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Summary 

This guide demonstrates the process of submitting an Industry Regulation application for assessment of 
an amendment to an existing licence or works approval. This also includes administrative amendments.  

Prerequisites 

You must be a registered user to submit an application for assessment in Environment Online. 
Depending on the login type used and whether you are representing an entity, some details may be 
provided by selection or manual entry. Guidance on registering and logging in to Environment Online is 
available on the Login page under the ‘Get started guide’. 

Applications are submitted within the My environment dashboard. 

If you need assistance with registering in Environment Online, please contact our friendly support team. 
You can reach us by phone at 1800 161 176 during our contact hours, 8:30am-5pm (AWST), Monday to 
Friday, or by email at eosupport@dwer.wa.gov.au . 

Submit an application for an amendment (licence or works approval) 

1. From the My environment dashboard, select New application. 

 

2. Select the Industry Regulation tile. 

 

https://environmentonline.dwer.wa.gov.au/SignIn?returnUrl=%2F
mailto:eosupport@dwer.wa.gov.au
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3. On the Industry Regulation new application page, choose an option from the What type of 
application do you want to create? Drop-down menu and select Amendment. 

4. Choose an application type from the Select application type. Drop-down menu and select 
Amendment.  

5. Choose an application activity from the Select application activity drop-down menu and select 
what amendment you are requesting - licence or works approval. 

6. Choose a project from the Select a project drop-down menu for which the amendment relates 
to.  

7. Choose an Industry sector most applicable to your application. 
8. Choose an Industry most applicable to your application. 
9. Select Start application. 

 

Note: Administrative Amendments are only those prescribed in section 59 (1) (e), (f), (h), (i) and (j) of the 
EP Act. They require no fee.  

59. Amending works approval or licence 

(1) The CEO may amend a works approval or licence by — 

(e) correcting in the works approval or licence — 

(i) a clerical mistake or unintentional error or omission; or 

(ii) a figure which has been miscalculated; or 

(iii) the misdescription of any person, thing or property; 

or 

(f) making an administrative change to the format of the works approval or licence which does not alter 
the obligations of the occupier of the premises to which the works approval or licence relates; or 

(h) deleting any discharge point or emission point which is no longer in use; or 

(i) amending the works approval or licence in conformity with an approved policy or prescribed 
standard or with an exemption conferred under this Act; or 
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(ia) amending the works approval or licence to ensure that it is not contrary to, and that it otherwise 
accords with, a Ministerial statement; or 

(j) amending the works approval or licence to give effect to a decision of the Minister under this Act 
(whether on an appeal or otherwise). 

10. Familiarise yourself with the Amendment page, then select Continue. 

 

11. On the Instrument details page, select or enter the instrument you want to amend.  Check that 
you have the correct Contact details. If not, select the magnifying glass to identify the user who 
will receive communications regarding this application.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 
OFFICIAL 

 
12. Select Next.  

 

NOTE: If you have selected the log in with your email method, you must provide the Instrument 
details and contact details of the current instrument holder. Provide the email address and phone 
number for the main contact to receive correspondence from the department regarding this 
application. Then select Next.  
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13. On the Amendment details page, provide a brief summary of the proposed amendments to the 
instrument. For amendments where there are changes to prescribed categories, include which 
prescribed categories of the existing instrument the amendment relates to.  

Note: where details are complex or extensive, a summary of each proposed change may be listed 
here, and further details uploaded in the ‘Attachment’ section as part of the application supporting 
documentation.  

14. Select Next.  
 

 
 

 
15. Complete the Categories page, select +Add to enter the Premises categories.  

Note: Please add all prescribed categories currently authorised on the existing instrument with the 
existing approved capacity on the instrument, not only the category subject to this amendment 
application. An incorrect or incomplete entry may result in the application being returned and delays 
in processing.  

The fee prescribed for an application for an amendment to a works approval or licence is calculated 
in accordance with r.5BB(1)(a) of the EP Regulations: 

• for a single category of prescribed premises to which the works approval or licence relates, by using 
the fee unit number corresponding to the prescribed premises category and relevant design 
capacity threshold in Schedule 4 Part 1 of the EP Regulations.  

• for multiple categories of prescribed premises to which the works approval or licence relates, by 
using the highest fee unit number corresponding to the prescribed premises categories and design 
capacity threshold in Schedule 4 Part 1 of the EP Regulations. 
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16. Select from the Category, Capacity range, Specific capacity, Unit type and select Add. 

 

Note: To delete or edit a Category, select the blue arrow under ‘Actions’ and select Delete or Edit.  
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17. Select Next to move to the Attachments page.  
18. Download and complete the relevant application forms  
19. Select the +Add files button on the Attachments page to include any supporting documentation, 

including the application form, then select Next.  

 

Note: If any of your application documents are required to be treated as ‘Confidential’, please 
provide a redacted version of the files, and include information to support the reason for 
confidentiality. 

20. Confirm all details on the Review and submit page have been entered.  
21. Confirm the Amendment details are correct. 
22. Confirm the categories for Fee components are correct.    
23. Confirm you have all your Attachments. 
24. An estimated fee for your licence or works approval amendment will be displayed. No fee will 

apply for administrative amendments only.  
25. Select the check box to confirm authority.  
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26. Select Submit.  
 

 
 

27. Select Confirm & submit.  
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28. When successfully submitted, a confirmation page will appear. Take note of the reference 
number, then select the Go to My Environment button to return to your dashboard.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
OFFICIAL 

 

 

 

 

 

 

 

 

  

  

   

 

 

 

 


