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1. Introduction 
 
Involving the community is central to neighbourhood planning and so Cornwall 
Council has produced this document to help your Council in choosing and 

implementing the most appropriate consultation methods for your community and 
Plan. 

 

Neighbourhood Plans encourage local people to have more control and to have a 
say in what they want in their own community or parish. This includes everyone 

who lives, works or visits your community, from young people and elderly, to 
commuters, businesses owners, individuals and families. However, only those 

who live in an area will get to vote in the referendum.  

 
Town and Parish Councils (or the designated neighbourhood forum/group) need 

to involve their communities in the neighbourhood planning process to find out 
what they think about issues such as more housing, employment opportunities, 

open spaces etc. It is essential that the community is engaged throughout the 
process of developing a Plan.  It is important that the resident and business 
community and those with an interest in the development of a neighbourhood 

area are: 
 kept fully informed of what is being proposed 

 are able to make their views known throughout the process 
 have opportunities to be actively involved in shaping an emerging 
neighbourhood plan or Order 

 are made aware of how their views have informed the draft neighbourhood 
plan 

 
Before submitting a neighbourhood plan proposal to Cornwall Council it must be 

publicised to the local community (see Section 2 on your legal responsibility). 
Therefore, we have compiled some practical guidance in Section 5 on engaging 

your community at five key points in the development of your plan, these 
include: 
 

 Getting to know your community 
 The themes 

 Vision and Objectives 
 Policies 
 The Final Document 
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2. The Legal bit… one of the reasons why 

you need to engage with your community  
 
All Neighbourhood Development Plans must meet the legal requirements to 

publicise and engage their community.  Whilst there is this requirement on you to 
engage this should be viewed as a process that will bring many benefits to your 

community and Plan; some of these benefits are described below:  
 

 Build relationships within the community  

 Strength civic pride 
 Help to reinvigorate local democracy 

 Bring people together around a common set of aims 
 Create a Plan which clearly reflects your community’s desires     

 

In the Neighbourhood Planning (General) Regulations 2012, Part 5 it states:  
 

Before submitting a plan proposal to the local planning authority, you must:  
 
(a) publicise, in a manner that is likely to bring it to the attention of people 

who live, work or carry on business in the neighbourhood area providing: 
(i)  details of the proposals for a neighbourhood development plan;  

(ii)  details of where and when the proposals for a neighbourhood 
development plan may be inspected;  

(iii) details of how to make representations; and  

(iv) the date by which those representations must be received, being not 
less than 6 weeks from the date on which the draft proposal is first 

publicised;  
 
(b) consult any consultation body referred to in paragraph 1 of Schedule 1 

whose interests the qualifying body considers may be affected by the 
proposals for a neighbourhood development plan; and (see Appendix 2) 

 

(c) send a copy of the proposals for a neighbourhood development plan to the 
local planning authority. 

 

When you submit your Plan it must include: 
 

(a) a map or statement which identifies the area to which the proposed 
neighbourhood development plan relates; 

 

(b) a consultation statement;  
 

(c) the proposed neighbourhood development plan; and  
 
(d) a statement explaining how the proposed neighbourhood development 

plan meets the requirements of paragraph 8 of Schedule 4B to the 1990 
Act.  
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3. When do I need to consult? 
 
Every Neighbourhood Plan that is submitted must include a Consultation 
Statement, this will tell the story of how you have developed the information that 

is in your final Neighbourhood Plan and will be the evidence to prove that you 
have worked with your community throughout to develop the Plan; and that they 

have travelled along the process with you.  
 
The diagram below shows some of the key points when consultation might be 

carried out from the early days when you are designated as developing a 
Neighbourhood Development Plan through to the final document. 

 

  
 

The Consultation Statement 
 
It is worth knowing at the very beginning of considering your consultation that 

there are regulations on what needs to be contained within your Consultation 
Statement (as set out in Neighbourhood Planning (General) Regulations 2012 Part 
5).  If you understand now what needs to go into this document it will help you 

when planning your events and choosing consultation tools such as 
questionnaires/workshops etc.   

 
It states in the regulations that each Neighbourhood Plan must include a 
‘consultation statement’ and this means a document which:  

 
 contains details of the persons and bodies who were consulted about the 

proposed neighbourhood development plan 
 

 explains how they were consulted 

 
 summarises the main issues and concerns raised by the persons consulted 

 
 describes how these issues and concerns have been considered and, where 

relevant, addressed in the proposed neighbourhood development plan. 

 

Getting to 
know your 
community

Themes
Vision and 
Objectives

Policies
Final 

document
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Writing up your consultation results  
 

It may seem odd to discuss writing up your results before having mentioned the 
consultations that you might organize; but the logic is that it really does help if 
when planning your consultations if you have an idea of what you will need to do 

when writing up your results into a report. 
 

Once you have completed your consultation ensure you analyse all the results 
and record them in a report as soon as possible. A little tip is to make sure you 
keep visual evidence too such as photographs as this really helps to bring your 

report to life (make sure you ask people for their permission before taking their 
photo) and jot down where you distributed your leaflets/posters/questionnaires 

as this is all evidence for your report.   
 
As explained above throughout the process you will have undertaken several 

consultations, so using the structure stated in the regulations (see page 5) for 
writing up your consultation results will enable you to amalgamate all your 

separate consultation reports into a final Consultation Statement with ease.  
 
Within your report you can make specific reference/highlight the results that are 

most significant, or support and evidence the conclusions you have come to ie 
those that have informed your findings and any decisions, eg creation of your 

Vision. You could display results using tables, graphs and charts supported by 
some explanatory text, however, if you did not want all the results in the main 
document put those that are less important in an Appendix.   

  
As well as questionnaire results that will suit tables and graphs/charts you will no 

doubt have some written responses from your community to analyse; make sure 
you summarise these.  The next step is to group the comments under themes eg 
if a response mentions housing, what was it about? Did they mention a lot about 

the need for affordable housing or was it less specific talking about housing in 
general; the type of housing needed; the location of new buildings etc?  (See 

Appendix 4 for template table). This will then help you to be able to put these 
into a table and say that so many people gave comments regarding……  

 
Things to remember: 

 Ensure you use the format set out by in the Regulations for your Consultation 

Statement as it will make your life easier when you come to amalgamate all 
your reports. 

 Make sure that what you have included in your Vision/Objectives/policies etc 

is supported by the data from your consultations. 
 Ensure you feedback the results to residents in a timely manner, did you say 

when you would feedback? Make sure you stick to this timetable if you did.  
 Let people know what you have found out as well as what you are going to 

do with the information 

 If you have used different consultation methods eg questionnaire, post-it 
notes, written responses don’t be tempted to merge the results, they are not 

comparable, but complementary.  So for example if you had a questionnaire 
which had some questions on housing but you also had a number of 
comments about housing, create a section in your report on housing, detail 

the results from the questionnaire first then underneath give a summary of 
the written responses.  
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4. Community Engagement Plan 
 

It is helpful when planning any type of engagement to pull together a Community 
Engagement Plan within this you simply need to list all the different areas and groups 
of people within your Parish and think about whether different groups of people need 
to be contacted and communicated with in different ways. For example young people 
may need to be engaged with through youth groups or social media. They are unlikely 
to attend open public consultation events. Elderly or disabled groups may be keen to 
be involved but the venue and time of consultation may need to be carefully 
considered. 
 
The community also includes the business community – local businesses within the 
Neighbourhood, often run by people who live outside the Neighbourhood Area. The 
starting point is to list the different businesses in your area and depending on what 
sorts of businesses there are decide how best to engage them. There may be a 
business group or Chamber of Commerce that you can talk to, but in most parts of 
Cornwall it will simply be a matter of talking directly to the people who run the 
businesses. 
 
The CEP should then indicate how the various groups will be involved – what methods 
will be used to:  
a) communicate with them, and  
b) interact with them so that their views are expressed, heard and recorded.  
 
The publication and organisation of community events can be one of the most 
demanding parts of a Neighbourhood Planning process, and it is likely that your 
resources will be limited. One of the easiest and cheapest ways to engage people is to 
‘piggy back’ other events going on in the Parish, for example the village fete, harvest 
festival etc. 
 
Keep to simple techniques unless your group has special skills, for example in IT. 
Face to face interactions which are properly recorded work fine. So whilst it would be 
fantastic to have a Twitter consultation or Facebook site to engage with local kids, you 
might get just as useful feedback by setting up a stall at lunchtime in the local school 
and interviewing children about what they like and dislike about their area. 
 
It is important to note that there are legal issues associated with some forms of 
engagement. For example the collection of personal data will need to comply with the 
1998 Data Protection Act and people working with children may need to have a 
Criminal Records Bureau (CRB) Check carried out. The Cornwall Association of Local 
Councils can give you guidance on these sorts of issues (www.cornwallalc.gov.uk/). 
 
A lot of guidance on how to engage people has already been written and is available 
online.  
 
One of the better guides is provided by the Eden project in the form of case studies it 
is available at:  
http://www.edenproject.com/whats-it-all-about/places-and-regeneration/neighbourhood-planning  

  

Each of the bodies officially appointed by the Government to provide support to 
Neighbourhood Planning bodies can also provide advice on how to engage people: 
 
The Prince’s Foundation: 
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http://www.princes-foundation.org/what-we-do/projects/engage/clg-planning-scheme/ 
supporting-communities-and-neighbourhoods-planning 
 
Locality: http://locality.org.uk/projects/building-community/ 
 
The Royal Town Planning Institute: http://www.rtpi.org.uk/planningaid/ 
 
The National Association of Local Councils, in partnership with the Campaign to 
Protect Rural England: http://www.planninghelp.org.uk/ ; www.cpre.org.uk ; 
www.nalc.gov.uk 
 
Action with Communities in Rural England (ACRE): www.acre.org.uk. 
 
The Department for Communities and Local Government: 
www.communities.gov.uk. 
 

A good way to think about who to engage with and how to do it is to prepare a simple 
table, such as the one below, in which you list each group you want to reach, how you 
can publicise Neighbourhood Planning Events to them and what sort of event is most 
likely to encourage them to engage.  Below is an example of how you could set out 
your Community Engagement Plan: 
 
Group How best to publicise How best to engage 
Younger Children • Notices and 

announcements 
through schools and 
children’s groups 

• Events and activities aimed 
at parents 

• ‘Making’ events and 
parent/child activities 

• School projects – model 
making 

• Competitions run through the 
local community, radio or 
newspaper 

• Simple interactive website 
game 

Young adults • Notices and 
announcements in schools, 
sports/social clubs and 
organisations 

• Local champions – 
interested young person 
publicising the process 
through their peers 

• Facebook 

• Twitter 

• Local radio 

• Parents 

• Interactive website and social 
media questionnaires and 
activities 

• School projects 

• Photograph or video what 
they like and dislike about the 
Neighbourhood 

Working people 
and families 

• etc • etc 

 
 
The Countryside Agency’s Vital Villages Resource Pack provides a useful breakdown 
of groups and suggested methods of involving those groups. 
 
The final element of the CEP should be a programme so that the NP Team is clear on 
when it needs to communicate and when events will be held and so on. Obviously this 
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will tie in with the main programme for plan preparation and will enable schools, clubs 
and organisations to plan ahead, and venues to be booked for events. 
 
Whilst it will be for the community to decide how many events to hold, a minimum 
number of events and engagement processes are essential to a successful 
neighbourhood planning outcome: 
 
The Neighbourhood Plan programme needs to be communicated to the community. 
Then it is crucial that people are kept up to date as the plan progresses. If this does 
not happen, people can lose interest and bad press can be generated. Websites can 
be used to communicate and update people cheaply and effectively. Simple website 
templates can be bought and designed at very low cost. 
 
A good way to encourage use of a website is to make it the key way that information to 
interested parties is disseminated. For example, if you collect names and email 
addresses of all people wishing to be involved in, or informed of, the Neighbourhood 
Planning Process, you can easily keep them up to date via email and direct them to 
the website for new information and consultations. Such an approach would need to 
be supplemented by traditional communication means, such as articles in parish 
newsletters/magazines, press releases, leafleting and mail outs. 

 

Communicating your message 
 
Before you get too far down the road of planning your consultation, it is also 

important to understand how you will communicate the ‘message’ of your 
consultation.  In order for your consultation to be successful it helps if you are 

consistent and clear about what you are saying.  The information below will help 
with structuring the ‘message’ which can then be communicated in each of the 
consultation/publicity documents that you produce.  This could also form part of 

your Community Engagement Plan 
 

Strapline  
Gives the consultation an easily recognisable ‘branding’ that can be used 

throughout all publicity. This could simply be the name of your Plan or a phrase 
like Shape Your Place.  
  

Headlines  
Simply portray to the general public the essence of the consultation. 

 
Main Message:  
Key elements of the consultation succinctly described – using short sentences or 

bullet points.  
 

Key messages:  
Key messages provide more in-depth information and will ensure your messages 
are consistent and clear whether spoken, printed or on-line. 
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5. Key Points of Engagement 
 
Starting up 

The plan-making process starts at the point where members of the Town /Parish 
Council, perhaps on the suggestion of local interested groups and individuals, have 
the idea of developing a Neighbourhood Plan for their area. It will involve a small 
group of people sharing their ideas and aspirations for the local area. On our website 
we call this the ‘Pre-designation Stage’. 

At the start up stage consideration will be given to: 
 Understanding the basic principles of Sustainable Development. 
 The key issues that affect the area? 
 What opportunities there are to improve the area? 
 What you want the area to be like in the future? 
 What aims you could achieve with a Plan? 
 Whether or not a Neighbourhood Plan is appropriate for your area and which 

type 
 The approximate Neighbourhood Area boundary (usually Parish Boundary). 

It is important to spread the word and seek participation in the process from all parts of 
the community. This will typically involve holding one or more public events to get 
people thinking about how they would like to improve their area and whether a 
Neighbourhood Plan will help them do this. If they can see the benefits of a plan they 
are more likely to support the process, get involved and vote for it when the time 
comes to formally endorse the plan. 

Once Designated 
 

Once your neighbourhood plan is designated with the Council there are a number 
of key points at which you will need to consider undertaking consultation, we have 

identified 5 key points which will help you to develop your Plan. On our website we 
call these stages ‘Developing Your Plan’.   

 
Engagement is not just about gaining information from the community it is also 
about feeding back the information that you have learnt from them and showing 

them how that is helping to form the Plan.       

 
 

The following sections look at each of these key points and consider how you 
might consult and engage with your community. For practical guidance on each of 

the methods mentioned go to Section 6.  

Getting to 
know your 
community

Themes
Vision and 
Objectives

Policies
Final 

document
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1. Getting to know your community  

Gathering baseline data on your community is very important when you are starting to 
pull together information for your Neighbourhood Plan.  Many communities will already 
have a Parish or a Town Plan so you may be able to use some of the information that 
is already contained in that Plan to help you understand your community.  Depending 
on the age of this information you may or may not need to go back out with a simple 
questionnaire to confirm how your community feels about issues.  Information about 
how to compile a questionnaire are given in Section 6.5. 

The first step is to define the Neighbourhood’s community. That might seem obvious – 
ie the people who live within the Neighbourhood Area – but a Neighbourhood Plan 
requires a more comprehensive understanding of the community. 
 
The community of your Parish will contain different groups and people in varying social 
and economic circumstances. It is likely that as you are the ones initiating your 
Neighbourhood Plan you will know your area well and the different groups within it. 
Members of the community should be involved in gathering information, and suggesting ideas 

for how issues they identify could be addressed by the Plan. By carrying out consultation 
you will meet new people, learn to understand the area better and be more likely to 
support the plan. They are likely to come up with fresh ideas and perspective to your 
own. 
 
The community consultation process needs to make a concerted effort to reach all 
groups and not simply rely on the ‘usual suspects; who will respond to leaflets, press 
notices and advertisements.  
 
How you might consult and engage: 
 

 Run an event using displays about what a Neighbourhood Plan is, maps of your 
area, ask for suggestions/information on the map - possible use Planning for 
Real resources 

 Questionnaire 
 Publicise the event in as many ways as possible (newspaper, local 

newsletters/Parish Magazine, posters, leaflets)  
 
An event will be your opportunity to: 

 Explain to the community what a neighbourhood plan is and why the preparation 
of one might benefit the community. 

 Help them think about what things they would like to improve about the area and 
 consider whether a neighbourhood plan might help to do this. 

 Ask the community to support you and ask for volunteers to be involved.

Getting to 
know your 
community

Themes
Vision and 
Objectives

Policies
Final 

document
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 2. The Themes 

The point of the Neighbourhood Plan is that it reflects what the community wants 
to see happen and it must therefore respond to local issues, opportunities, 
problems, needs and desires. Your initial consultation (or gathering of information) 

will give you the basic information which should enable you to develop the themes 
that will make up your Plan. 

It is important at this point in the development of your Plan to feed back the 
results of your initial consultation to your community by telling them what the 

themes are that came from this consultation and what the next steps will be and 
when you plan to do this.  

Ways in which you could feedback to your community: 

 Put a press release in your local newsletters or Parish magazine 
 Leaflet drop to every household 
 Put posters up in your local shops and venues 

 Put the results on your website an on other local websites 
 Use Facebook and twitter to get the word out  

 Have a display in a local community venue 

Your next step after feeding back to your community needs to be developing the 
themes further. 

 
How might you consult and engage:  

 Develop sub/task groups for each of the themes and hold workshops inviting 

specific and relevant people to explore these themes further (See Section 6) 
 write a questionnaire to send out to your community looking at one or two of 

the themes at a time to gain deeper information on each of the themes (See 
page 27) 

 and/or you could hold an event for the community to come and help you and 

back it up using a questionnaire (See page 31).  

We have developed Guide notes on many topics which will help you in developing 
your themes, they will provide you with some information and advice about each 

of the topics and also provide you with some example questions whether you are 
holding an event, writing a questionnaire or planning a workshop.  All the Guide 

notes are available on the website. 

  

Getting to 
know your 
community

Themes

Vision and 
Objectives

Policies
Final 

document
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3. Vision and Objectives 
 
Once you have developed your themes further you will be at a point where you 

have gained community endorsement for the neighbourhood planning process and 
know the themes which your neighbourhood plan will want to address.  It is now time 
to start thinking about your vision and objectives.  
 
Using the same Task Groups that you set up for developing the Themes these groups 
now need to develop objectives under the key themes, based on the evidence 
gathered and local issues. Your main steering group will need to write your Vision. 
From these your policies can be developed. 
 
So what do we mean by ‘Objectives’?  These are the things you want to achieve 
throughout the life of your plan, these should now be easily identifiable from your 
developed themes.  For example you may have developed themes that are looking at  

 Economic Development  
 Housing 
 Environment 
 Heritage 
 Green Assets  
 Sustainable Development  

 
Under each of these headings you need to describe what this Objective is about.  It is 
often helpful to read other objectives or visions when thinking about your own; St Eval 
Parish are Cornwall’s first Neighbourhood Plan to be submitted.  Their second 
objective is Housing and state: 
 
‘Deliver housing growth that will help facilitate St Eval’s economic aspirations, whilst 
also delivering much needed affordable housing for local residents’ 
 
Their vision is to: “Maintain and enhance St Eval Parish as a sustainable and vibrant 
community, which is recognised as both a unique coastal and rural community” 

 

Once again make sure you feedback this information to your community: 
 Put a press release in your local newsletters or Parish magazine 

 Leaflet drop to every household 
 Put posters up in your local shops and venues 
 Put the results on your website an on other local websites 

 Use Facebook and twitter to get the word out  
 Have a display in a local community venue 

Getting to 
know your 
community

Themes

Vision and 
Objectives

Policies
Final 

document
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4. Policies 
 

The policies of your Neighbourhood Plan are key to its success.  A single set of 
policies and projects need to be identified that seek to achieve the aspirations of the 
community and which do not conflict with each other.  Set up a working group to 
consider all the policies from each of the task groups, this will help to avoid duplication 
or contradiction in policies. See Guidance note ‘5A Establishing Policies’. 

One way to arrive at a single list of policies and projects is to form a working group to 
consider all of the recommendations arising from each Task Group and decide how to 
bring them together into the Neighbourhood Plan.  When priorities have been identified 
it will be fairly clear what policies will be required. Draft policies will be written to 
address the aspirations and key issues of concern in the community. 

Once policies are drafted it is necessary to ensure the rest of the community broadly 
agree with what has been developed.   
 
How you might consult: 

 Run a community event 
 Brief Questionnaire 
 Publicise the event in as many ways as possible (newspaper, local 

newsletters/Parish Magazine, posters, leaflets)  
 
Ensure that if you are holding a community event that you: 

 Create a display at a location where people can examine the material look at the 
policies and projects and make comments and suggestions as to how they might 
be improved. 

 take photographs 
 record attendance numbers  
 record the number of people who support and object to the policies.  
 Make a record of any changes made to the policies as a result of the community 

feedback.  

Please refer to Guide Note 1F – Key Community Events for advice, 5a Establishing 
Policies, Guide Note – writing Policies and Section 6. 

 
 

Getting to 
know your 
community

Themes
Vision and 
Objectives

Policies

Final 
document
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5. The Final Document 
 

When you have prepared your neighbourhood plan you are legally required to 
publicise it before submitting it to Cornwall Council for approval. The legal 
requirements are set out in Section 2 but as a minimum, it must publicise that 

proposal in a manner likely to bring it to the attention of people who live, work or 
carry on business in the neighbourhood area and invite representations for a 

period of at least six weeks.  
 
The group must also consult any consultation body whose interest it considers 

may be affected by the proposals for a neighbourhood plan (see Appendix 2). 
 

Before finalising the plan this stage is important as consulting again with the wider 
community to see what they think of the policies and projects you have developed 
will help to get that positive support you need if they are to vote for the plan at a 

referendum. 
 

How to publicise your final document:  
 Produce a small leaflet outlining the key policies and projects and let people 

know how they can view the main document. Give this out to households and 

make available in local shops/buildings. 
 Produce approximately 4 ‘hard’ copies of the plan and put these on display at 

the community building in the centre of the village where they could be 
viewed by members of the public and other people. 

 Email copies of the document to people that have said they are interested in 
receiving it.  

 Put a copy on your website and give the link to other local organisations to 

put on their website. 
 

 
What happens next? 
 

Once the neighbourhood plan or Order proposal is submitted to the local planning 
authority, that authority will then publicise the proposal for a further six weeks, 

and invite representations. The representations are sent to the independent 
examiner to consider alongside the neighbourhood plan and other prescribed 
documents  

Getting to 
know your 
community

Themes Vision and 
Objectives

Policies

Final 
document
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6. Practical Guidance on Consultation and 

Engagement  

 
 The basics 

 

 Preparing your consultation (when, who, how, where) 

 
 What consultation and engagement methods/tools to choose 

 

 Running an Event 

 

 Developing Questionnaires 
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6.1  The basics 
 

Before moving into the more in depth information about preparing your 
consultation read the list below of some basic details about consultation.  Getting 
the consultation right can make the difference between good meaningful contact 

and a negative response, so here’s some things to consider. 

 

 Think about who you are consulting and make sure you plan your 
consultation so that everyone can contribute, for example: 

• are there regular meeting places such as village halls/churches?  
• what is the average age in your community eg are they elderly and not 

very mobile or are they mainly working families?  
• do they have access to computers and the internet?  

• are there any literacy issues in your community?  
 

 Ensure everyone can take part by overcoming as many barriers as 

possible. This means selecting venues and communication methods with 
care, for example consider whether the venue: 

• has a ramp for people using wheelchairs? 
• has a hearing loop system for those with a hearing impairment? 
• is well lit and the information provided clearly for those who are 

visually impaired? 
 

 Be clear on what you are trying to achieve and keep it simple this helps 
when explaining it to others.  Consider what you want your main 
message to be (see section 3 for more information on Communicating 

your message). 
 

 Make your consultation easy to understand using resources like exhibition 

display boards and leaflets that will give your community a flavour of what 

you are trying to achieve.   

 

 Plan your questions but make sure you start out by knowing what 

information you need to know! Consider the information that you can 

already find out from other sources, as the shorter your questionnaire the 

better. 

 
 Set aside enough time to plan, carry out and analyse your consultation; This 

will vary depending on how much time your group can offer, but you should: 
• allow about 3 months to plan 
• a minimum of 6 weeks for the consultation and  
• two months to analyse and write up into a statement of consultation.   
 

 Ensure that you comply with the Data Protection Act when handling 
personal information, responses must be handled as confidential data 

stored securely and only used for the purpose intended (see Section 7).   
 

 Make sure you observe and display any copyright for maps, including 
Ordnance survey maps. 

 

 Thank people for their contributions and make sure you let them know what 
you have learnt and what you will do as a result. 

 

 Analyse your consultation process; have you achieved what you set out to 
do? If not why not and could you have done things differently?  
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6.2 Preparing your consultation/engagement 
 
When to consult 

 

The length of time needed will vary depending on what method you choose, the 

time of year and the level of response you need. Normally you should allow a 
minimum of 6 weeks to reply to a simple questionnaire, however some groups 
within your community may need more time to discuss their response and may 

only meet monthly and so will need longer. 
 

Things to consider: 

 Think about the time of year; sometimes it is good to avoid major holiday 
times such as Christmas or school holidays but on other occasions it can be 
helpful to plan your event at this time as there will be events/markets taking 
place that you can become part of and therefore reach a larger more diverse 
audience. 

 Similarly, are there any other local events planned you might clash 
with or could use? 

 When working out your timescales for consultation find out first what 
decisions need to be made then work backwards to find out when you need 
to hold events and start planning your consultation.   

 Offer a range of dates and times of day for events to ensure that all 
sections of the community can take part. 

 Build in sufficient time for analysing what you have learnt and for 
feedback and evaluation.  This is detailed above in section 3.  

 
Who to consult  

 
It is important to recognise the mix of people in your community to ensure that 

everyone has the chance to engage in the process. Grouping residents and 
businesses into groups will help you to identify what methods you need to use to 
ensure you obtain their views, typical groups include: 

 
 Schoolchildren (aged 5-16) 

 Young people (aged 16 – 30) 
 Older people 

 Commuters ( people living in the community but working outside) 
 Housing estate representatives 

 Community groups and societies 
 Single parent families 

 People with physical needs 
 People with learning needs 

 Faith groups 

 People employed in the community 
 Local businesses 
 Black and minority ethnic groups 

 Travellers and gypsies 
 Families 

 Migrant workers 

 Voluntary bodies acting in the area 
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You should also consult other bodies whose interests may be affected by your 

neighbourhood plan. A full list of organisations that you are required to 

consider consulting, is provided in Appendix 3 these include organisations such 

as: 

 Cornwall Council 
 Homes and Communities Agency 
 Natural England 

 Environment Agency 
 English Heritage 

 Highways Agency 

 Neighbouring Parishes and Towns 

 

How to consult 

 
The range of consultation methods are fully described in the next Section, but there 
certain methods particularly suited to neighbourhood planning these include: 

 
 Self completion questionnaires/surveys 
 Public meetings 
 Focus/Task/work groups (looking at specific subjects) 

 Seminars for specific groups of the community/organisations 

 Open Days and Exhibitions 

 Social media 

 Website  

 

Several methods may have to be used to get the whole community involved. 
You should communicate with groups by methods they are used to and 

comfortable with, and if possible, allow them to respond by a method of their 
choice.  This will be in different ways at different stages in the development of 
your Plan.  For example:  

 
At the beginning of the process it is important to gain a general understanding 

from the whole community about perceptions and things that are important to 
them – a questionnaire would be well suited to this.  But it would also be good 
to have the opportunity to explain to your community what it is you are trying 

to do, this might be best suited to an open day which provides information and 
someone to talk to.  

 
Later on when developing ideas it might be more appropriate to use a workshop 
focus groups so that in-depth discussions can be held. 

  
Where to consult 

 
If you are holding an event consider using different consultation venues to help 
you reach the whole of your community. Often the most effective way to reach 

people is to piggy back on other events, meetings or gatherings that you know 
people will already be attending. 

 

Checklist of possible venues or events:  
 

 Community centre /village hall 
 Schools 

 Pubs 
 Places of worship 

 On the street 
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 Existing community clubs and societies 

 Leisure Centre 

 Farmer’s Market 
 Hospital 

 Community days/village fetes and shows/summer festivals/carnival 

 Public meetings such as Parish Council/Residents’ Association/Forums 
 

The above list of venues are all good places to publicise your event but you could 
also use: 

 

   Doctors surgery 
   Dentists 

   Hair Dressers 

   Shops 
   Post office 

 

The next Section provides more detailed information about consultation methods.  
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6.3 Consultation Methods 
 

6.3.1 Quantitative vs qualitative data methods 
 
Quantitative methods 
 
Quantitative methods are based on a representative sample of people who will 

give you an accurate picture of the population. This method is used when you 
want to know ‘how many people think……..’. It is useful for providing a snapshot 
of public opinions and attitudes and the results are measurable and can be used 

as a benchmark.  This information is easy to make into charts when presenting 
information back to the community.  To calculate how many responses you 

need for the results to be statistically reliable use a sample size calculator such 
as:  www.surveysystem.com/sscalc.htm 
 

A simple thing to consider and to help with evidencing you have a good sample is, 
are you achieving the same rate of turnout at your consultations as the Council 

achieve in their elections.  For Example if your area achieved a turn out of 8% 
have you achieved an 8% turn out in your consultation?  
 

Use multiple choice questions where possible as it makes it much easier to 
analyse and understand overall opinions in your community.  Make sure you use 

an equal amount of positive and negative questions (see Section 5 for more 
information and Appendix 1 for Advice Sheets on preparing questions for specific 

themes).  

 

6.3.2 Qualitative methods 
 
Qualitative methods focus more on attitudes, views and opinions and the reasons 

why people feel the way they do. It is used to explore issues in depth.  It usually 
involves group discussion or in depth interviews and is less about the number of 
people involved but the quality of information received. It is not practical to 

involve all members of the target population.  
 

If you are using this method it is important to use the same set of questions so 
that respondent’s answers that are similar can be grouped together when 

analyzing them.  Analysing this type for data is time consuming so that must be 
factored in to your timescales.  
 

Frequently used qualitative methods include: 
 Focus groups 
 Ward councillor contact 

Quantitative 
Methods

Self 
completion 

questionnaire

On-line 
questionnaire

Referendum/

Poll

On Street 
Face to Face 

Survey

Public 
meeting 

Poll/Voting
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 In depth interviews/face to face 

 Telephone surveys 
 Exhibition event 

 Public meetings 
 Questionnaire (but this is only the ‘open’ questions where you are asking for 

additional comments within the questionnaire) 
 Stakeholder meetings 

 Documentary consultation 
 Forums – area, local  

 Website 
 Developing parish plans 

 Community meetings 

 Workshop or group events 
 Open day events 
 Road shows 

 Photo surveys 

 

6.3.3 Ways you might choose to Consult and Engage 
 

Below are some ideas about how you might choose to consult and engage your 
community.  Appendix 4 provides some costs associated with the 
publicity/exhibition materials for the events below.  

 
Using existing Community group and societies 

 
Utilising existing events and groups, such as youth or faith groups, residents 
associations, fetes and festivals, school open days and other social clubs, is a 

really good route into engaging residents. 

 

Visiting people where they are already gathered, helps to break down the barriers 
to involvement.  For example, a mum or dad has time to answer a few questions 

at a parent and toddler group, but may not be able to make an evening meeting 
if they are a single parent or their partner works in the evening; or a 70 year old 

man can hear and share opinions at an older peoples' coffee morning, but feel 
intimidated at a public meeting. 

 
Try to get people involved by making it fun. Similar to an open day in format, 
have an action plan stand with flipcharts, post-it notes, maps and a photo wall 

for people to make suggestions and comments - remembering to take flipcharts, 
marker pens, post-it notes and sticky dots with you. 

 
Community meeting 
 

This is where individuals gather to hear about or discuss a local issue that 
enables a community to find out and express their opinion on a particular 

issue. This differs from a public meeting (below); a community meeting is 
usually designed to offer a two-way flow of information. With views normally 
captured through questions, feedback forms and comment boxes. 

 
This is a relatively quick and inexpensive method of engaging with people, 

though meetings need to be well managed to avoid confrontation when 
discussing controversial subjects. You may find need to hold several meetings, 
depending on the area your Plan covers, and have a note taker to record 

comments and provide the necessary follow up. 
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Through ‘questions and answers’ sessions, a local meeting can help clear up 

misunderstandings and facilitate understanding of the nature of local views and 
allow decision makers to hear them at first hand. 

 
Public meetings 
 

Often the most effective way to inform the community about plans that can be 
presented in a structured way, and can be supported with slide show and video. 

Guest speakers, other experts and a chair are essential to talk, answer questions 
and manage the meeting well. 
 

You can capture views by raising questions, show of hands, feedback forms and 
comment boxes. 

 
Sometimes it can be difficult to handle hecklers at a public meeting, either the odd 
highly talkative participant and sometimes, local politicians. 

 
Public meetings are not a reliable means of judging a community’s response, as it 

may fail to reach some ‘hard to reach’ communities, eg non-English speakers and 
can be intimidating to a surprisingly large number of people. They are often held 
in the evening also which doesn’t attract all section of the community. 

 
Face to face - door knocking / interviews on the street 

 
Make time to visit people, whether in the home or at clubs and societies, to 
explain what you're doing and ask for their opinions. Have a short questionnaire 

ready to record their views or ask them to complete a few questions themselves. 
 
Focus/Task or work groups 

 
Once you’ve got some basic data from your community, you can run smaller 

groups with up to 10 people to focus on one particular issue or geographical area. 
 
Having a facilitator present is essential to keep the discussion on target, and a 

note taker to record comments and emerging themes. Big sheets of paper for 
comments/post-it notes to be stuck on and a big map of your Neighbourhood 

Plan area are also really helpful aids to discussions.  
 
Exhibition /open day 

 
Some people find meetings intimidating, so organize an open day so that people 

can drop in to leave suggestions in an informal way. Views can be left about 
how they see certain issues or elements of the Plan by using: 

 a suggestion box 

 a graffiti wall or with post-it notes 
 maps where people can identify hot and grot spots, or 

 a mini questionnaire supporting an exhibition 

In an open day you can ask community groups to take stands, covering topics 

such as: traffic, education, leisure, environment, heritage, business, as well as 
housing. 
 

Invite the whole community to walk around, enjoy refreshments, read other 
people's comments and add their own. This is a good networking and influencing 

opportunity. 
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Suitable venues are fully detailed in Section 6.2, but depending on what facilities 

are in your locality, could include: 
 village or town hall 

 community centre 
 pub 
 school reception area or 

 sports pavilion 
 

Road show 
 
If you have a larger area to cover, you should consider running several open 

days/exhibitions across the area. This means that everyone gets the same 
opportunity to participate in their locality. This is particularly useful in larger 

towns. 
 
Self-completion questionnaires 

 
When carefully planned, designed and piloted, questionnaires can be a useful 

tool to get views from the community. They can be simply mailed to residents or 
distributed via parish newsletters or hand delivered and filled out with residents.   
 

You should restrict the length of time it takes to complete a self-completion 
questionnaire to a maximum of 10 minutes. 

 
Whilst you can include, pictures and maps within the questionnaire, it is more 
expensive to print pages of colour maps. Self-completion postal questionnaires 

miss the opportunity for interactive discussion and explanation but do help with 
gathering good amounts of quantitative data. 

 
See Section 6.5 for more information about developing a questionnaire.  
 

Online/web based questionnaires and websites 
 

Web based questionnaires are a cost effective means for capturing the views of 
everyone at a time that suits them, particularly young people who are less likely 

to fill in a paper questionnaire. 
 
Use a website to keep the community updated on progress and news of the 

progress and news of the action plan. An online questionnaire can be used to 
gather more feedback. You can also run a paper version of a web based 

questionnaire at the same time so that those that do not have or like the internet 
can also be involved.  Having identical questionnaires ensures it is easy to merge 
data from paper and on-line questionnaires after the consultation period closes. 

 
Posting your questionnaire on-line, gives it wider coverage. Using this method 

means people can access it and reply online at a time that suits them. It saves a 
huge amount of time and resources on data input that paper questionnaires 
entail and it is easy to post on-line any supporting documentation without the 

need for expensive colour printing. 
 

Online social networking (Facebook and Twitter) 
 
Networking sites such as Facebook and Twitter are actively used predominately 

by younger age groups. Many councils have already set up accounts with both 
these and other networking sites. However, experience shows there are few 
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young people actively using council social network sites and therefore expected 

numbers responding to consultation carried by this format could be very low. 
 

However, these sites may still be useful to encourage younger people to get 
involved if you actively publicise it in promotional materials and press releases. It 
is also often better to ask certain organisations to promote your event on their 

website or social media network, which then provides a link to your 
Neighbourhood Plan consultation page, this way you reach a much greater number 

of people.  
 
Mad, sad, glad boards 

 
This is generally used at an open day, workshop or other event where people are 

encouraged to jot comments on post-it notes and post them onto boards with 
these three headings. Collecting the communities views in this informal interactive 
way gets likes and dislikes of residents in all age groups in a simple easy to 

organise and inexpensive way. 
 

You can also do something similar using a map of the area and hand out two 
colours of post-it notes; one for positive thoughts about locations in the area; the 
other to collect negative views for people to pinpoint issues. Sometimes it can be 

the smallest thing that can trigger huge comment. 
 

 
6.3.4 Selecting the best way to consult and engage 
 
In Section 4 we have given you some ideas about how you might want to engage 
at each key point in the development of your idea but you could also use the 
information below to help you think about the best method for your consultation.  

Remember though to keep in mind for all methods:  
 

 What resources do you need and have? 

 How much time do you need and have? 

 How will you record information? 
 

Firstly think about your target group:  
 

 Who do you need the information from? Is it groups/organisations/ 
Individuals? 

 What will be the best way for certain groups/organisations/individuals to 
respond? 

 Are they best suited to face to face contact or responding to information 

remotely in their own home? 

 
Secondly consider the following:  

 
 Are you trying to find out general/detailed views or do you need to find out 

whether the ideas being compiled are supported by the community?  

 Questionnaire for general; Focus/Task Groups for detailed 
 

 Do the consultees need any particular information before they can respond?  
If yes: Exhibition/Open Day/Community Meeting/Public 
Meeting/Website 
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 Is it a simple exchange of information needed or is it something more that is 

required? 
If an exchange: Public/Community Meeting/ Press Release to 

newspapers/Newsletters/Website  
 

 Is it to provide feedback from a previous consultation? 

  Press Release to newspapers/Newsletters/Website 
 

 Are you trying to allay any fears or misconceptions, or answer Frequently 
Asked Questions? 

  Open Day/Exhibition/Key Messages Document/Information on 
Website 

 
Appendix 3 gives the purposes, pros, cons and approximate cost of different 

Consultation tool/materials such as: 
 Invite postcards 

 Posters  
 Leaflets 
 Display banners 

 Key Messages document 
 Questionnaire 

 Voting Boards  
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6.4 Running an event 
 
Planning is the key to holding a successful event whether it is a formal or Informal 

one.  The main kinds of events used are: 
 

 Exhibition/Open Day 

 Public meeting 
 Seminar 

 

Choosing a venue is one of the most important decisions. This could be a 
community building, or a local school, scout/guide hut, sports pavilion or spare 
room in the local pub. Hire a venue with good access and capacity that caters 

for those with disabilities and preferably with public transport and parking 
nearby. 

 
Also consider utilising existing community events such as village fetes, local 
society events or community clubs so you can take your consultation to the 

public rather than the public coming to you. 
 

Also think about whether or not the venue has catering facilities and how far in 
advance you would need to book.  Often community venues book up well in 
advance so start planning early.  

 
Things to consider: 

 
 
And does the venue have: 

 wheelchair access 

 a hearing loop system 
 access to public transport 

 plenty of parking 
 catering facilities 
 Good lighting 

 

 

Has it got enough 
tables and chairs?

Will sound 
travel 

well/be 
too noisy?

Is the venue 
big enough 
or too big?



Neighbourhood Plans Consultation Toolkit 

 
28 

 

 

Formal events – ie public meetings and seminars 
 

These are more structured and often include presentations. Normally 
introduced and managed by a chair person, they are usually more successful in 
attracting a range of people at the weekend. Weekday evening meetings may 

be more convenient for commuters, but may not attract elderly members of the 
community or parents who are looking after children. 

 

Things to consider: 
 Choose speakers who are comfortable in front of an audience 

 Consider if you need visual aids. microphones – have the correct 
equipment and test it in advance 

 Plan in any breaks and discussions between community members, people 

generally don’t like to have to sit for more than 1½hrs, simply adding in a 
comfort break for use of the toilet and a move to a different discussion table 

would be enough of a break after 1½hrs.  If it is difficult to add in a comfort 

break make sure you tell people at the beginning but also inform them that 
they can get up/use facilities such as toilets and get drinks if they need too.   

 Bring a note taker or get the event filmed or recorded to make sure you 
don’t miss comments. Make sure you advise people that you intend to 

tape the event for data collection purposes. 
 Consider Health and Safety 

 

 

Informal events – open days and exhibitions 
 

These have a more relaxed environment that encourage people to have their 

say in a less conspicuous way. They can run from morning to night making it 
easier for people to drop in at a time that suits them. 

 
They give people the chance to look around and ask questions in relative privacy. 
You get more time to network with stakeholders as well as engaging with people 

on the issues. 
 

Things to consider: 
 If you are planning to hold an exhibition/open day, select the best location 

for it to be seen by everyone 

 Book it well in advance 
 Consider using case studies as they can help illustrate what can 

happen 
 Think about who will erect, dismantle and staff your event and make sure 

they book out the time in their diaries 

 Prepare an information leaflet highlighting the key points for people to take 

away ensuring it includes any information to on-line information 
 Draft a short questionnaire so you can gather information about key issues  
 Draft a rota of attendants throughout the day and evening 

 Consider if you need facilitators to lead focus groups or seminars  
 Ensure the event meets Health and Safety requirements.  
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Publicising an event 
 

Publicity is essential to get people to attend an event. Inviting local organisations 
and authorities gets them involved from the start and creates good working 

relationships. 

 

Things to consider: 
 Create a press release – keep it simple and to the point.  Ensure you 

give a brief description of what the event is about and the details: 
dates, times and venue.  

 Find out the print deadlines for local newsletters/newspapers and 
advertise in them. 

 Find out what other events are being held in advance so you can hand out 

invitations for your event. 
 Ask local shops and pubs to display posters/postcards and put posters in 

local public notice boards, community centres and sports pavilions, 
(remember that most organisations only want to display A4 posters as 
A3 take up too much space). 

 Ask the local schools to hand out a flyer to pupils (known as a satchel drop) 

 Make sure your community website has a feature on the event on the 
homepage but also ask other local organisations who have a website (or 
who use Social Media) to advertise your event.  

 Invite local radio stations/TV to come and do an interview on your event. 
 Plan the event well in advance to maximise people’s availability and try to 

avoid clashing with local events/sports matches and popular TV 
programmes.  

 

Equipment 
 

Make a list of the equipment you are likely to need. This will depend on what 

you have planned and may include: 
 Large scale map of the area 

 Exhibition boards (printed materials) 

 Leaflets and questionnaires 
 Flip charts and coloured pens 

 Display boards 
 Lap top computer, projector and screen 
 Tables and chairs 

 Extension cables 

 Name badges 
 Paper/ pens 

 Blu-tack 
 Camera to take photos to include in your final plan 
 Attendance sheets or be more interactive and use a board for recording 

age/gender of attendees at an event (this can be done with sticky dots on a 

pre-prepared board which lists age, then attendees are given a different 
colour dependent on whether male/female as they enter – respondents put 
this on themselves) 

 

Insurance 
 
Investigate if you need to get public liability insurance which protects your 
Council from claims from members of the public for death, illness, loss and 
injury caused by negligence. This may be covered by the venues’ existing 

public liability insurance or any existing cover you have.  It may also be possible 
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to arrange one off cover. 

 
Also check if any equipment you hire or borrow is covered against loss or damage 

by the owner. If not you may need to get separate insurance 

 
An example of an event to develop themes: 
 
A series of Task Groups have been set up which are beginning to develop ideas 

about the parish. However it is felt that more ideas are needed. The village school 
is booked to hold a ‘Big Draw’, an event to allow people to give their ideas of how 
the parish could be improved. A big map is printed and a creative table is made 

for the kids. A local person agrees to video and record the thoughts of people who 
come to the event. One wall of the hall is covered with paper to be a Graffiti wall. 

The Parish Council and volunteers leaflet the whole Parish two weeks before the 
event and promote it through children at the school. On the day 80 people turn 

up, some with their children. Some stick ideas on the big map with post it notes 
whilst others scribble ideas on the wall. The children come up with ideas and the 
person with the video records people talking about how they would like to plan for 

the area. At the end of the day a huge number of good ideas are recorded. People 
have enjoyed the event, met new people across the parish and several more 

people have signed up to help with the preparation of the plan.  
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6.5 Developing questionnaires 

Think about your objectives and consider the key points you want answered and 

whose views you want to hear. 

 

Questionnaires can be used to support an exhibition or open day, or on their own.  

You need to give people some background so they know why you are asking 
them for their views. This could be through a leaflet explaining the background, 
exhibitions and displays with web links and further contact information. 

 
Things to consider: 

 Keep the subject matter simple - other forms of consultation may be better 
suited to more complex questions 

 Use multiple choice or ranking options to make it easier for both respondents 

to answer and for analysis of the results. 
 Make sure the questionnaire is logically planned, formed in sections that flow 

naturally from one to the other 

 Use simple explanations to provide context to complex questions or different 
subjects 

 Keep your questions and the overall questionnaire as short as possible  

 Pilot the questionnaire and ask someone who has not been involved in the 
design of it to test how long it takes to complete 

 Add in a confidentiality statement to reassure participants of your 
security/data protection 

 End with a thank you, close date and where to return replies 

 

When compiling you questionnaire Appendix 2 may be of help as it provides a 

selection of advice sheets with example questions for each theme that you might 
be considering in your plan such as Housing, Renewable Energy, Environment etc. 
 

Question type 

 
There are two forms of questions and these can be described as closed or open, 

questionnaires often use a mix of both:  
 

Closed answer questions 

 
This is the most frequently used form of questionnaire, where respondents choose an 

answer(s) from a list. This is usually easier and less expensive to analyse and so 
should form the majority of your questionnaire. 
 

Rating scores can be used in closed answer questions so you can count the 
percentage as well as more in-depth information like a ‘mean’ score.  For example 

how satisfied or dissatisfied are you with affordable housing in your village/town: 
 
 

Very satisfied 5 
Fairly satisfied 4 
Neither satisfied nor dissatisfied 3 

Fairly dissatisfied 2 
Very dissatisfied 1 
Don’t know / not sure 0 
 

When designing questions it is essential to provide an equal number of negative 
and positive options on the list. 
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Open ended questions 
 

This is where respondents write in their own answers, these should only be used 
where they add value to the survey, normally to probe specific closed answer 

questions ie what makes you say you are satisfied/dissatisfied with affordable 
housing. 
 

Analysing open ended questions is both costly and time consuming so these should 
only be used if it is the only or best way to get the information you need. 

 

‘About You’ questions and Data Protection  

 
Personal questions are used to help with analysis and identifying how 

different groups of your community feel about certain issues. Using these helps 
demonstrate that you have been inclusive in your consultation and your results 
are robust eg providing a name and postcode avoids double counting of 

individuals. (See Appendix 2 for more information about how to ask these 
questions). 

 
The minimum questions asked should be: 

 Age 

 Gender 
 Disability 
 Ethnicity 

 Postcode and street / village 

 

But you might also want to ask: 
 Number in household 
 Housing type 
 Occupation 

 

Data Protection 
 

When asking and receiving personal information it is important that you comply 
with requirements under the Data Protection Act 1998 (DPA) which means you 
must take steps to protect a person’s information.  This means you are 

responsible for keeping responses securely and to only use them for the purpose 
that you told the individual eg for use in developing the Neighbourhood Plan; 

therefore, you cannot share their information with other organisations except in 
very specific circumstances described in the DPA.   So for example a statement 
saying what will done with the respondents information could read: 

  

Data Protection: This information will be processed in compliance with the terms of 

The Data Protection Act (1998) which places …….. Council under a duty to process 
information with due consideration for your privacy. It is being used only to assess the 
responses to the consultation. The information will be shared by ………. Council and its 

partners and will be destroyed at the end of the consultation and assessment process. 
Responses may be summarised in a report but comments will not be attributable to 
individuals. 
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Question wording 

 
A clear and concise survey will improve response rates.  

 
Things to remember: 

 Avoid using jargon and use everyday language wherever possible 
 Write in short sentences of no more than 15 words 

 Use multiple choice questions wherever possible – it is easier for 
people to tick a box and it is easier to analyse 

 Keep the questions short 
 Do not ask questions that are hard to answer – ie asking people 

where they will be living in 10 years’ time 
 Avoid leading questions such as – do you agree… 

 Avoid vague phrases such as ‘ Do you use the bus service regularly ‘ 
regularly is subjective . List a variety of time scales instead – ie daily, 
weekly, twice monthly etc. 

 

Increasing response rates 

 
If you are doing a paper survey, promoting questionnaires well and distributing 
and collecting them by hand, can increase the response rates for self 
completed questionnaires to between 75- 80%. 

 
Door to door collection, supplemented by collection boxes in local outlets such as 

shops, pubs and places of worship will also help the response rate. You can also 
increase awareness running up the questionnaire launch by including articles in 
village and parish newsletters and notices on parish notice boards etc. 

 
Things to consider: 
 Use existing delivery networks eg village or parish distributors or word of 

mouth or advertising to recruit a team of people to distribute and collect. 
 Encourage volunteers to speak to every householder, not just to push the 

envelope through the door. 

 Indicate clearly when the questionnaires will be collected or provide an 
envelope for return. 

 Think about how you will gather the information from people with poor 
literacy and numeracy skills ie arrange for someone to help fill in the forms. 

 Keep a clear record of where the questionnaires have been delivered and 
collected. 

 If you are covering a large area consider appointing co-ordinators and split 

the area with a team of collectors. If so provide them with identification 

cards and badges. 

 
Analysing your responses 
 

Using survey software to create the questionnaire will make the number 
crunching and analysis much easier as it will do some of the analysis for you. 

There are a number of online survey software companies to choose from. 
Cornwall Council uses SurveyMonkey (www.surveymonkey.com).  

 
Things to remember: 

 Merge the responses from any paper and online questionnaires by 
inputting paper replies manually onto the online questionnaire. If you 
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are doing this make sure you sign and date each questionnaire entered 
and take care to be accurate and consistent with how you enter 
information.  

 If you have only produced a paper copy of the questionnaire you could 
enter all your responses into an excel spreadsheet which will then 
enable you to produce charts and tables of results.  

 Don’t worry if not everyone has answered all the questions; however, this 
can be reduced when devising your questionnaire by adding answer options 

such as don’t know/not sure.  

 Start by looking at basis statistics and percentages, then cross tab – 
looking for trends in the data by analysing two questions together – ie 
knowing that half the parishioners agree it would be more convenient if 
local shops were open later, you can say how important this is for certain 
age groups. Often however it is only the simple ‘top level’ data that is 
required when reporting back.  

 When you come to the final analysis of your data ensure you also look at 
what worked well and what didn’t work eg. were you lacking a certain age 
group or sector of your community? Consider how you can change things 
next time you consult so that you can improve the process and meet any 
gaps. 
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Appendices 
 
 

Appendix 1 Guide notes 

 

Appendix 2 The Neighbourhood Planning (General) 

Regulations 2012 
 

Appendix 3 Consultation Tools 
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Appendix 1 – Guide notes 
 

See the Council’s website  http://www.cornwall.gov.uk/environment-and-

planning/planning/neighbourhood-planning-toolkit/  
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Appendix 2 – The Neighbourhood 
Planning (General) Regulations 2012 
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The Neighbourhood Planning (General) Regulations 
2012 
 

SCHEDULE 1Consultation Bodies 

For the purposes of regulations 14 and 16, a “consultation body” means—  

(a)where the local planning authority is a London borough council, the 

Mayor of London;  

(b)a local planning authority, county council or parish council any part of 

whose area is in or adjoins the area of the local planning authority;  

(c)the Coal Authority(1);  

(d)the Homes and Communities Agency(2);  

(e)Natural England(3);  

(f)the Environment Agency(4);  

(g)the Historic Buildings and Monuments Commission for England (known 

as English Heritage)(5);  

(h)Network Rail Infrastructure Limited (company number 2904587);  

(i)the Highways Agency;  

(j)the Marine Management Organisation(6);  

(k)any person—  

(i)to whom the electronic communications code applies by virtue of a 

direction given under section 106(3)(a) of the Communications Act 2003; 

and  

(ii)who owns or controls electronic communications apparatus situated in 

any part of the area of the local planning authority;  

(l)where it exercises functions in any part of the neighbourhood area—  

(i)a Primary Care Trust established under section 18 of the National Health 

Service Act 2006(7) or continued in existence by virtue of that section;  

(ii)a person to whom a licence has been granted under section 6(1)(b) and 

(c) of the Electricity Act 1989(8);  

(iii)a person to whom a licence has been granted under section 7(2) of the 

Gas Act 1986(9);  

(iv)a sewerage undertaker; and  

(v)a water undertaker;  
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(m)voluntary bodies some or all of whose activities benefit all or any part of 

the neighbourhood area;  

(n)bodies which represent the interests of different racial, ethnic or national 

groups in the neighbourhood area;  

(o)bodies which represent the interests of different religious groups in the 

neighbourhood area;  

(p)bodies which represent the interests of persons carrying on business in 

the neighbourhood area; and  

(q)bodies which represent the interests of disabled persons in the 

neighbourhood area. 
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Appendix 3 - Consultation Tools 
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Consultation Tools which could be used:  
 

Below provides a breakdown of the potential consultation tools which could 

be used for engaging the community, their purpose, pros and cons and 
approximate cost as of October 2013: 
 

Invite postcard 
 

Purpose: To provides basic detail of the annotated revised scheme and 
where and when the consultation events are being held and how to get 
involved  

  

How: Delivered to households/businesses  

 
Pros: every household receives some information about the proposals and 
the consultation.  

 
Cons: costly to deliver, gaining a distributor who guarantees delivery is 

difficult unless paying the postoffice which is much more expensive than 
the below. 

 
Cost:  for 13,000 between £600-£1,000 plus printing of postcards £200 
 

Posters and other advertising:  
 

Purpose: To promote the consultation events and detail how residents can 
have their say. 
 

How:  Size A4 for shops/community venues with a few A3 to put on A 
frame boards (Venues will generally only want to display an A4 size poster 

as A3 size takes up too much space). 
 
Where to distribute?  

Community Halls  Surgeries Shops & Post offices  
Bus shelters   Schools  Parish and church notice boards 

    
 
Pros: Informs people within the locality of the up and coming consultation 

events and gives a brief amount of information. 
  

Cons: Reaches a relatively small amount of people 
 
Cost: 150 colour copies approx £60 

 
Leaflet 

 
Purpose: To provide brief information and visuals of the information that is 
being communicated. To enable those who won’t necessarily come to the 

consultation events to understand what is happening in the area and how to 
get involved.  

   
Pros: Headline information and the proposals can be presented in a clear 
format which can be given out at an event even when an individual does 
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not want to stop and talk.  This also enables the individual to go away and 
look at the information in their own time and look up further information 
about the proposals if they so desire.   

 
Cons: Information that can be presented in the leaflet is minimal. 

 
Cost: 2,000 approx £300 

 
Displays using printed pull up banners 
 

Purpose: To provide detailed information and visuals of the overall scheme 
and to enable easy understanding of the process and how to get involved.  

 
Pros: Information is clearly displayed and looks professional.  Banners are 
easy to transport between venues.  The key pull-up banners can be left in 

local public buildings after the event for as long as the consultation period 
is running.  

 
Cons: It is relatively expensive to have banners printed and generally can 
only be used for that one consultation event.   

 
Approx cost: Internal design costs plus £165 each 

  
Displays using printed display boards  
 

Purpose: To provide detailed information and visuals of the overall scheme 
and to enable easy understanding of the process and how to get involved.  

 
Pros: Information is clearly displayed and could be left in public buildings 
after the events during the consultation period.   

 
Cons: The boards can be quite bulky and heavy to move between locations. 

The information does not look as professional as when on printed pull-up 
banners.  
 

Key Messages Document 
  

Purpose: To provide more detailed information than than is provided in the 
leaflet, information is the same as what is presented on the website.  
 

Pros: Information is presented clearly and available for those attendees 
who want more detailed information to take away and is especially helpful 

for those who do not have access to the internet. Information prepared for 
the document can also be used for the website.  

 
Cons:  Time needs to be spent getting the document prepared. 
 

Cost:  Costs only for design and print  
  

Survey 
 
Purpose: To obtain feedback and gauge degree of support from the general 

public on the revised proposals for the Development Framework  
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How: Paper copy and on-line 
  

Pros: Gives everyone the opportunity to contribute 
 

Cons: Not everyone wants to or is able to fill out a survey 
 

Cost: Internal paper/ink costs only and time in setting up.  
 
 

Voting boards 
 

Purpose: To gain a quick and visual response from attendees as to which 
proposal they would like to support.  
 

Pros: Everybody of any age and ability can vote using the boards.  
 

Cons: Duplication of information between people who vote on the surveys 
and voting boards is difficult to control, however this simply needs to be 
recorded in the consultation report.  

 
Cost: Minimal 
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Appendix 4 – template table for written 
responses 
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Insert Name of Neighbourhood Development Plan here 

Summary of Written Responses 

Written 
Response 

No. 

Summary of written 
response 

Key Points or 
Themes 

Action 

1 Summarise the main 

issues that were raised and 
number them.  Try and 

keep certain themes  
separate, for example if 
they mention Housing, give 

that a number but then if 
they carry on and mention 

issues related to the 
economy give that a 
separate number  

List the Theme 

that has been 
identified 

alongside the 
comment eg. 
Housing, 

transport, 
Economy, 

Heritage, 
Environment etc  

Is there 

something that 
needs to be 

done in 
response to the 
comments 

received? 

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    
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If you would like this information in another format please contact: 
 

Cornwall Council 

County Hall 

Treyew Road 
Truro TR1 3AY 
 

Telephone: 0300 1234 100 
 

Email: enquiries@cornwall.gov.uk 

www.cornwall.gov.uk 


