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Introduction 
 
What is consultation and engagement? 
 
Consultation – is a two way process of information giving. People who are fully informed about the 
choices to be made are asked their opinion on an issue, scheme etc. These views are then used to 
inform decisions or actions in a clear and transparent way. 
Engagement – is more about working with community and partners on particular issues or towards 
specifically defined outcomes. It has the potential to influence outcomes and decisions that are 
important to the community. 
Background - “Public consultation on the production of land use plans, including neighbourhood 
plans, is a legislative requirement. Building effective community engagement into the plan-making 
process encourages public participation and raises awareness and understanding of the plan’s scope 
and limitations.  Robust, sustained and comprehensive public consultation can provide the 
foundations for a successful neighbourhood plan. It forms part of the evidence base. Successful 
consultation can also create a sense of public ownership, achieve consensus and provide the 
foundations for a successful ‘Yes’ vote at Referendum”. We believe people are more likely to 
participate if they are kept informed. And where a referendum is to be held the flow of information 
takes on an even greater significance. 
 
Best Practice in consultation 
This set of key principles and standards has been by NP4YAXHAM and has and should be viewed as a 
set of best practice guidelines with: 
 
Principle one: Honesty, transparency and integrity 
 
Being clear about what the consultation is about and the impact it will have on any decisions the 
NP4YAXHAM group makes, as well as ensuring that participants’ personal information is protected. 
(Please see data protection guidance note). 
• Clearly set out the parameters that the NP4YAXHAM is being prepared, i.e. basic conformity 
with the Breckland Local Plan and National Policy, some decisions are already taken and made 
through these policies. 
• Don’t consult when a decision has already been made. 
• Make it clear what level of influence the participant may have to avoid misunderstandings 
and or raised expectations. 
 
Principle Two: Clear Communication 
Ensuring all communications, both verbal and written, are in ‘plain English’ and available in 
accessible formats. Participants should be given all the information they need to take part and the 
options consulted on should be clearly explained, i.e. are we seeking views on a single option, on a 
number of options or whether we want help in determining what the options might be. 
 
Principle Three: Visibility and Accessibility 
Tailor methods to ensure that all those who wish to take part can do so, including groups that can be 
more difficult to engage and hear, whilst ensuring that consultation processes are open and 
accessible. 
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• Consult at times which are convenient (e.g. avoiding religious festivals, school holidays or 
school run times) 
• Where possible use existing mechanisms for consultation. 
• Have genuine consideration for those groups who can be more difficult to engage and hear, 
such as black and ethnic minority groups, asylum seekers, Travellers, people with disabilities, older 
people, and rurally isolated communities. 
• Consider residents groups as well as the business community. 
 
Principle Four: NP4YAXHAM group / Parish Council and local Councillor Involvement 
Ensure that all Members are fully informed and involved in consultation activities. Make sure that no 
one is surprised by consultation and engagement. 
 
Principle Five: Coordination and Organisation 
Ensure that all consultation activity is coordinated through the NP4YAXHAM group to avoid 
duplication and reduce consultation fatigue. Allow appropriate timescales for consultation and 
always plan consultation activities well in advance. Give people sufficient time to respond. 
• Maintain a central plan of consultation and engagement which should be updated 
throughout the NP4YAXHAM process in order to identify linkages, see where options have been 
consulted upon etc. 
• Plan in advance, not all NP4YAXHAM groups will need a questionnaire, ensure that the form 
of consultation and engagement is relevant and necessary. 
 
Principle Six: Flexibility 
Ensure that the approach is flexible and adaptable to changing needs of both NP4YAXHAM group 
and our consultees. Encourage participants to make additional comments outside of the questions 
asked.  If needs change we may need to consider doing something differently, ensure we have 
flexibility. 
 
We believe Effective consultation can be broken down into key stages. 
 
Undertake consultation in line with project plan, ensuring any issues or ‘learning points’ are 
recorded 

1. Data analysis - Data analysis will vary with method of engagement/ consultation used 
o Enter data into a computer if appropriate and check for accuracy 
o Need to consider accuracy and robustness of data, response rates etc. It might be 

helpful to compare the findings to other published sources of data (e.g. census) 
o Analyse data/findings using appropriate techniques 

 
2. Feedback - Publish results of consultation widely. Feedback to participants, Parish Council 

Members, NP4YAXHAM group or Forum Members, other key individuals and partners. 
Ensure information about key findings and how results are being used is included. 
 

3. Evaluate 
a. Fully review and evaluate consultation. Was it successful? Did it meet aims and 

objectives? What would we do differently if we had to repeat the project in the 
future? 

http://www.np4yaxham.com/
mailto:NP4Yaxham@gmail.com


The Guidelines to be followed by NP4Yaxham during all Consultation 
 

 
www.NP4Yaxham.com                                         Page 3                                      NP4Yaxham@gmail.com 

 

o Evaluation and recommendations for NP4YAXHAM policy, Identify those issues that 
can be influenced through the NP4YAXHAM policy and separate out the non-land 
use based aspirations. 

o Identify any gaps in information and or the need for follow on work. 
 
What do we have to do? 
 
At the end of the day we will need to be able to submit  a ‘consultation statement’ to the Local 
Planning Authority, following  community consultation and prior to the LPA formally publicising the 
NP4YAXHAM.   
A “Consultation Statement” has to be prepared to fulfil the legal obligations of the Neighbourhood 
Planning Regulations 2012.  Section 15(2) of Part 5 of the Regulations sets out what a Consultation 
Statement should contain: 

• contains details of the persons and bodies who e 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 plan. 
 
Key times for engagement 
Consultation and engagement should be ongoing throughout the development of the NP4YAXHAM 
process and the time and effort that it takes should not be underestimated. Events can be set up 
throughout the consultation process to engage on people’s views. There are however 4 key times for 
consultation and engagement generally within the NP4YAXHAM process and these can be identified 
as. 

• Raising awareness 
• Pre-vision consultation (evidence base, issues, character assessment) 
• Vision and objectives consultation 
• Draft neighbourhood plan consultation – Regulation 14 

 
Raising Awareness/early engagement 
There is a need to raise awareness that a plan is being developed. This could be done through 
existing local events, existing newsletters/newspapers, social media, posters, leaflets and holding a 
launch event at which other volunteers from the wider community are recruited. It is critical at this 
stage that we do not go in with a draft plan, or fixed ideas. The plan has to be shown to have been 
developed through the consultation and engagement. 
Pre vision consultation 
This moves on from awareness raising and provides more detail on looking at the character of the 
area and its issues. It brings together information on  the strengths and positive features as well as 
the negatives and those things that we may wish to improve. Generally seen as providing the basis 
for issue and evidence gathering and place forming / profiling. See place check information at end of 
document. This should highlight the areas where further information will be required. 
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Pre submission Consultation and Publicity - Draft Neighbourhood Plan 
 
Once draft Neighbourhood Plan has been prepared a formal round of public consultation of not less 
than 6 weeks in length is required. The regulations require that we as the qualifying body; 
1. publicise (but this does not have to be on a web site) in a way that is likely to bring to the 
attention of people who live work or carry on business in the area details of : 

• the proposals,  
• when and where they can be inspected, 
• how to make representations, and 
• the deadline for making representations – not less than 6 weeks from first publicised 

2. consult any consultation body whose interests they consider may be affected by the 
proposals for a Pre-submission Neighbourhood Plan. 
3. send a copy of the Pre-submission Neighbourhood Plan to the LPA. 
 
Following this round of consultation we will have an opportunity to amend the draft plan, prior to 
submission to the Local Planning Authority. 
 
How will we undertake the analysis of information submitted during the Pre Consultation Period 
 

• All information received will be read and recorded by the Officers, who will compile a 
spreadsheet showing comments received 

• Comments will be assessed as to whether they are neutral, valid or need further 
investigation 

• A sub-committee of three members of the Working Group will assess all the data, 
independently of the Officers 

• The comments received from the Statutory Consultees will be placed on the NP4Yaxham 
website, once the Consultation Period has ended. 

• Comments from individuals will show names and postcodes against their comments, in the 
summary documentation.  Personal details such as telephone and email addresses will not 
be released. 
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Appendix 1: Consultation Principles 2016 
 

A. Consultations should be clear and concise 
Use plain English and avoid acronyms. Be clear what  questions  you  are asking and limit 
the number of questions to those that are necessary. Make them easy to understand 
and easy to answer. Avoid lengthy documents when possible and consider merging those 
on related topics. 

 
B. Consultations should have a purpose 

Do not consult for the sake of it. Ask departmental lawyers whether you have a legal 
duty to consult. Take consultation responses into account when taking policy forward. 
Consult about policies or implementation plans when the development of the policies 
or plans is at a formative stage. Do not ask questions about issues on which you already 
have a final view. 

 
C. Consultations should be informative 

Give enough information to ensure that those consulted understand  the issues and 
can give informed responses. Include validated assessments of the costs and benefits 
of the options being considered when possible; this might be required where proposals 
have an impact on business or the voluntary sector. 

 
D. Consultations are only part of a process of engagement 

Consider whether informal iterative consultation is appropriate, using  new digital tools 
and open, collaborative approaches. Consultation is  not  just about formal documents 
and responses. It is an on-going process. 

 
E. Consultations should last for a proportionate amount of time 

Judge the length of the consultation on the basis of legal advice and taking into 
account the nature and impact of the proposal. Consulting for too long will 
unnecessarily delay policy development.  Consulting  too  quickly  will  not give enough 
time for consideration and will reduce the quality of responses. 

 
F. Consultations should be targeted 

Consider the full range of people, business and voluntary bodies affected by the policy, 
and whether representative groups exist. Consider targeting specific groups if 
appropriate. Ensure they are aware of the consultation and can access it. Consider how 
to tailor  consultation  to  the  needs  and preferences of particular groups, such as older 
people, younger  people  or people with disabilities that may not respond to traditional 
consultation methods. 

 
G. Consultations should take account of the groups being consulted Consult 

stakeholders in a way that suits them. Charities may need more time to respond than 
businesses, for example. When the consultation spans all or part of a holiday period, 
consider how this may affect consultation and take appropriate mitigating action. 

 
H. Consultations should be agreed before publication 

Seek collective  agreement  before  publishing  a  written  consultation, particularly when  
consulting  on  new  policy  proposals.  Consultations  should be published on gov.uk. 
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I. Consultation should facilitate scrutinyPublish any response on the same page on 
gov.uk as the original consultation, and ensure it is clear when the government has 
responded to the consultation. Explain the responses that have  been received from 
consultees and how these have informed the policy. State how many responses 
have been received. 

 
J. Government responses to consultations should be published in a timely fashion 

Publish responses within 12 weeks of the consultation  or  provide  an explanation why 
this is not possible. Where consultation concerns a statutory instrument publish 
responses before or at the same time as the instrument is laid, except in exceptional 
circumstances. Allow appropriate time between closing the consultation and 
implementing policy or legislation. 

 
K. Consultation exercises should not generally be launched during local or national 

election periods. 
If exceptional circumstances make a consultation absolutely essential (for example, for 
safeguarding public health),  departments  should  seek  advice from the Propriety and 
Ethics team in the Cabinet Office. 

 
This document does not have legal force and is subject to statutory and other legal 
requirements. 

HMG Code of Practice on Consultation 2008 Crown Copyright see: 
www.gov.uk/government/uploads/system/uploads/attachment_data/file/100807/file47158.pdf 
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Appendix 2 Criterion 6 Responsiveness of consultation exercises 
Consultation responses should be analysed carefully and clear feedback should be provided to 
participants following the consultation. 

6.1  All responses (both written responses and those fed in through other channels such as 
discussion forums and public meetings) should be analysed carefully, using the expertise, 
experiences and views of respondents to develop a more effective and efficient policy. The 
focus should be on the evidence given by consultees to back up their arguments. Analysing 
consultation responses is primarily a qualitative rather than a quantitative exercise. 

6.2  In order to ensure that responses are analysed correctly, it is important to understand who 
different bodies represent, and how the response has been pulled together, e.g. whether the 
views of members of a representative body were sought prior to drafting the response. 

6.3  Consultation documents should, where possible, give an indication as to the likely timetable for 
further policy development. Should any significant changes in the timing arise, steps should be 
taken to communicate these to potential consultees. 

6.4  Following a consultation exercise, the Government should provide a summary of who 
responded to the consultation exercise and a summary of the views expressed to each 
question. A summary of any other significant comments should also be provided. This feedback 
should normally set out what decisions have been taken in light of what was learnt from the 
consultation exercise. This information should normally be published before or alongside any 
further action, e.g. laying legislation before Parliament.16 Those who have participated in a 
consultation exercise should normally be alerted to the publication of this information. 

6.5  Consideration should be given to publishing the individual responses received to consultation 
exercises. 

6.6  The criteria of this Code should be reproduced in consultation papers alongside the contact 
details of the departmental Consultation Coordinator. Consultees should be invited to submit 
comments to the Consultation Coordinator about the extent to which the criteria have been 
observed and any ways of improving consultation processes. 
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Appendix 3 
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