. 

If “Yes”, select who issued the direction, input the date of the direction (if known), and the reference 
number on the direction notice. 

 

5. Select if you have had the cladding assessed for fire risk. 

If “Yes”, select the date of assessment, input who carried out the assessment and the occupation of the 
assessor. 
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6. Select if a fire safety order has been issued. 
 
If “Yes”, select who issued the order, select the date the fire safety order was first issued, and select 
what the order required. 

 

7. Click “Submit” to complete the application process.  

Following the submission of your building registration application, you will receive a system generated 
confirmation email. 


