
A guide to how we work



Trusting someone to design your ideal living 
space is a big responsibility and at the beginning 
of the process it can seem daunting to all parties.

To guide you through the process we’ve put 
together our staged approach to residential design. 

We are members of the Royal Institute of British 
Architecture (RIBA) and match their key stages 
in order to adhere to the highest standards and 
protect our clients.



To get you thinking...

• Why are you considering this project?

• How do you use a living space? Both now and in the future?

• What is your budget?

• Do you have an ideal timeframe?

• What existing information do you have on the site/property?

• Do you have sustainability or zero carbon aspirations for the project?

Strategic Definition
Stage 0

It’s so important to make sure the basis of a design is based 
on factual information. The more we know about a potential 
project’s requirements and your aspirations for living space, 
the closer to your dreams we get.

We always encourage our clients to think about what they 
really want and come to us with their ideas as well as the 
site information. Sources of inspiration such as Pinterest, 
Houzz, or magazines are a good starting point. That’s not 
to say we won’t challenge you and come up with intelligent 
alternatives, but we believe a collaborative process helps 
achieve a greater living space.



Preparation & Brief
Stage 1

Once you receive and review our quote, if you feel key 
points have been missed, this is the time to let us know. 
Your brief will be written into the quote to make sure you 
know we have understood everything correctly.

A successful project starts with a detailed brief. Once we 
have your aspirations and all the relevant information about 
the project is in place, the design process can begin.

A ‘topographical’ or ‘measured building’ site survey takes 
place at this stage and is drawn up in CAD to form the basis 
for all future stages of work.



Concept Design
Stage 2

At this stage we start to look at initial concept designs. 
Our sketches will be a starting point for discussion.

During this stage we will show you plan and elevation 
options, (hand drawn or basic CAD drawings). We may 
also use precedent imagery to help convey our vision 
for your project.



Developed Design
Stage 3

During this stage we finalise the design. If a planning application 
is required, drawings will be prepared for submission to the local 
planning authority, or if the proposals comply with ‘permitted 
development’ rules, we suggest the submission of a certificate of 
lawfulness just to confirm this prior to commencement on site.

For a Planning Application, a full set of drawings have to be 
produced including; existing and proposed elevations and plans.

In addition, information that may be required might be; a Design 
and Access Statement, 3D drawings, site sections. Additional 
reports may also be required including: a Tree Survey, Ecology 
Report, Planning Supporting Statement, Engineers Information or 
a Highways Report.



Technical Design
Stage 4

Following a Planning Decision Notice we produce detailed 
working drawings (required for sign-off by Building Control). 
In most instances this stage will require an engineer for 
structural work.

We can increase our scope of work to include detailed large 
scale constructions drawings of project specific details to 
ensure the project is built as intended!

If there are conditions imposed on a Planning Decision 
Notice, we price for the production of new information and 
submit an application to get them discharged. We can also 
put you in touch with builders to obtain prices directly based 
on our drawings, or alternatively we can undertake a formal 
tender process on your behalf. 



Construction
Stage 5

The construction phase of a development is where the 
vision is bought to life. Extra attention to detail is needed 
at this stage to make sure the architectural design is 
created faithfully.

If you would like to use a formal contract with the builder on 
site, we can advise on contract type, what our role would be 
and our costs, this will be dependant on the contract used 
and level of input required.

If appointed as Contract Administrator, Swain Architecture’s 
role on a residential project would usually involve the 
following work: finalise Building Contract, appointment of 
Principal Contractor, administer the Building Contract and  
regular site inspections to review construction progress.



Handover & Close Out
Stage 6

Sometimes it is useful to include the architect in the latter 
stages of the building process.

Handover and close out is the conclusion of the building 
contract. It is important to make sure that the building has 
been built as intended and that all services and functions are 
in a satisfactory state for habitation.

We can also produce ‘as-constructed’ plans and elevations 
which is helpful for future sale and development.



In Use
Stage 7

At Swain Architecture we’re proud of what we create with our 
clients and this means we like to build lasting relationships.

Once your home is lived in, we like to visit to make sure the 
vision for how you are going to use your property has been 
realised. In line with RIBA key stage 7 we can, if required, 
produce an in-use survey.

And don’t forget, if your circumstances change we’re also on 
hand to look at remodelling and extensions.
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