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To: City Executive Board

Date: 19 November 2014

Report of: Head of City Development

Title of Report: Statement of Community Involvement

Summary and Recommendations

Purpose of report: CEB is requested to agree the draft updated Statement of
Community Involvement to publish for public consultation.

Key decision: Yes — affects all wards

Executive lead member: Councillor Bob Price, Board Member for Corporate
Strategy, Economic Development and Planning

Policy Framework: SCls are part of the legislative framework within which
local plan documents are prepared. In addition, the aims and commitments in
the SCI are consistent with the Council’s recently-updated Public Engagement
Policy Statement (formerly the Consultation Strategy).

Recommendation: That the City Executive Board agree to publish the draft
Statement of Community Involvement for public consultation.

Appendices to report

Appendix 1 — draft Statement of Community Involvement

Appendix 2 — examples of draft supplementary guidance and help sheets to
be added to City Council website

Appendix 3 - Risk register
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Summary

1. This report summarises the main changes made to the Statement of
Community Involvement (SCI) in the new revised 2014 version.

2. The SCI details how we propose to engage local people and organisations
in the development planning process, both in planning policy and
development management. An SCI was first adopted by the Council in
2006 and this version refreshes that document, to encourage greater and
earlier public engagement, and to bring it up to date with current
consultation methods and regulations.

3. ltis recommended that CEB agree the draft revised SCI to be published
for public consultation.

Background to the Statement of Community Involvement

4. ltis a key objective of the Town and Country Planning system, and of
‘localism’, to strengthen community involvement in the planning and
development process. Planning affects all communities, so it is important
that local people understand the process and have the opportunity to get
involved.

5. The City Council has a legal duty to produce an SCI under the Planning
and Compulsory Purchase Act 2004 (as amended).

6. The SCl is a legal planning document that sets out how the Council will
consult the public and other stakeholders when preparing statutory
development plan documents and how it will consult on planning
applications. It is essentially a procedural document.

7. The current SCI was adopted in 2006. There have been a great number of
changes to the planning system since then. These changes have
produced new requirements and processes for producing local plans, and
for dealing with planning applications, and it is now appropriate to update
and revise the SCI to reflect legal and administrative changes.

8. The SCI has been updated to reflect:

- The City Council ambitions for greater and earlier public engagement in
the planning process

- Legal and policy changes: the Town and Country Planning (Local
Planning) (England) Regulations 2012; the Localism Act 2011; the
National Planning Policy Framework (NPPF) 2012; and Neighbourhood
Planning (General) Regulations 2012.

- Changes to the government’s planning terminology, including the re-
introduction of the concept of Local Plans, and a move from development
‘control’ to ‘management’ in the planning application process.



9. The new SCl is also designed to reflect four key principles for effective
engagement in planning set out in the Planning Service Improvement
Action Plan:

o Timely and sustained — events and activities should start before any
planning decisions are made and engagement should last throughout
the planning process and beyond;

. Inclusive for all local people — those living and working in an area
have a right to be involved, all parties are welcome, and process must
take account of peoples’ varied needs;

. Two way, open and responsive — communication should be
discursive not prescriptive, so that information can be debated and
ideas exchanged; and

. A matter of public record — the processes must be documented and
published.

10. Since the last SCI was adopted, the ways in which the Council engages
with the community have also developed and improved, including the
Community Engagement Policy Statement 2014-2017. The Statement,
which was approved for adoption in September 2014, sets out the ways in
which the Council engages with the community, and specifically uses the
principles of community to define how this can be further developed and
improved. There has also been increased use of information technology,
especially in communications between local residents and the City
Council; and procedural changes, such as the format of planning
committee.

11.The proposed revisions exceed the minimum requirements for
consultation' and strive for best practice consistent with the efficient use of
Council resources.

12. There are two main areas of planning in which the community can
participate:

¢ Development management (planning applications) — most types of
development require a planning application to be submitted and approved,
and anyone can comment on planning applications; and

¢ Planning policy (local plans) — setting the policy framework against which
planning applications will be judged.

Overview of the revised Statement of Community Involvement

13. This section of the report summarises the details of the revised draft SCI,
which is attached as Appendix 1 to this report.

! The minimum requirements for consultation on Development Plan Documents (DPDs) and
Supplementary Planning Documents (SPDs) are set out in The Town and Country Planning (Local
Planning) (England) Regulations 2012. The minimum requirements for consultation on Planning
Applications are set out in the Town and Country Planning (Development Management Procedure)
Order 2010 (DMPO).



14.In preparing a revised SCI, officers have sought to avoid re-providing
content that will date the document in forthcoming years, and to shift the
emphasis of the SCI away from prescribing appropriate techniques to
establishing broad consultation principles that will continue to apply even if
there are shifts in the regulatory framework or operational procedures.
Additional detail will be provided through supporting guidance and help
sheets on our website. Examples of the supporting guidance are set out in
Appendix 2.

Main changes to the SCI — relating to planning applications

15.The 2006 SCI sets out the level and approach to community consultation
on planning applications in a ‘menu’ approach.

16. The general shift to a more proactive approach to land use planning,
together with the increased use of online systems and websites (in
particular the PlanningFinder website) since 2006, means that a number of
changes have occurred to the way the planning service engages with local
residents and other stakeholders in the application process.

17.The main Development Management provisions of the draft revised SCI
are as follows:
¢ a strong emphasis on the value of early engagement through pre-
application consultation and discussions with the community, neighbours
or third parties;
e a commitment to continue to make application material available online;
and
e a commitment to continue to publicise applications through site notices.

18.The City Council no longer sends out notification letters about planning
applications, or to inform respondents about the outcome of planning
applications. Instead, case officers put up prominent yellow sites notices
outside applications sites, and residents are encouraged to self-service if
they are interested in a certain street or area through means such as
PlanningFinder or the weekly list on the Council website.

19. Officers have given consideration to whether the City Council should go
back and consider re-introducing sending neighbour notification letters
inviting comments on new planning applications. Such an option is likely to
be welcomed by many residents. However it is not without its costs and
some risks. The cost of re-introducing such letters is estimated in the
region of £45,000 per year. Even when the Council formerly operated this
procedure it attracted complaints because some neighbours expected the
extent of notification to have been wider and because they thought they
could only comment if they received a letter.

20.1t is suggested that the City Council should be looking forward in
considering the most appropriate mechanisms to consult neighbours and
residents in close proximity to a proposed development. The planning
service already makes extensive use of site notices, the web, and internet
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21.

alerts. The new Council ‘App’ will extend the options further and enable a
more personal service to be accessed by local residents, landlords, and
others. The draft SCI confirms that the opportunity remains to view paper
plans at the main St Aldates Reception and to use public computers to
access the web here and at public libraries.

The former SCI encourages but does not require applicants to carry out
involvement at the pre-application stage. This is now formalised in the
revised SCI, reflecting the conclusion in the Planning Service Improvement
Review about the benefits of consultation on applications at the earliest
possible stages. The City Council recognises that local meetings or
events, where held by developers, are often organised after pre-
application discussions between the Council and developers have been
held and plans have been finalised. Therefore on larger developments with
a significant impact on the community, the revised SCI encourages
applicants to organise local meetings or engage through other forms at
earlier stages, and seeks to formalise this through Planning Performance
Agreements.

22 1t is also noted that Section 122 of the Localism Act 2011 requires

applicants to carry out pre-application consultations where a proposed
development meets criteria set out in a development order. The revised
SCI makes reference to the regulation change and highlights that the
Council’s requirements may change if/when additional development orders
are published in future. The Council is keen to encourage this
engagement.

23.The SCI also sets out the process for planning appeals, although most of

that process is statutory and determined by the Planning Inspectorate so
there is little scope or flexibility about how the City Council carries out
those duties or how communities can be involved in that process.

Main changes to the SCI — relating to plan making

24. The current SCI sets out consultation requirements based on the process

and stages of plan making as it existed in 2005/6 at the start of the ‘local
development framework’ process. Since then the level of government
guidance about the process has been radically revised and reduced in
scope.

25.The current rules for plan making are set out in the National Planning

Policy Framework (NPPF), Planning Practice Guidance (PPG), and in the
Town and Country Planning (Local Planning) (England) Regulations 2012.
These documents reduce the requirements placed on local councils when
preparing their local plans, and local authorities are given more discretion
about how to prepare local plans. Combined with this wider scope, the City
Council is also keen to ensure the SCI is flexible enough to cope with
changes that may occur in terms of national policy and regulations about
plan making. These factors culminate in a much less prescriptive approach
in the SCI, combined with more effective use of supplementary guidance



and help sheets and information sources (see Appendix 2 for examples,)
on topics such as best practice for pre-application consultation, which can
be more easily kept up to date for communities and developers to use in
guiding how consultation occurs in relation to preparing planning policy.

26.Alongside this there is a new commitment in the SCI to agree with
members a specific consultation programme for each new statutory policy
document, which will set out the detail of which consultation methods are
most appropriate for that document and topic, so that members and the
public are clear on the consultation proposed.

27.The other main change to this section of the SCI relates to neighbourhood
planning. The introduction of neighbourhood planning powers was a
provision of the Localism Act (2011), so whilst the majority of consultation
related to neighbourhood planning is the remit of the neighbourhood
forum, the revised SCI sets out how the City Council will support the
process at the applicable stages where the Council has a statutory
function.

Consultation on the draft SCI

28.Whilst the process for producing an SCI is no longer set out by regulation,
it is considered good practice to hold a period of public consultation on a
draft SCI update prior to consideration of representations and subsequent
adoption by CEB.

29.1t is proposed to consult widely on the draft SCI and to report back to CEB
on the findings. The following consultation methods will be used in seeking
comments on the draft SCI:

¢ Notification by email (or letter where no email available) to all
persons/organisations listed on the existing planning policy database;

¢ Publicity and documents available on the planning policy pages of the
Council’s website;

o Make paper copies of the consultation document available for inspection at
the main offices St Aldates Chambers; and

e Publish a press release

30.An eight-week period of public consultation is proposed because
consultation will take place over Christmas.

31.1t is proposed that the draft SCI document will be formatted before being
published for consultation but the content will remain the same as the
version attached in Appendix 1.



Timetable and next steps

32.The next steps in terms of progressing the SCI to adoption are as follows:

Public consultation November 2014 — January
Revisions to final document January/February 2015
Final document agreed by CEB to adopt | Feb/March 2015
Revised SCI| adopted March 2015

Conclusion

33.The measures proposed in the revised SCI aim to facilitate greater and
earlier public engagement in planning decisions. This will improve the
effectiveness of the planning service with regard to how statutory local
plans are prepared and how planning applications are considered and
decisions made. This will have benefits for City residents as greater use of
IT systems will enable greater access to relevant information of plans and
planning applications, and consultation will be more resource-efficient and
effective in terms of outcomes.

Level of risk

34.The SCI does not propose new planning policy or identify new
development sites, but considers how best to involve different sectors of
the community in plan preparation and in determining planning
applications.

35.The update to the SCl is a key priority for the City Council. Failure to adopt
an updated document could present legal risks in the examination of policy
documents, and in processing applications. The risk register is attached as
Appendix 3.

Climate change / environmental impact

36.No specific impacts identified

Equalities impact

37.The SCI seeks to ensure opportunities for participation in the local
planning processes, including for equalities groups. The way that the City
Council consults on planning applications and the preparation of local
plans could have an impact on equalities groups who may have
challenges in accessing information, such as those that do not have
English as their first language or those who are unable to access the
internet. City Development will therefore continue its practice of preparing
an Equalities Assessment when preparing local plan documents, and
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ensure that equalities issues are addressed when considering planning
applications.

Financial implications

38.The revision of the SCI and consultation on the draft document can be
delivered within the existing planning policy budget.

39.The package of measures in the revised SCI aim to put in place changes
to service delivery to enable greater resource efficiency, and to deliver
greater outcomes and leaner delivery.

40.The cost of implementing the SCI commitments as proposed can be met
within the City Development budget. If members are minded to pursue
consultation approaches over and above those proposed then there may
be additional financial and resource implications.

Legal Implications

41.The Council has a legal duty to have an adopted SCI. The Planning and
Compulsory Purchase Act 2004 (as amended) requires the City Council to
produce an SCI to set out how the Council intends to achieve community
involvement in the preparation of plans and decision making for planning
applications.

Name and contact details of author:-

Name Lyndsey Beveridge

Job title Senior Planning Officer

Service Area / Department City Development

Tel: 01865 252482 e-mail: Ibeveridge@oxford.gov.uk

List of background papers: None
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1. INTRODUCTION

One of the City Council’s corporate aims is to improve dialogue and consultation. This is set
out in the Corporate Plan 2014-2018 as a principle, with over-arching principles and actions
set out in the Community Engagement Policy Statement 2014-2017. The City Council has
also produced the Corporate Equality Scheme 2012-2015. This Scheme identifies that having
fair access to engage in the planning process is a priority for the City Council.

These strategies apply to all the City Council’s services and are not specific to the planning
process. There is, however, an additional legal requirement under the Planning and
Compulsory Purchase Act 2004 (as amended) for the City Council to produce a Statement of
Community Involvement (SCI), which sets out how it intends to achieve community
involvement in the preparation of plans and in decision-making on planning applications.

The City Council adopted its first SCI in 2006. Since then there have been a number of
changes to the planning system. Collectively these changes have produced new
requirements and processes for producing local plans, and for dealing with planning
applications, and it is now appropriate to update and revise the SCI to reflect legal and
administrative changes.

In addition, the City Council is keen to promote greater and earlier public engagement in
planning decisions. In 2013 the City Council commissioned an independent review of
planning processes, including consultation processes, through the Roger Dudman Way
Review (2013)" so those recommendations and lessons learnt about community engagement
have helped to shape this revised SCI.

The proposed revisions set out in this draft document for consultation go above the minimum
statutory requirements for consultation? and promote best practice in the context of the need
to make efficient use of Council resources.

' Roger Dudman Way review at
http://mycouncil.oxford.gov.uk/documents/s16562/RDW%20INDEPENDENT%20REVIEW%20FINAL %
20REPORT%20140107%2017th%20Jan.pdf

2 The minimum requirements for consultation on Local Development Documents (LDDs) and
Supplementary Planning Documents (SPDs) are set out in The Town and Country Planning (Local
Planning) (England) Regulations 2012. The minimum requirements for consultation on Planning
Applications are set out in the Town and Country Planning (Development Management Procedure)
Order 2010 (DMPO).
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What is the Statement of Community Involvement?

Oxford City Council is the planning authority for Oxford. The SCI sets out the City Council’s
approach to involving the community and stakeholders in the production of planning policy
documents and planning control decisions in Oxford. The ‘community’ includes all the
individuals, groups and organisations that live, work, or operate within Oxford. By
‘stakeholders’ we mean individuals, landowners and organisations with a direct influence on
the subject under discussion.

This Statement of Community Involvement sets out how we (the Council planning service)
will involve the local community when preparing planning policy documents and deciding
on planning applications.

It:
e Lets you know how you can get involved in planning decisions;
Sets out how we will engage the wider community in planning decisions; and
o Sets out the level of community engagement that we expect from developers in the
planning process.

In summary, it is about how we inform, involve and consult local communities in our
planning functions.

Using the SCI

The SCl is less prescriptive and less detailed that the City Council’s previous version. This is
because one of the main reasons for the update is because government policy and legislation
related to the SCI has changed several times in recent years, which has resulted in
references in the SCI becoming out-dated. This SCI therefore seeks to avoid content that will
inevitably date the document in forthcoming years.

In doing so, it is intended that the SCI be an effective guide to planning consultation, and be
flexible enough to apply even if there are shifts in the regulatory framework or operational
procedures. The SCI sets out principles for consultation requirements, whilst allowing more
details to be provided through supplementary means such as the planning applications
validation checklist, or through supplementary guidance and help sheets that will be
published on the City Council’s website which can be updated more easily and frequently.
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Consultation on the draft SCI, and how you can comment

We want to hear your comments about our proposed changes to the SCI. You can send us
your comments between XX and XX 2015.

We would prefer your comments electronically by email to:
planningpolicy@oxford.gov.uk

Or you can also write to us at:
City Development

Planning Policy Team

Oxford City Council

St Aldate’s Chambers

109 — 113 St Aldate’s

Oxford OX1 1DS

T: 01865 252847
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2. WHY SHOULD THE COMMUNITY BE INVOLVED IN THE PLANNING
PROCESS?

Achieving effective community involvement in the planning process is likely to have several
benefits including:

A better understanding of how planning policies are developed;

More focus on the priorities identified by the local community and stakeholders;
Influencing the provision of local services to meet local needs;

Increased support for planning services and community commitment to the future of an
area;

e  Ability to draw upon a local knowledge base.

We want to inform and involve the community in the decision-making process. Consultation
will start as early as possible to give everyone the opportunity to participate and influence the
development of policies and options for an area. We will also encourage consultation on
major applications at an early stage. This will give communities and stakeholders the chance
to put forward their own ideas rather than simply comment once these are fixed. We hope
we will then be better placed to understand the issues and needs that are important to the
community.

On-going community involvement will include feedback and information on progress and
outcomes. Involving communities at an early stage and continuing that involvement will help
to resolve issues and achieve consensus, where possible, which will in turn avoid the need
for lengthy independent examinations. We recognise that this will always be a balancing act
and people will have different views. We won't be able to please everyone. However, we will
aim to take on board as many views as possible, not just the views of those who ‘shout the
loudest’. “It is not intended to enable minority interests to overrule the best interests of the
wider community and the city as a whole” (Community Engagement Policy Statement 2014-
2017), a principle which is particularly relevant to planning discussions.

The scale and type of community involvement in the planning system also has to reflect the
resources that the Council has available, especially in the context of reduced budgets for
local councils across the country. To ensure the most efficient use of resources, the
approaches used have sought to make use of existing established networks where possible.
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3. OUR PRINCIPLES FOR COMMUNITY INVOLVEMENT IN PLANNING
DECISIONS

The City Council’s approach to community engagement contributes directly to the City
Council’'s ambition to build a world class city for all its citizens. Many Oxford residents are
highly articulate and very skilled at getting their points of view heard and their voices are
always welcome. However, in areas of deprivation where challenges are greatest, the
capacity for community involvement is often lower. Oxford City Council wants to open up
more opportunities for engagement with people living in the more deprived areas of the city
whose voices otherwise might not so easily be heard.

Within this context, the following principles of community engagement have been agreed
within the Community Engagement Policy Statement 2014-17:

1. Flexibility

2. Proportionality

3. Transparency and clarity

4. Timeliness

5. Feedback

6. Inclusiveness and accessibility

In addition, a key reason for updating the SCl is to be able to review the consultation
procedures relating to pre-application processes in light of the recommendations and lessons
learnt in the Roger Dudman Way Review (2013), and subsequent Action Plan.

The independent report identifies four key principles for effective engagement in planning:

e Timely and sustained — events and activities should start before any planning decisions
are made and engagement should last throughout the planning process and beyond;

¢ Inclusive for all local people — those living and working in an area have a right to be
involved, all parties are welcome, and process must take account of peoples’ varied
needs;

¢ Two way, open and responsive — communication should be discursive not prescriptive,
so that information can be debated and ideas exchanged; and

¢ A matter of public record — the processes must be documented and published.

Roger Dudman Way Review 2013, para 91

Taking these principles on board, the principles suggested in this SCI for community
involvement in the planning process are:

The opportunity to contribute ideas — people will have the opportunity to put their ideas
forward, and the Council will consider and respond to these suggestions as appropriate;

The opportunity to take an active part in developing proposals and options — the
Council will provide opportunities for people to actively engage in the planning process in
different ways and from an early stage. The Council will also encourage others who are
promoting proposals to do the same;

The opportunity to make comments on formal proposals — For more advanced
proposals/documents, the Council will actively seek views to meet — and in some instances
exceed - the Regulatory requirements for community involvement;

The opportunity to receive feedback and be informed about progress and outcomes —

the Council will consider all comments, make appropriate changes accordingly, and provide
an update of progress for those who commented in a consultation on a planning policy
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document and those who have requested to be notified of a consultation. This may be by
providing material on the Council website (eg reports or updates); and

To achieve value for money — ensuring consultation is worthwhile and value for money, by
balancing cost and time constraints and Council resource

We will deliver these principles through:

Being open and transparent in our decision-making;

Using plain English as far as possible;

Making policy documents easy to read through images, maps, illustrations etc;
Ensuring that consultation is proportionate to the nature of the document or the
planning application;

Using consultation techniques appropriate and proportionate to the type of issue and
the communities affected;

Front-loading policy involvement/engagement at the early stages of producing new
policies and generating options;

Encouraging early consultation when working up planning applications;

Promoting electronic methods of communication for efficiency but not excluding
people who find it difficult to access material online.
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4. CONSULTATION ON PLANNING POLICY DOCUMENTS
What will we be consulting on?

The main policy-related documents that the City Council produces are:

Statement of Community Involvement — this document is itself the subject of public
consultation. When finally approved, all Local Development Documents will need to meet the
consultation requirements in this document.

Local Development Scheme - this sets out the City Council’'s programme over a 3-year
period, including a description and timetable for each document. The local development
scheme is published and updated annually on the City Council’s website
(www.oxford.gov.uk/Idf).

Local Development Documents — these include:
e Core Strategy — this outlines the vision for the area and how it will be achieved.
¢ Site Allocations — this will allocate land for specific uses.
o Area Action Plans — these relate to a specific area where significant development is
expected in the future.

Supplementary planning documents — these documents supplement and elaborate on
policies and proposals in development plan documents. Although they will not be subject to
independent examination, they will undergo rigorous public consultation, and must comply
with national planning policies. Examples of these types of documents are affordable
housing, and natural resource impact analysis.

Sustainability Appraisals — whilst this is a separate exercise, sustainability appraisals will
be produced by the City Council alongside development plan documents and, where
appropriate, supplementary planning documents. The appraisals examine the impact of the
policies and proposals on economic, social and environmental factors (including natural
resources). The sustainability appraisal will be available for consultation, running alongside
consultation at formal stages of consultation on planning documents.

Annual Monitoring Report — The documents in the local plan will be reviewed in an annual
monitoring report. There will not be general public consultation on this report but we may
consult specific groups in drafting the report. It will review the implementation of the local
development scheme and how far we are achieving the policies in development plan
documents.

See Figure 1 below which explains how the documents link together to form the Local Plan
for the City, and its relationship with the wider planning process.
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Figure 1 Components of the Oxford City Local Plan and its relationship to the wider
planning process
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CONSULTATION PROCESS FOR POLICY DOCUMENTS

Consultation on the Local Plan Local Development Documents

The key stages of document production for the Local Plan (local development documents)
are:

Early public involvement® — Before drafting begins, informal consultations will be held and a
process of informal dialogue will commence. This may involve publishing a consultation
document, or it may be as wide-ranging as simply asking questions about what the document
and policies should include.

During this period, we will gather feedback using a variety of techniques as appropriate to the
policy topic, and the type and level of community involvement will be proportionate to the
issues and impacts.

This early public involvement is a key stage as it enables people to put forward their ideas
and to participate in the initial stages of developing proposals and options. Once we are sure
that we have understood and considered all views expressed, we will start to refine this to
formulate options and proposals, including input, as appropriate, by City Council committees
and full Council.

A specific consultation programme for each statutory planning policy document will be agreed
with the committee authorising the document in question. This will set out the detail of which
consultation methods are most appropriate for that document and topic, so that members and
the public are clear what consultation can be expected for that document.

Consultation on the emerging options or draft policies (as applicable) — as part of the
process of refining the options and the policies, the Council may publish preferred options,
including a related sustainability appraisal report, for public comment, or for informal
circulation with stakeholders. For formal consultation periods then comments forms will be
available for people to use, and the period for any formal consultation will normally be for 6
weeks.

Pre-submission — when the City Council has refined the policies to what it thinks is the final
versions, it will publish the document for a final stage of commenting before it submits it to the
government*. Comment forms will be available for people to use, and normally at this stage
the key evidence documents that sit behind the plan/policies will also be made available
including a Sustainability Appraisal. Following this consultation the Council normally only
makes minor changes to the document, collates the comments, and passes them to the
government Inspector along with all of the other submission documents.

Independent Examination — this will be held by an independent Inspector (appointed by the
Government) who will consider all representations received at the pre-submission stage of
consultation. The examination process and operations are determined by the Inspector so it
is not for the Council to propose processes here in the SCI, or to replicate what is already set
out in government guidance or regulations elsewhere®. The examination period commences
once the document has been submitted, and ends when the Inspector issues his or her report
or conclusions. Within this period there is usually hearing sessions, where people who have
commented at the pre-submission stage may be invited to speak in a round-table discussion.

% At the time of writing this is known in the guidance as ‘Regulation 18’ stage
* At the time of writing the ‘pre-submission’ (or ‘publication’) stage is also known as Regulation 19
® At the time of writing, the examination is known as Regulation 24 stage
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Adoption — The final step is for the City Council to adopt the document. The Inspector’s
report will be reported to full Council and will be published on the City Council website.

Consultation on Supplementary Planning Documents (SPDs)

The preparation of Supplementary planning documents is a slightly different, less formal,
process, as set out below:

Early Public Involvement — As with local development documents, consultation may vary
depending on the topic of the SPD, for example it may be focused on those with specific
expertise in the subject area, like developers or highway engineers, or on people living and
working in a specific geographical area. As with local development documents, the main
purpose of this stage of involvement will be information gathering and the consideration of
issues and options. A sustainability appraisal will be produced where appropriate but is not
always required, depending on the topic.

Consultation on the emerging draft — As with local development documents, we will
usually publish a draft for formal consultation and consider all representations received.
Following this we will refine and finalise the document before progressing to adoption. There
is no examination process for SPDs.

Adoption — the document together with an analysis of comments received (as applicable) will
be reported through the City Council committees if appropriate. It will be adopted by full
Council and published on the City Council website.

The Neighbourhood Plan process

The preparation for neighbourhood planning documents is led by local communities, in
accordance with the Regulations and the principles of Localism. As such, the majority of the
community engagement in the preparation of neighbourhood plans will be led by the
neighbourhood forum®. There are then certain stages where the City Council is required to
carry out formal consultation in accordance with the Regulations as follows:

a) Application to designate a neighbourhood area
The City Council will publish the name of the neighbourhood area, a map, and the name of
the relevant body who applied for the designation, on the website, and people will be able to

comment on the extent of the neighbourhood area designation.

In addition the neighbourhood planning group will be encouraged to let the local community
know through local notices, their own websites, and other means as appropriate.

Following this consultation, the City Council will publish its decision to either designate or
refuse the application (with reasons, if refusing) on the City Council website.

b) Application to designate a neighbourhood forum

The City Council will publish a copy of the application and details about how to comment, on
the Council website. If the City Council agrees to designate the forum then it will publish the

6 Neighbourhood forums are community groups that are designated to take forward neighbourhood planning in
areas without parishes. It is the role of the local planning authority to agree who should be the neighbourhood
forum for the neighbourhood area
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name of the forum, a copy of the constitution, and contact details on the City Council website.
If the City Council decides to refuse the designation then it will publish reasons for the refusal
on the Council website. We will also encourage the neighbourhood forum to publicise in the
local area.

c) Options testing and preparing the plan (carried out by the neighbourhood forum)

During the preparation of their plan the neighbourhood forums will be encouraged to take into
account emerging best practice in this relatively new, and still evolving, area of planning
policy. See additional guidance and references about best practice for neighbourhood forums
on the Council website.

d) Pre-submission consultation (carried out by the neighbourhood forum)

At this final stage of consultation before the plan is submitted, the neighbourhood forums will
be encouraged to take into account emerging best practice. See guides on our website for
further support.

e) Publicity/submission consultation

The City Council will publish the plan and supporting documents in accordance with the
regulatory requirements’, and will contact those who we are advised have commented
previously on the neighbourhood plan, to invite comments. Documents will be available on
the City Council website and also at the main Council offices.

f) Decision on a neighbourhood plan

The Council will publish the decision statement and examiners report on the City Council
website and make it available to view at the Council’'s main offices.

6. HOW WILL PEOPLE BE INVOLVED?

The methods of community involvement we will use depend on the subject and the stage in
the plan-making process. There are different levels of involvement including:

e Information-sharing: providing information through leaflets, advertising, on-going
awareness, and publicity campaigns

e Consultation: consulting the community and stakeholders through questionnaires,
exhibitions, and formal consultation processes

e Participation: such as in workshops, charettes, or ‘Planning for Real’ type exercises

Sometimes it will be more appropriate to gather a wider-range of less details comments, such
as through polls or newspaper articles. The coverage is broad but they do not generally
provide much opportunity for an in-depth debate. At other times we will need to talk to people
in more detail, such as through focus groups or meetings.

We will include a variety of methods and will look to best practice examples in this evolving
field. For example use of social media in consultations is fast-evolving. Further guidance
about the methods we are using is provided on the City Council website.

” At the time of writing this is a minimum of 6 weeks
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Keeping you updated throughout the policy preparation process

During the policy preparation process, from the earliest stages through to adoption, we will
keep the community and stakeholders informed of progress in the following ways:

The latest version of any formal consultation documents will be published on the website.

e The City Council will acknowledge representations received by electronic means (email
or online form) at each consultation stage.

o Reports to City Council committees (including City Executive Board and Full Council) are
available on the City Council main website, and these meetings are held in public.

e At Examination stage (for local development documents) we will tell those who asked to
be notified when the document has been submitted to the Secretary of State. We will
also publish on the website a consultation summary report, and the representations from
the pre-submission stage will be made available for public inspection.

e The final adopted versions of the documents will be published on the website.

e  Throughout the preparation of the plan, an email address and contact phone number will
be available for the public to find out the current position on the progress of documents.

For an up to date list of deposit points (where consultation documents will be made available)
and their opening times, see list on the website.
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7. CONSULTATION PROCESS FOR PLANNING APPLICATIONS

In general, planning applications will be determined in accordance with the adopted policies,
unless material considerations outweigh these policies. A material consideration is a matter
that should be taken into account in deciding a planning application or on an appeal against a
planning decision. Material considerations can include (but are not limited to) matters such
as loss of privacy, overshadowing, parking, traffic generation, layout, design, noise etc.

We recognise the need to ensure that the community is informed and involved in the
consideration of planning applications. The degree of involvement will vary with the nature of
the individual application.

Consultations before planning applications are submitted

All applicants and their agents are strongly encouraged to discuss development proposals
with the City Council before applying, and to also consult and work with the community to a
degree proportionate to the nature of the proposal®.

There are significant benefits to early consultation on applications, including:

o early availability of good quality information, enabling issues and problems to be
addressed up front;

e better quality applications which are straightforward and can be more quickly
processed;
a means of resolving problems, thereby avoiding possible public objections later;

e overcoming a perceived ‘closed door’ approach to determining applications, ensuring
a more transparent approach;

e better design of buildings that are more in keeping with their surroundings and meet
the needs and wishes of local communities;

e savings on applicants’ time and resources by avoiding the need to revise proposals at
an advanced stage. This in turn saves resources for authorities.

For minor applications, eg house extensions, all applicants are encouraged to let their
neighbours know before the application is submitted. You could speak with them or put a
note through the door.

If the scheme falls within the definition of a ‘major’ application, officers will strongly encourage
applicants to contact neighbours and those in the vicinity, and to consider arranging a
meeting with relevant local residents and amenity groups®. In some instances this may be
made a formal requirement of the application via a Planning Performance Agreement. A short
statement setting out how consultation has been carried out and any changes made to the
proposals as a result, is encouraged to be submitted with the application.

Whilst there is no legal obligation for consultation to take place, failure to consult properly is
likely to lead to objections being made by interested parties such as neighbouring residents
which could be material to the determination of the application.

We would also encourage applicants to let the local ward councillors know about the
proposals. The City Council’s Code of Practice for councillors on planning applications
advises that councillors attending public meetings take great care to maintain their impartial

® See website for further information about community profiles and context in Oxford, and also for
examples of good practice in terms of active involvement and consultation on major applications
® See help sheet for the latest list of local groups suggested to contact
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role, listen to all the points of view expressed by the speakers and public and not state a
conclusive decision on any pre-application proposals or submitted planning applications.
Nonetheless we would encourage applicants on major schemes to make local councillors
aware so that they can help to bring it to the attention of their constituents at the earliest
stages.

In addition, it is noted that Section 122 of the Localism Act 2011 requires applicants to carry
out pre-application consultations where a proposed development meets criteria set out by the
Government in a development order. It is noted that there may be additional development
orders published in future in relation to this requirement, which will influence the requirements
for applicants. Irrespective of the regulations, the Council is keen to encourage this pre-
application stage of engagement.

Consultations when applications are submitted and are under consideration

The Government sets out minimum standards for consulting on planning applications, and
these will apply to all applications.

If the Council goes beyond the minimum then there needs to be a balance between cost,
speed of decision making and providing a reasonable opportunity for public comment. People
are therefore encouraged to ‘self service’ where possible, using updates on the Council
website and through alert services such as the PlanningFinder website.

The public will be informed about planning applications by the following methods:

Weekly list — a list is published weekly of all valid planning applications received, as well as
other notifications such as those affecting conservation areas. The list is available on the
planning section of the City Council website

Advertisements and site notices — site notices in the vicinity of the application (scale
proportionate to the application) will be used to let the occupiers of the properties most likely
to be affected by a proposal (including those bordering an application site) know. Comments
are normally required within 21 days of the notice. In addition the City Council is required to
publish in a local newspaper'® and requires the developer to display site notices for certain
categories of applications. In addition, we also advertise certain types of applications
involving telecom work and applications to certify the lawfulness of existing development.

Availability of plans — all plans and documents submitted as part of a planning application
are available to view at the main City Council office during office hours and there is an officer
available to assist. All planning applications are also available to view on the website. The
website contains further details of the applications including how and when they are likely to
be determined.

Statutory consultees — we are legally required to consult certain organisations as set out in
government guidance. The actual organisations consulted will vary depending on the nature
of the proposal and location.

Public access — the details of all submitted planning applications are available on the City
Council website to view online through the public access system.

10 Currently advertised in the Oxford Times newspaper
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PlanningFinder"" — online facility similar to public access, enables the public to view all
planning applications. In addition people can register to receive updates either about
individual applications or in relation to a postcode area.

How planning applications are determined

Applications are assessed against planning policies by planning officers. An officer will write a
report outlining the main issues and considering them against the relevant planning policies
before reaching a recommendation to approve or refuse permission for the proposal. Before
recommending a decision, the planning officer will make a full site inspection and take
account of any comments received from neighbours, interested bodies, and statutory
consultees. The results of any consultation will be reported and taken into account in
decisions made by, and on behalf of, the City Council.

Legislation requires that applications are refused only when there are good planning reasons
for refusal. In some cases it is appropriate to impose planning conditions in order to render a
proposal acceptable. In other cases, officers may ask for small changes to be made to the
proposal, and for amended plans to be submitted, in order to resolve issues. Any amended
plans will be available on the Council website and subject to consultation. If there are more
significant issues to resolve, the application may be determined in its original form and then
the applicant is invited to re-apply with revised proposals as a new application.

The majority of applications are decided by planning officers under delegated powers — these
are mainly householder applications and small-scale or minor developments. Applications are
decided in this way to help ensure that the majority of applications are dealt with promptly.

Other applications are decided by a Planning Committee if:
e the application falls outside officer delegated powers (for example major applications);
e city councillors request that the application is dealt with at committee;
e or the application is submitted on behalf of the City Council or by an officer or city
councillor.

Reports for applications decided at Committee are available for public inspection at City
Council offices and on the website usually for a week before the Committee meeting.

Planning Committee meetings are open to members of the public to hear the discussion. The
following groups will usually have the opportunity to speak at the committee before a decision
is reached:

* town or parish council,

* objectors/ representatives of objectors

« applicant or their agent/ supporters.

A maximum of five minutes is available to speak either against or in support of each
application, and this must be shared between all those wishing to speak at the meeting.

Committee members will then vote on whether to accept the officer's recommendation in the
report, and the outcome will be announced verbally at the meeting. Some applications may
be deferred to a later meeting for further information or negotiation.

All decision notices are published on the Council’s website (via Public Access), whichever
process the decision is made. In addition, for decisions made under delegated powers, a
copy is sent to the applicant (or their agent).

" http://www. planningfinder.co.uk/about
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Appeals against planning decisions

If an applicant has an application refused, or disagrees with the conditions attached to the
granting of permission, or if the City Council fails to decide the application within the agreed
timescales, the applicant has a right to appeal. In most cases appeals will be determined by
an independent inspector, although in some cases the Secretary of State may choose to
determine the appeal themself. This right of appeal does not extend to a third party (ie, there
is no right of appeal to anyone who is not the applicant).

The procedures for notifying people of appeals and for submitting comments during the
appeal process is set out by the Planning Inspectorate'® so it is beyond the remit of this SCI.
However for completeness an overview is provided here.

When an appeal is made, the Council will send letters to all those who commented on the
original planning application and to adjoining properties, notifying them that an appeal has
been made and, depending upon the type of appeal, informing them of how they can submit
further comments should they want to do so. There is no need to repeat comments submitted
at the application stage as these comments will be forwarded to the independent inspector by
the City Council. Local councillors are also notified.

The majority of appeals are dealt with by written representations and where this is the case,
the appeal is decided on the basis of the statements submitted by the appellant, the City
Council and any third parties. Where a public hearing is to be held to consider an appeal, a
site notice is also erected and in some cases information is published in the press. Appeal
hearings and inquiries are open to the public and members of the public may also be given
an opportunity to speak, at the discretion of the Inspector.

'2 See Planning Portal website for Planning Inspectorate guide to Planning Appeals
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8. HOW WILL CONSULTATIONS BE RESOURCED?

Staff resources to deliver City Council-led consultations and the statutory requirements will be
mainly from City Development but will involve other officers and external resources as
necessary. Consultations relating to planning applications will also require resources from the
applicant, and consultations at certain stages of the Neighbourhood Plan process will be led
by the relevant neighbourhood forums that are preparing those plans.

We will try to combine consultation activities where appropriate and timetabling allows, to get
the best value from them and to avoid ‘consultation fatigue’ among the community.

Evaluation forms will be available after each major planning policy consultation undertaken by
the City Council, to assess how successful the methods were. The feedback gathered will be
used to evaluate the effectiveness of the consultation and to make improvements where
needed, either to future consultations or to the SCI if applicable. The results of the
evaluations will be reported in the annual monitoring report.
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Appendices
Table 1 Summary of statutory requirements and additional consultation methods for
Local Plan documents

Table 2 Summary of statutory requirements and additional consultation methods for
Supplementary Planning Documents

Table 3 - Summary of Planning Application Consultation
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Table 1 Summary of statutory requirements and additional consultation methods for Local Plan documents

Stage of
consultation

What we must do to consult and notify you
— (statutory requirements)

Additional methods of consultation— we will select the most appropriate
methods from this list according to the specific subject matter

Development Plan Documents (covering local plan, site allocations, area action plans)

62

Early public
involvement

And

Consultation on
emerging options

(at time of writing,
this is Regulation
18)

Notify bodies listed in the Regulations about the
subject of the local plan, and invite comments
about what it should contain.

Consult on sustainability appraisal Scoping
Report with appropriate statutory consultation
bodies listed in Regulations, and other general
consultation bodies we consider appropriate.

Inform at appropriate stages using a combination of:

e issue press release

e contact groups on consultation register by letter/e-mail (target consultation if
appropriate for subject)

¢ consider using City Council newspaper, website, poster campaigns, leaflets

Consult using one or a combination of:
e questionnaires

¢ public exhibitions/displays/ stalls/road shows

¢ interactive displays

e public meetings

e workshops/planning for real

e Talkback Panel

¢ involve pre-existing panels and other regular City Council meetings with
groups

one-to-one meetings/focus groups

consider special measures to identify and reach ‘hard to reach’ groups
City Council committees/Council

contact phone number

Each time that we publish a document for formal consultation we will:

e Make the report available on the City Council website and in appropriate
public locations/deposit points.

e Also consult on accompanying Sustainability Appraisal

¢ Discuss in City Council committees. A specific consultation programme for
each document will be agreed with members, to set out the detail of which
consultation methods are most appropriate for that document and topic, so
that members and the public are clear what consultation can be expected for
that document.

e Consider all comments and publish feedback of consultation.
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Formal public
consultation on pre-
submission
document

(at time of writing
this is Regulation
19)

Submitted document & associated matters
required by the Regulations, and
Sustainability Report, will be made available
for inspection at the Council’'s main offices
and published on the City Council website.
Notify the statutory bodies listed in
Regulations.

Invite comments on the proposed submission documents, normally for a
period of 6 weeks (or may be extended over Christmas or summer holidays)
Issue a press release.

Submission to
Government and

Make available for inspection a copy of the
documents required by the Regulations

Provide details of the hearing sessions and Examination progress, via an
examination website or dedicated page on the City Council website.

0€

Independent Notify the statutory bodies listed in the
Examination Regulations, as well as other people who
have required to be notified of the submission
of the local plan
Adoption Final document and adoption statement, No further consultation needed.

inspectors report & final sustainability report
will be made available for inspection at the
Council’'s main offices and published on the
City Council website.

Notify anyone who requested to be notified of
adoption and send them a copy of the
adoption statement.
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Table 2 Summary of statutory requirements and additional consultation methods for Supplementary Planning Documents

Supplementary Planning Documents

Stage consultation

Statutory Requirements for consultation and

Additional methods of consultation (what we will do) — we

Consultation on draft
document

fa)
LG

takes place notification (what we must do) will select the most appropriate methods from this list
according to the specific subject matter

Early public No requirements Informally involve local communities and stakeholders (including

involvement consultation on sustainability appraisals).

And To inform at appropriate stages using a combination of:

issue press release

contact groups on consultation register (target consultation if
appropriate for subject)

consider using City Council newspaper, website, posters

To consult at appropriate stages using a combination of:

questionnaires

public exhibitions/ displays/ stalls/road shows

interactive displays

public meetings/area committees

workshops/planning for real

one-to-one meetings/focus groups

Talkback Panel

involve pre-existing panels and other regular City Council
meetings with groups

If document is published for formal consultation:

Discuss at City Council committees. A specific consultation
programme for each document will be agreed with members, to
set out the detail of which consultation methods are most
appropriate for that document and topic, so that members and the
public are clear what consultation can be expected for that
document.

Make the report available on the City Council website and in
appropriate public locations/deposit points Publish the
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sustainability appraisal (if applicable for the subject topic).

Adoption

Prepare and publish a summary of consultation, and
make it available for inspection along with the SPD, and
the adoption statement, at the main Council offices and on
the City Council website.

Notify anyone who requested to be notified of adoption
and send them a copy of the adoption statement.

No further consultation needed.
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Pre-application

ce:

We will encourage
developers1t30 contact
us early on

For smaller
applications, e.g.
household extensions —
encourage applicants to
talk with their
neighbours

For major applications —
strongly encourage
applicants to make
direct contact with
adjoining occupiers and
any relevant interest
groups, provide
information and seek
feedback, for example
via questionnaires,
exhibitions, meetings.
We will particularly
encourage applicants
to, where appropriate,
use illustrative
measures to assist the
local community in
understanding the
proposal (see website
for additional
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Table 3 - Summary of Planning Application Consultation

Application (what we
mmdl Mmust do)

Advertise in a local
newspaper [Oxford
Times] and display site
notices for applications
involving listed
buildings, conservation
areas, environmental
impact assessments®,
applications affecting a
public right of way* and
applications which
depart from the
development plan* (*
plus publish on website)

For major applications —
advertise in a local
newspaper (and on our
website) and display a
site notice offering 21
days to make
comments.

For minor and other
applications — display a
site notice with 21 days
to make comments.

Depending on the
nature of the
application, consult with

Application (what we
=mnd Will do above the
statutory minimum)

Advertise in a local
newspaper, applications
to certify the lawfulness
of existing development,
and some applications
involving telecom work.

Wider consultation of
local residents and
interest groups if
appropriate depending
on the nature of the
proposal.

Details of applications
published on our
website.

Via Public Access and
PlanningFinder,
applications can be
searched for
individually.

Large proposals may
also feature under ‘hot
topics’ on the City
Council website.

Every planning
application will have a

'3 There may be additional fee for this service, details on the Council website

For all applications
decided by
committee (smaller
and larger),
applicants and the
public will be
allowed to speak
(up to total 5 mins
for all objectors).

Decision notices
will be viewable on
our website

Appeal

Appeal procedures
are determined by
the Planning
Inspectorate.
Consultation on
appeals varies
according to the
procedure being
followed.

For most types of
appeal, the Council
will send letters to
adjoining properties
and to anyone who
commented on the
original application,
notifying them of the
appeal.

If the appeal is
following the written
representations,
hearing or inquiry
procedures and not
a fast track
procedure, this letter
will also set out how
comments can be
submitted.
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information about
examples). This may
also be applicable
during period of the
application being
considered, depending
on the technique used.

We will encourage
applicants of major
applications to engage
with the Oxford Design
Review Panel, both at
pre-application stage
and at the point when a
more detailed proposal
is set out.
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appropriate statutory
consultees

nominated planning
officer as a main point
of contact for interested
parties.

A planning officer will
visit site prior to
recommending a
decision.

There is no
opportunity to submit
comments on
appeals following a
fast track procedure
(such as the
householder appeal
procedure).

Copies of all
comments received
at the application
stage will be
forwarded to the
Planning
Inspectorate.

Members of the
public may also be
given the opportunity
to speak at a hearing
or inquiry.

Statutory consultation bodies will be allowed a longer period of time to comment on applications where this is prescribed by legislation




City Council Deposit Points and Opening Hours

When we refer to planning policy consultation documents being made available for inspection at

‘deposit points’, we mean the following locations during normal office hours:

Venue

Location

Opening hours

Oxford City Council Offices St. Aldate’s Chambers Monday 9.00am - 5.00pm
109-113 St. Aldate’s Tuesday 9.00am - 5.00pm
Oxford Wednesday 9.00am - 5.00pm
OX1 1DS Thursday 9.00am - 5.00pm
Friday 9.00am - 4.30pm
Saturday Closed
Sunday Closed
Oxford Central Library Information services Monday 9.00am - 7.00pm
2nd Floor Central Library Tuesday 9.00am - 7.00pm
Westgate Centre Wednesday 9.00am - 5.30pm
Oxford Thursday 9.00am - 7.00pm
0OX11DJ Friday 9.00am - 5.30pm
Saturday 9.00am - 7.00pm
Sunday Closed
Summertown Library South Parade Monday 9.30am - 5.30pm
Summertown Tuesday 9.30am - 7.00pm
Oxford Wednesday Closed
0OX2 7JN Thursday 9.30am - 7.00pm
Friday 9.30am - 5.30pm
Saturday 9.00am - 4.30pm
Sunday Closed
Blackbird Leys Library Blackbird Leys Road Monday 9.00am - 12.00pm
Blackbird Leys 1.30pm - 5.00pm
Oxford Tuesday 9.00am - 12.00pm
OX4 6HT Wednesday 9.00am - 12.00pm
1.30pm - 5.00pm
Thursday 9.00am - 12.00pm
1.30pm - 5.00pm
Friday Closed
Saturday 9.30am - 12.30pm
Sunday Closed
Headington Library North Place Monday 9.15am - 1.00pm
Headington Tuesday 9.15am - 7.00pm
Oxford Wednesday 9.15am - 1.00pm
OX3 9HY Thursday 9.15am - 7.00pm
Friday 9.15am - 5.00pm
Saturday 9.00am - 4.30pm
Sunday Closed
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Old Marston Library

Mortimer Hall

Monday

Closed

Oxford Road Tuesday 2.00pm - 5.00pm
Old Marston 5.30pm - 7.00pm
Oxford Wednesday Closed
OX3 0PH Thursday 2.00pm - 5.00pm
5.30pm - 7.00pm
Friday 10.00am - 12.00pm
2.00pm - 5.00pm
Saturday 9.30am - 12.30pm
Sunday Closed
Littlemore Library Oxford Academy Campus Monday 2.00pm - 6.00pm
Sandy Lane West Tuesday 2.00pm - 4.30pm
Littlemore Wednesday Closed
Oxford Thursday 9.30am - 12.30pm
OX4 5JY 2.00pm - 4.30pm
Friday 9.30am - 12.30pm
Saturday 9.30am - 1.30pm
Sunday Closed
Cowley Library Temple Road Monday 9.15am - 5.30pm
Cowley Tuesday 9.15am - 7.00pm
Oxford Wednesday 9.15am - 7.00pm
OX4 2EZ Thursday Closed
Friday 9.15am - 5.30pm
Saturday 9.00am - 4.30pm
Sunday Closed
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Examples of community involvement in planning proposals
(pre-application or at application stage)

As set out in the City Council's Statement of Community Involvement, for major and other
significant development proposals, applicants are strongly encouraged to involve the local
community and other interested parties at the pre-application stage.

This involvement should try to explain the proposals, offer opportunities for feedback and
respond to comments received where appropriate.

Common methods of explaining proposals to members of the community include (also see
help sheet which gives an overview of the advantages and disadvantages of these and other
methods):

= Leaflets =  Public meetings

= Letters =  Websites

=  Exhibitions

Applicants are also encouraged to explore the use of new and innovative illustrative
measures to help the members of the community understand the potential implications of the
proposal.

We have set out some examples below of commonly-used consultation methods, emerging
best practice and newer techniques.

Some further examples of good practice can be found in Planning Aid’s ‘Good Practice
Guide to Public Engagement in Development Schemes

Indicative Height Poles (‘Swiss Poles’ / ‘Ghost Buildings’)

Indicative Height Poles can be used to mark out
the location and height of a proposed
development to help people visualise its scale
and potential impacts.

The City Council has a set of six adjustable poles
which are available to hire. Each pole can reach
up to 10 metres in height.

Scaffolding Covers (‘building wraps’)

Scaffolding covers which provide an
indication of the final design can help people
visualise the proposed development and
how it might fit in with the surrounding area.
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3D Models

Three dimensional models can be useful to
show the proposed scale of development and
how it relates to surrounding buildings and open
spaces.

Computer-Generated Models & Images

Computer-generated models and images can
be used to show how the final design might fit
in with existing buildings and views. They can
also be a good way to show how surface
treatments and building materials will look.
Digital ‘walk through’ or ‘fly over’ experiences,
or virtual tours, can help people to appreciate
how the final scheme will look and feel.
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Guidance on making a comment on a planning application

As set out in the Statement of Community Involvement, the City Council is keen to
encourage public involvement in planning decisions on applications.

The City Council can only take into account 'material planning considerations' when looking
at your comments on planning applications. The most common of these (although not an
exhaustive list) are shown below:

Loss of light or overshadowing

Overlooking/loss of privacy

Visual amenity (but not loss of private view)

Adequacy of parking/loading/turning

Highway safety

Traffic generation

Noise and disturbance resulting from use

Hazardous materials

Smells

Loss of trees

Effect on listed building and conservation area

Layout and density of building

Design, appearance and materials

Landscaping

Road access

Local, strategic, regional and national planning policies
Government circulars, orders and statutory instruments
Disabled persons' access

Compensation and awards of costs against the Council at public enquiries
Proposals in the Development Plan

Previous planning decisions (including appeal decisions)
Nature conservation

Archaeology

Solar panels

We cannot take into account matters which are sometimes raised but are not normally
planning considerations such as:

The perceived loss of property value

Private disputes between neighbours

The loss of a view

The impact of construction work or competition between firms
Restrictive covenants

Ownerships disputes over rights of way

Fence lines etc

Personal morals or views about the applicant.

Please note: it is important to understand that the material considerations relevant to any
particular application will need to be weighed in the final decision process.
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Overview of key stages of Neighbourhood Development Plan process

Stage

Neighbourhood planning group actions:

City Council actions:

Designating
neighbourhood area

Requests designation and submits background
information required by regulations.

Checks application

Publicises receipt of application for 6 weeks and invites
comments via City Council website

CEB may formally designate neighbourhood area.

Designating
neighbourhood forum

Requests designation and submits background
information required by regulations.

Checks application

Publicises receipt of application for 6 weeks via City
Council website

CEB may formally designate neighbourhood forum.

Evidence gathering and
early public consultation

Gathers evidence and decides on the best way to
consult local businesses and residents on issues,
information and evidence collected.

Need for SEA/HRA to be considered.

No statutory function.

Can respond to requests from forum for advice on consultation
methods, evidence base, existing policy background and
whether it is in agreement with considerations about the need
for SEA/HRA, but ultimately it is the decision of the forum.

Pre-submission publicity
and  consultation on
detailed proposals for a
neighbourhood
development plan (most
likely to be in the form of
a draft plan).

This is the only statutory stage of publicity and
consultation before submission.

The Neighbourhood Forum/Parish Council can
determine the detailed proposals to consult on. It is
most likely to be in the form of a draft plan. Detailed
proposals must be publicised for 6 weeks- details are
set out in the regulations. A copy of the detailed
proposals should be sent to the local planning
authority. Consultation with a list of specified range of
organisations is also required. Responses must be
considered and the plan amended where appropriate.

No statutory function

Submission/publicising of

Submission to the City Council of:

Must publicise any plan proposal that includes the
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the proposed
neighbourhood
development plan

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

b) a consultation statement giving details of the
consultation carried out, issues and concerns arising,
and how they were considered and, where relevant,
addressed;

c) the proposed neighbourhood development plan; and
d) a statement explaining how the proposed
neighbourhood development plan complies with
statutory requirements, has proper regard to national
policy and guidance, contributes to the achievement of
sustainable development, conforms with strategic
development plan policy, and is compatible with
European Union obligations.

required documents as soon as possible.
e Publicise the draft plan for 6 weeks and invite comments.
e Inform consultees that the plan proposal has been
received.

Check submitted
neighbourhood
development plan is
legally compliant.

Checks against regulations and legislation to be carried out by
officers. Publicise.

Appointment of City Council responsible.

independent examiner

Submission of To send submitted documents to examiner as well as a copy of
neighbourhood representations made during the Council’s publicity period on

development plan
proposal to examination

the draft, and any required habitats assessment.

Consideration of
examiner’'s  views if
changes are
recommended

The planning authority must consider the examiner’s views and
decide whether to make any changes. The examiner’s report is
not legally binding but the planning authority must have clear
reasons for departing from the examiner’s recommendations.

Officers (in consultation with the forum/parish council) will
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report to CEB on the examiner’s recommendations for changes
and CEB will consider whether to make those changes.
Alternatively it may be recommended to CEB that a plan
proposal is declined. A decision statement must be published
explaining decisions taken.

Referendum The City Council must organise a referendum (covering the
relevant geographical area,) for any plan that is still proceeding.
This will be organised by officers.

Adoption The City Council is required to adopt any neighbourhood
development plan where a simple majority of people who
voted were in support of it.

The plan will be taken to full council for adoption.

Publicising a Publicise and make available for viewing the adopted

neighbourhood neighbourhood development plan.

development plan
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Overview of main methods of involvement/communication that applicants may wish to consider, and how they will be used by the City Council

Method of Involvement or
Communication

Advantages

Disadvantages

How we use this

Electronic

Website
(www.oxford.gov.uk)

Able to share a wide range of detailed
information with a large audience. Is often
more accessible to some hard-to-reach groups
(e.g. younger people). Information is available
at any time. Resource efficient.

Excludes those without access to the internet.
Technical problems could hinder access to
information. Information can be hard to
access if there is too much or it is not well
structured/displayed.

The website is the main way that we share information.
We currently:
= Make sure that the relevant webpages are kept up to date on the progress of planning
policy document production (including providing copies of evidence and consultation
reports); and
= Ensure that information on current planning applications is made available through
the electronic publication of the weekly list and via ‘Public Access’ (see below).

Public Access

(Online system for viewing and commenting
on planning applications. Accessed via our
website.)

Enables people to access a wide range of
information relating to planning applications
and appeals. Comments are instantly
received. Resource efficient.

Excludes those without access to the internet.
Technical problems could hinder access to
information /submission of comments.

Public Access is currently the main way that we share information about planning
applications. People who do not have access to the internet are able to use the computers
at our offices in St. Aldate’s Chambers or city libraries during opening hours.

QR Codes

(Barcode like symbols which can be scanned
by a compatible smartphone or tablet that
then takes users through to a specific
webpage.)

Enables quick and easy access to detailed
information on the move. Is often more
accessible to some hard-to-reach groups (e.g.
younger people).

Excludes those without compatible
smartphones or tablets with the necessary
app. Smartphone and tablet screens may be
too small to view detailed plans and
documents properly.

QR codes are currently used on site notices. When scanned, they take users through to the
Public Access page on our website where they can view planning application information
and submit comments.

Consultee Access

(System for notifying local interest groups
and other organisations of planning
applications within a specified area.
Comments can also be submitted via this
system.)

Instant notifications. Allows groups to more
easily manage their consultation responses.
Resource efficient.

Excludes those without access to the internet.
Technical problems could hinder access to
information or the submission of comments.
Operated by third party provider - limited
control of service/ technical issues.

Consultee Access is a service that we currently offer to local interest groups and other
organisations in addition to Public Access.

Planning Finder
www.planningfinder.co.uk

(Planning application notification system.
Registration via our website. Uses data on
postcodes to notify users of planning
applications they may be interested in)

People can specify multiple areas that they
are interested in. If they ‘flag’ an application
they will also be notified when the application
has been determined. Resource efficient.

Excludes those without access to the internet.
Technical problems could hinder access to
information /submission of comments.
Operated by third party provider - limited
control over quality of service/ technical
issues.

Planning Finder is not the Council’s main consultation method for planning applications.
However, it provides a useful tool for members of the community to keep up-to-date on
planning applications in specific areas.

Email Direct contact with specific individuals. Can only contact those people who have We normally use emails in the following situations:
Minimal delay between email being sent and provided their email addresses specifically for = To inform statutory consultees of relevant planning policy and planning application
being received. Resource efficient. this purpose. Email addresses/contacts may consultations
change over time meaning that the database = To inform councillors of planning applications and appeals (by emailing weekly lists).
can easily become out of date. = To provide updates to people who have specifically registered their interest in the
progress of planning policy document production.
Facebook Able to share information with a large Excludes those without access to the internet. | The Council’s Facebook account will be used as an additional means of notifying people

(Online social network)

audience. Is often more accessible to some
hard-to-reach groups (e.g. younger people).
Resource efficient.

Could generate online comments and debates
rather than formal consultation responses
which may be hard to manage, monitor and
assess.

when consultation periods start and close for planning policy documents and
major/significant planning applications and appeals.

Twitter
(Online social network)

Able to share information with a large
audience. Is often more accessible to some
hard-to-reach groups (e.g. younger people).
Resource efficient.

Excludes those without access to the internet.
Could generate online comments and debates
rather than formal consultation responses
which may be hard to manage, monitor and
assess.

The Council’s Twitter account will be used as an additional means of notifying people when
consultation periods start and close for planning policy documents and major/significant
planning applications and appeals.
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Online Consultation Portal

(Online system available via our website
where people can register to receive alerts
when consultations are being undertaken
and/or complete a questionnaire/survey.)

Automatically alerts people to consultations.
People can manage their own profiles and
settings. People can submit their
questionnaire/survey responses in a simple,
user-friendly format. Responses are
automatically input into a database. Resource
efficient.

Excludes those without access to the internet.
Only notifies people who have registered.

The online consultation portal is currently used for the majority of planning policy
consultations to allow people to view the documents and to make comments via an online
questionnaire.

Printed

Site Notices

Provides notice of the proposal in the area
most likely to be affected. Resource efficient.

May be damaged or removed. May not be

seen or be ignored. May be less accessible to
some hard-to-reach groups (e.g. people who
are housebound due to illness or disabilities).

Site notices displayed on and/or near the site will be the main way that we notify people of
planning applications. Site notices will be printed on yellow card to increase their visibility
and laminated to protect them from rain. Notices for amended schemes will be printed on
pink card so that they can be differentiated from the original notice. Notices will be
displayed at least 21 days before the consultation closes in line with statutory
requirements.

Paper copies of documents

Accessible to those without access to the
internet or who are unable to use computers.
Enables large plans to be viewed more easily.

Locations may be inaccessible to some.
Opportunities to view documents is limited by
opening hours.

We currently:

=  Make sure that paper copies of planning policy consultation documents are available
to view at our offices in St. Aldate’s Chambers and city libraries during their opening
hours;

=  Make paper copies of major planning applications available to view at our offices in St
Aldate’s Chambers during opening hours;

=  Make paper copies of other types of planning application available at our offices
during opening hours upon request.

Letters
(Printed letters sent via the post.)

Easy to target people in a specific area. Letters
can be sent directly to all properties. Is often
more accessible to some hard-to-reach groups
(e.g. housebound, disabled and frail elderly

people).

Delay between letters being produced and
being received. Where properties are rented,
the letters may not be seen by the property
owner. Not environmentally friendly. Postage
and printing costs.

We will not normally use letters to notify people of planning policy or planning application
consultations.
Letters will only be used be in the following situations:
= To notify statutory consultees of planning policy and planning application
consultations where we do not have email addresses.
= To notify people of planning appeals. (Letters will be sent to adjoining properties and
all those who commented on the original planning application.)

Leaflets

Easy to target people in a specific area.
Leaflets can be delivered directly to all
properties. Is often more accessible to some
hard-to-reach groups (e.g. housebound and
frail elderly people).

Delivery can be highly resource intensive.
Limited information can be given (summary
only). Where properties are rented, the letters
may not be seen by the property owner.

Leaflets may be used for planning policy consultations where we need to target a specific
geographical area of the City.

Paper response forms / questionnaires

Accessible to those without access to the
internet or who are unable to use computers.

Locations may be inaccessible to some. Access
limited by opening hours.

For planning policy consultations, we will make sure that paper copies of response
forms/questionnaires are available at our offices in St Aldate’s Chambers and city libraries
during their opening hours. A printable version of the response form/questionnaire will
also be available on our website.

Posters

Can publicise basic information and inform the
public about further opportunities to get
involved. Publicity ‘in the community’ by
using local libraries, shopping centres, sports
centres and community centres can be the
first step to reach those who wouldn’t
normally seek to be involved.

Can be easily dismissed or overlooked.
Information provided is limited.

Posters may be used for planning policy consultations where we need to target a specific
geographical area of the City.

Newspaper advertisements
a) statutory notices
b) pressreleases

Able to reach a broad spectrum of the
community to raise awareness of plans,
proposals, and consultations/opportunities to
get involved.

Relies on people looking specifically at the
public notices section in newspapers, so can
be easily overlooked. Information provided is
limited. Expensive.

We currently advertise the following types of planning application in the Oxford Times:
major applications, listed building applications, developments in a conservation area,
developments in the Green Belt, EIA development, City Council applications and departures
from the development plan.

We also notify the local press (Oxford Times and Oxford Mail) of all planning appeals.
Planning policy consultations will only be advertised through a statutory notice in the local
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press when required by the regulations (in most cases, this is no longer required).

Public exhibitions (unstaffed)

Can present information in interesting and
easily-accessible manner. Focused attention
on specific project(s). Resource efficient.
Locations can be targeted to specific areas.

No opportunity to clarify issues or receive
feedback directly. Can be missed if not well
publicised in advance.

We may hold unstaffed public exhibitions relating to planning policy consultations to raise
people’s awareness of key issues and to encourage people to look at the consultation
documents online/at deposit points. We may also do this for major / significant planning
applications.

Verbal / Face-to-Face

Telephone

Provides an opportunity to explain/clarify
issues and answer queries. Is often more
accessible to some hard-to-reach groups (e.g.
disabled, frail older people and those with
literacy difficulties).

Resource intensive. Does not reach a wide
audience.

Comments on planning applications and planning policy documents must be formally made
in writing and therefore telephone conversations are not one of the main ways that we
would usually consult members of the public. However, the Council’s telephone number is
widely available and officers will discuss cases with members of the public if they call as
part of our aim to provide excellent customer service.

Public exhibitions (staffed)

Can present a lot of information. Focused
attention on specific project(s). Opportunities
to clarify and discuss issues and to receive
feedback. Locations can be targeted to
specific areas.

Resource intensive. Time limited. Can be
missed if not well publicised in advance.

We may hold staffed public exhibitions related to consultations on Planning policy
documents to raise people’s awareness of key issues and provide an opportunity to discuss
those issues with City Council officers. We may also do this for major / significant planning
applications.

Structured Workshops

Discussion groups can generate ideas,
improve understanding and develop
‘ownership’ of proposals. Participants get to
hear each other’s perspectives in the
discussion.

Resource intensive. Relies on relevant
participants being available at the specified
date/time. Requires significant preparation to
allow a structured approach

We may use workshops in consultations on policy documents to facilitate discussion and
gather different perspectives on emerging policies.

Public meetings

Open to everyone. Means of sharing
information with a wide audience. More
efficient if part of a pre-arranged external
meeting (for example visits to Parish Council
meetings).

Potential to be dominated by an un-
representative minority. Others may be
intimidated so not all views may get heard or
put across. Resource intensive. Relies on
people being available at the specified
time/date.

We may try to reach community groups through existing forums dealing with local issues
when undertaking consultations on planning policies relevant to the area in question. This
option may be considered for exceptional, significant schemes but is not normally used as a
preferred method of consultation.

One-to-one meetings with selected
stakeholders

Useful means of identifying key issues and
involving specialist organisations in specific
topics.

Resource intensive.

Planning policy documents often require on-going informal dialogue, such as with statutory
consultees, key delivery partners and neighbouring local authorities under the ‘duty to
cooperate’. This may take the form of one-to-one meetings.

Steering/advisory group

A way to get key organisations involved in
overseeing or acting as a sounding board for
the production of planning policy documents.
Particularly appropriate for area action plans
or topic- based policies. The role of the group
needs to be clear (via terms of reference) and
there should be a transparent approach to
selecting members.

Resource intensive.

Steering groups may be used in overseeing the preparation of technical studies and
emerging policies, for example to test key assumptions or methodology, in planning policy.

Radio

Can reach a wide representation of the
community and raise the profile of plans and
proposals.

Expensive. Time consuming to produce. May
only reach some social groups.

Not normally used as a method of informing people about consultations, however this
option may be considered for exceptional, significant schemes.




Good Practice Guide to
Public Engagement
in Development Schemes

Planning Aid

Planning Aid England and Planning Aid for London together provide free,
independent and professional help, advice and support on planning issues
to individuals and communities who cannot afford to pay for professional
help. The service is delivered through a small team of staff and a network
of volunteers, the majority of whom are Chartered Town Planners, who
give their time free of charge. Planning Aid also works with developers,
local authorities and others to help raise the standard of community
engagement on planning matters.

How you can contact us

Planning Aid is delivered through staff and volunteers based in the community:

Planning Aid England
> Advice Line:
Tel: 0330 123 9244 Email: advice@planningaid.rtpi.org.uk

> General Enquiries:
Tel: 0203 206 1880 Email: info@planningaid.rtpi.org.uk

Planning Aid for London DECiSiOn Ma kers e a e
Tel: 020 7401 8046 Email: info@planningaidforlondon.org.uk

Other Planning Aid contact telephone numbers:

) Planning Aid for Scotland 0845 603 7602
> Planning Aid Wales 02920 625 009

Full contact details for Planning Aid services are at:

www.rtpi.org.uk/planningaid and

_\gww.pIanningaidforlondon.org.uk
o

Planning Aid England is part of the Royal Town Planning Institute,
a charity registered in England 262865 and in Scotland SC037841
Head office: Royal Town Planning Institute,
41 Botolph Lane, London EC3R 8DL.
©Copyright RTPI1 2012
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Good Practice Guide to Public
Engagement in Development Schemes

For developers, communities and decision makers,
one of the biggest challenges in taking forward

a development scheme is to ensure that public
engagement is undertaken in a way which is
meaningful, inclusive and brings benefits for

all involved.

ﬂﬂs guide is intended to provide practical advice
for all those involved in public engagement in
development schemes which require planning
consent. It is illustrated by real examples of good
practice and provides information and assistance
to those planning, engaging in, or assessing

community consultation.

Good engagement reduces conflict,
results in better development and most
importantly allows communities to have
an influence over the future shape of the
places where they live.

About Planning Aid

Planning Aid offers people the opportunity
to get involved in the development of their
local areas. We provide free and independent
professional planning advice to community
groups and individuals who cannot afford

to pay professional fees. We work with
communities to help them understand and
play a role in the planning process. We

are an independent source of advice and
information on planning issues, and not part
of central or local government.

Further information and contact details can
be found at the back of this guide.

Planning Aid Advice Line 0330 123 9244 advice@planningaid.rtpi.org.uk
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“Good engagement motivates and inspires
individuals and communities to help shape the
future of their neighbourhoods, with positive
outcomes for all involved.”

Sue Manns, National Planner, Planning Aid England.

“Effective consultation at the early stages of
proposals improves schemes and creates value.”

Mike Dunton, Consultant G L Hearn.

There are many challenges to successful
engagement with the community on
development schemes, but they are
small in comparison to the risks of failing
to engage in a timely, meaningful and
inclusive manner.
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Why Engage?

Depending on the size and type of
development project, there are different legal
requirements for community consultation.
Larger projects, including nationally
significant infrastructure projects now require
considerable consultation by the developer
before an application is submitted. Other
projects, for example small developments such
as a change of use or householder application,
may only require neighbours to be notified

by the local authority once an application has
been submitted. Whatever the requirements,
talking to neighbours and others before an
application is submitted will often save time,
reduce risks and most importantly result in a
better scheme.

It makes sense to engage

Good developments are those which work

well with their local areas. This means that as
part of the design process there is a need to
understand how a place works and functions.
The community are well placed to help with
this information. Good community consultation
and engagement is an essential part of a

good development process, especially when
undertaken early on in the process when
changes to a scheme can more easily be made.

Planning Aid England 0203 206 1880 www.rtpi.org.uk/planningaid

gage

) v 09
&
&
&
®

For communities, engagement means a
chance to understand what is proposed,
to explore how a development can
bring value to an area, to identify which
options would work best within a local
context, to help shape solutions and to
have their say on a scheme.

For developers, engaging with the

local community can provide vital local
knowledge, reduce the risk of challenges
and delays, identify how a scheme can
bring value to a local area and enhance
the reputations of all involved.

For decision makers, good pre-application
engagement will have identified those
issues of importance to the local
community and show how the proposal
has responded to these. It will be for

the decision maker to balance these
alongside planning policy and other
considerations, e.g. traffic impact, job
creation and make a decision on the
application.

When making design changes
in response to comments

from the community;, it is
important to be sure that the
views are representative of
the community, because if not,
then it might not be the right
solution. Inclusive engagement
is the key to success.

Good engagement does not mean that a scheme will
definitely go ahead as it may be unacceptable in terms
of planning policy however, it will play a big part in
helping all those involved to understand the issues and
risks associated with an application and in reducing
delays once an application has been submitted.

Good engagement is about more than just ‘ticking

a box’. If there is no real commitment, all the key
decisions have been made, not enough time is allowed
or there are insufficient resources to engage properly,
it is likely that at best little will be achieved and at
worst, may add to the frustrations of a community
increasing the risk of objections, delay and possible
refusal of consent.

A recipe for good engagement

There is no ‘perfect recipe’ for good community
engagement. Every development scheme and every
community will be different. However this guide
describes some good practice ‘ingredients’ which
can be used to develop a positive and beneficial
engagement process.

“The typical participants in local decisions vary according

to activity, but generally are more likely to be white,
older, better educated, richer, middle class males.”

Pathways through Participation: What creates and sustains
active citizenship? Understanding Participation: A literature

review. NCVO, IVR and Involve. Dec 2009

“Change happens — and needs to
happen — but people are often
very uncomfortable with the
uncertainties that change brings to
their lives. Early and appropriate
engagement in the development
process can do much to minimise
uncertainty, and help people make
a positive impact on schemes
rather than just sniping from the
sidelines. This Good Practice Guide
will help planners and other key
players ensure that this happens.”

Mark Middleton, Head of Planning,
Worcestershire County Council.

Community consultation and
engagement should not be carried
out just to tick a box — it should
have a clear purpose and be of
value to all involved, otherwise it
might do more harm than good!

Good engagement reduces
conflict, results in better planning
outcomes and most importantly
allows communities to have an
influence over the future shape of
the places where they live.

When investing in a new
product, a good business
will invest in ‘market
research’ or consultation
to ensure that the
product is fit for market.
Development schemes
are no different.




Principles of Engagement i —

Relationship building,
knowledge and skills —
develop links with key groups
and individuals who can assist
and advise on what matters in
the area. Consider how existing
community groups, networks
and representatives might be
involved, what barriers might
exist and what help might be

Research and analysis — explore the context,
history, different communities and groups in the
area who may affected. Identify what will motivate
people, what else is happening in the area, establish
if it is connected and if so consider the potential

to share events. Establish the goals - what are the needed to build the capacity to Communications — ensure that
benefits of engaging with communities and how cngage. the information provided is clear,
will these be realised? accessible and sufficient to tell people

what they want to know, and to allow
them to decide whether to engage.
Be clear about what is fixed and why,
and what is ‘up for debate’. Check
that mechanisms are in place to allow
information to flow in all directions
and that response dates are clear.

Principles of
Engagement

6 Planning Aid for London 020 7401 8046 www.planningaidforlondon.org.uk




Awareness to Engagement
Moving towards effective community engagement

Every development, no matter how
large or small, can benefit from
effective engagement. Talking to

a neighbour before submitting an
application for an extension to

an existing building, listening to
any views they may express and
responding to comments they

may make always helps, as does
telling them when building work
will start. This applies equally to

a nuclear power station or major
residential development. However,
the approaches used, the time
taken and the resources invested in
consultation will be different, and
should be in proportion to the size
and impact of the development.

Effective engagement X X

Build lasting, positive
relationships

Discuss and debate

Consult and communicate

Forum to agree
changes, embrace
ideas and suggestions,
Building understanding responsive process
Invite comments,

listen and make

changes, provide

feedback

Awareness raising
More information

about what is
happening, where,
why and when

Site notice, press
notice, leaflets, talk
to neighbours




Planning for Community Engagement Gl

The Different Stages of a Development Scheme

Be clear about timescales Continue relationships with

and what will happen to existing community groups and

comments. individuals and keep them
informed of what is happening
and when.

Build relationships with Communicate widely to raise

existing community groups awareness, what is fixed and

and individuals, develop what is up for debate. Communicate widely

knowledge and capacity if explain why this Be inclusive ensure

needed. consultation is taking everyone has the Communicate widely.
place and why it is chance to engage.

Engage early and set important to

ellite dizlr i lils comment again. Respond to comments and

Research the area for cor'15ultat'ion, take action to address issues
and communities, including feedback. Monitor involvement and before they become a crisis.
understand what else inform people of decisions.

is happening, what

will motivate people,

what rumours or
fears exist. Monitor involvement, and

take action to address
under-representation.

Legal and other requirements Legal and other requirements Legal and other requirements

What does the local Pre-application consultation Planning application - Nationally Significant Infrastructure Project — Considerate Constructor Scheme.
authority Statement of is a statutory requirement neighbours notified Report of Consultation forms part of the

Community Involvement for Nationally Significant and site / press application and developer advertises

say about non statutory Infrastructure Projects. notices may be application and notifies all those who have

pre-application consultation displayed as required. commented at pre-application stage.

requirements?

10 Planning Aid England 0203 206 1880 www.rtpi.org.uk/planningaid




Pre-application Stage
Good Practice Approaches

Good Practice Advice

JAS

12 Planning Aid for London 020 7401 8046
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Awareness Raising

Research the communities
who may be affected.
Identify key individuals
and groups who can
spread the word.

Consider different levels
of awareness raising
depending on proximity
and location.

Add colour to press
advertisements and
leaflets to draw attention
to them, keep to key
information, and notify
those most affected in
person to ensure they are
aware of the scheme.

Explain what is proposed,
how to find out more
and why views would be
appreciated.

Place adverts in public
places for example
community centres,
libraries, in shop windows,
bus stops, places of
worship.

Consider ‘trade’ journals,
local publications.
Monitor responses and
address weaknesses.

Develop interactive
website.

Building Understanding

Telephone hotline for further
information

Build understanding and
awareness.

Arouse interest.

Ensure venue is accessible and
material appropriate to the
audience and the area.

Consider timing of the
exhibition, public transport
accessibility, language /style
used. Identify whether there
is a need to produce material
in different languages. Provide
clear information about

the project, background,
explain what is ‘fixed’ and
what is ‘up for discussion’,
identify options, key dates for
consultation events and how
to comment.

Explain the relationship with
other consultations.

Provide a telephone hotline
for those wanting more
information.
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Consult and Communicate

Offer presentations to local groups
Provide regular updates via
newsletters

When appropriate consider requests
for facilitated events

Interactive websites

Interest, enthuse and motivate
communities to respond and manage
expectations.

Consider establishing a residents /
community steering group and work
with them to identify locations for
events and fine tune the content.

Identify and connect with other
community events e.g. community
fairs.

Seek feedback and be clear what will
happen to comments.

Monitor attendance and consider
additional venues / events to secure
a balanced response. Consider a
‘home visit’ service.

Re-consult if significant changes have
been made to the proposals.

Use interactive websites to reach
the ‘silent” majority - then focus
resources on the disadvantaged and
hard to reach.
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Discuss and Debate

Focus groups

Field trips

Online forums
Consensus building and
mediation / dispute
resolution

Online discussion forum

Build trust, be transparent
and manage expectations.

Level the playing field —
facilitate the process to
allow fair participation.

Listen to views and
share tensions between
different communities.

Invite new ideas and
consider alternatives —
provide responses.

Focus sessions on key
issues — capture local
knowledge and ideas.

Run visits to see similar
developments elsewhere.

Provide honest feedback
and explain how comments
have been included and

if not, why not. Do what
you say you will.

Keep website up to date.

Consider using
independent mediators to
find an agreed solution.

Effective Engagement

Electronic update alerts

Continue to support and
involve groups which
have contributed to the
process.

Invite feedback on issues
before they develop into
a crisis.

Use engagement to
inform decisions on
issues such as traffic
routing.

Invite participants

to share knowledge

and experiences with
similarly affected groups
in the future, acts as
mentors for others.

Involve participants in
evaluation.

Keep the website up to
date with responsive
key contact information.
Provide electronic alerts
at key stages.

“We aim to meet the challenges of ‘consultation
fatigue’ and raise interest in the planning process
by using local people to encourage their friends,
neighbours and families.”

Mike Dando, Community Outreach Coordinator,
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Whitechapel to help them be involved in each
stage of planning and constructing Crossrail.
In areas where English is not a first language,
translation services have been offered to
enable minority groups to engage.

EDF Energy held a series of workshops for
school children and young adults to help

to identify the issues and opportunities
associated with a new nuclear power station
in their area — the suggestions which resulted
have influenced the project development.

“The independent research helped to identify
who was engaging in our consultation process
in the early stages. By comparing these results
with the profile of the population as a whole,
we were able to identify groups that were
missing and take specific steps to engage with
them later in the process.”

Alex Kaufman, Head of Communications, EDF
Energy New Nuclear Build.

“Sharing plans with my neighbour resulted
in some good ideas which saved money and
improved the appearance.”

Member of the public.

e A ‘Building Schools for the Future’
consultation in Birmingham took place on
a vacant site where a new school was to
be located.

o A traffic calming consultation event was
advertised on road signs at affected junctions.
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Submission and Decision Stage

Good Practice Approaches
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Awareness Raising

Statutory requirements -
either the local authority
or developer will notify
neighbours about a
proposal. This notification
could be by letter, site
notice or a press notice.

Letters should explain
proposal clearly, why
views are being sought

at this stage and

what will happen to
comments. Consider
drawing attention to the
importance of the letter in
different languages.

Letters can include
reference to Planning
Aid where independent
advice can be obtained.

Explain relationship to
other applications
where relevant.

If they relate to an appeal,
explain how the views
expressed previously

will be taken forward,

and how people may get
involved in the process.

Local Planning Authorities
can alert residents to new
applications in their area
via their websites.

=

Building Understanding

Application and all associated
material made available

for inspection. This can be
electronic or hard copy.

Ensure that written
documents are easy

to navigate and where
necessary include a non
technical summary.

Ensure plans displayed
online are legible and it
is possible to get an idea
of scale —include key
measurements in written
form on plans.

Where there is a large
volume of material break it
down into bite sized chunks
and link it electronically to
avoid the need for those
consulted to wade through
huge documents to find the
parts of interest.

Ensure paper copies are
available for those without
access to a computer and /
or printer.

Ensure those without
internet access can access
and understand relevant
documents — place in
libraries and community
centres and refer to
Planning Aid.

Planning Aid Advice Line 0330 123 9244 advice@planningaid.rtpi.org.uk
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Consult and Communicate

Make plans and application
documents available

For major schemes consider
staffed exhibitions, where
models may be available and
interactive displays

Consider presentations to
local groups

Make use of a website

Ensure that material is
appropriate and accessible.

Models are helpful to show a
major project design and how it
fits with its local area.

For large schemes consider
3D visualisations, interactive
models etc.

Where changes are made
consider the need to notify
people of amendments and
how they can comment.

Be clear about who is
undertaking the consultation
and why, and who comments
should be made to.

@

Discuss and Debate

Workshops with key
groups

Community forums
Mediation

Online discussion
forum

Discuss with key
parties / communities
how conditions could
be used to overcome
concerns and how
section 106 benefits
could be used to
address issues relating
to the scheme for

the benefits of those
affected.

Consider using
independent
mediators to find an
agreed solution.

Effective Engagement

Community forums

Online discussion
forums

Keep community well
informed of process,
changes, decision and
reasons.

If permission is
granted, explain what
conditions have been
applied and what
needs to be done

to meet them. If
permission is refused,
explain why and what
might happen next.

Conflict between neighbours arose following
refusal of planning consent for an extension
which conflicted with planning policy. Due to
the wording of a letter, the applicant thought
refusal was also due to the objection from
the neighbour and a long-standing friendship
was destroyed.

Mediation may be a way of achieving an
agreed solution where there is conflict
between parties.

Kirkstall Forge (Leeds) is a Brownfield mixed
use development of over 100,000sq metres.
The developer works through the local liaison
group to provide regular progress reports
throughout the life of the application and
subsequent amendments. Regular updates
are also provided on the website and

each year the developer attends the local
community festival (attended by over 20,000
people) and has a stand to provide the latest
details of the scheme and answer questions
about the proposals.

A number of local planning authorities
have a ‘duty’ planning officer available

to help people understand planning
applications and how to make their views
known. In Birmingham there is also help
for those who find it hard to use the
online information system.

Many councils now include reference
to Planning Aid on their neighbour
notification letters as a source of
independent advice on planning.
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Construction and Operation Stage
Good Practice Approaches
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Awareness Raising

Newsletters
Website
Leaflet drop

Notify local residents

of when the project

will begin and of any
proposals to close access
roads / pathways or
restrict access. Include
details of the hours of
construction and how
long work is expected

to take.

Place colourful notices
in key locations e.g.
stations, bus stops,
shops, community
centres, places of
worship. Notify
communities about
alterations to time
tables, delays,
achievements and
changes to the scheme.

Building Understanding

Leaflet on progress

Newsletters

Provide contact information

for project managers and

the construction team who
can respond to complaints.

@ Qg
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Consult and Communicate

Newsletters
Drop-in sessions on site
Presentations

Website updates

Provide a telephone hotline for
information / complaints.

Identify a site officer and
ensure they are known to the
community.

Include contact information on
the website.

Issue electronic alerts to raise
awareness of key stages / road
closures etc.

Make use of website

and include contacts details.
Ensure emails received are
replied to.

@

Discuss and Debate

Community forum and
resident/tenant groups

Telephone hotline

Update website and
electronic alerts

Discuss issues with
affected groups /
individuals e.g. times
when access may be
restricted, alternative
routes and amend where
appropriate.

Solve problems before
they develop into conflict.

Make use of website
and include contacts
details. Ensure emails
received are replied to.

Provide contact with
designers so that
the community can
contribute to details
such as landscaping
materials etc.

Involve residents’ steering
group in choosing
contractors. Consider
using independent
mediators to find an
agreed solution.

X 1
Effective Engagement

Community forum,
regular updates

Online discussion
forums

Involve the project
manager with local
groups and develop
relationships.

Involve communities
with the scheme, can
local residents be
trained to work on
the construction or
in the building once
constructed?

Work with community
groups, invite them

to see progress of
development.

Provide feedback on
website to show how
comments have been
acted on.

Family Mosaic Housing Association held a
competition to award 5 construction job
apprenticeships to young people on an
estate which was to be rebuilt as part of a
regeneration scheme.

“Lockleaze Voice is a Neighbourhood
Planning Group open to all those living and
working in the local community. Regular
meetings are held at which the attendees
can discuss and influence local concerns,
particularly development schemes.”

Peter Whitehead, Community Outreach
Coordinator, Planning Aid England.

The Docklands Light Railway employed a
‘local ambassador’ as part of the launch
strategy for Langdon Park Station to promote
the use of the station by liaising with the local
community and distributing travel cards. This
was so successful that local ambassadors will
be appointed for future station schemes.

The Channel Tunnel Rail Link — High Speed
project established a 24 hour helpline and
appointed an independent Complaints
Commissioner to oversee the project and
report back to the local authorities.

The Bull Ring development in Birmingham
included viewing areas and live web
cameras where progress on construction
could be followed.

16 Planning Aid England 0203 206 1880 www.rtpi.org.uk/planningaid




Delivering Good Practice .

Question: Answer: Example: Question: Answer: Example:
Consultation Good engagement allows Residents close to a proposal Why carry on The nature and type of The Cambridge Waste Management
and key issues to be identified, scheme delayed an application engaging with engagement will change Park has been proactive in hosting
engagement ’reducing risk and potential ’ for 2 years as a result of a vocal the community however, good neighbour visits to the facilities on site, with
delays post submission campaign involving local councillors. relationships can avoid public open days, conducted tours
C.OStS money, for the developer whilst Pla.nnlng Aid met with the : Once_ th(? potential conflict during and fun events. The development
time and enabling the community to :ES'd(ejpcfs ar;d :)quntq tha‘f W.hlllSt appl'cahon.has construction and operation. has taken place in stages and these
res_ongES, help shape a scheme at the thzz h;dnc%nzejriz a:gopur'lcnacclseis been submitted? This can connect to the events have contributed to dispelling
so if it is not pomt when changes are more and felt ignored by the developer. Considerate Contrz_a<':tor myths about waste faC|I|t!es and'
Ula statutory easily made. The problem was subsequently Scheme. Communities can with the added bonus of improving
requirement Consultation and overcome and consent granted. also act as mentors to others und.erstanding Qf recycling and
why do it? engagement should be in Pre-application consultation had not and as ambassadors fgr a environmental issues.
proportion to the size and been undertaker), bu.t cquld gasily development, enhancing the
impact of the scheme. have helped avoid this situation. reputation of the developer.
Question: Answer: Example: Question: Answer: Example:
When should Start as early as possible — When designing a flood alleviation How do you The community is a In response to a number of
consultation explain the processes and scheme in Morpeth, the ensure that the kaleidoscope of different development and redevelopment
begin and what ’that early views arg sought ’ Env!ronment Agency (National . pre-application ’groups. Inclusive opportunities and challgnges in
. . on key issues / options. Environmental Assessment Service) . engagement ensures the Lockleaze area of Bristol, a
information Provide sufficient information approached the community early, consultation decisions taken reflect the Neighbourhood Planning Group
should be to allow informed responses were clear about what could be comments wider community view, was formed through Planning Aid.
provided? to be made. This will allow influenced, when, why and how, received reflect rather than a vociferous The group now organise regular
the early identification of key and kept local people regularly the diversity and minority. It identifies key open meetings, have an active web
issues and potential ‘show informed of progress. As a result mix of the local issues at a stage where they site, and engage effectively with
stoppers’. It establishes trust they were able to dispel rumours, community, both can be addressed rather development proposals.
and understanding. address local concerns and develop than when it is too late to

geographically
and from a social
perspective — if !\/Iomtor comments received,
involvement in groups

an option which had widespread
support. This not only reduced
the project risks, potential delays

make changes.

. not what action .
and complex Ianc} negotlatlons,. and meetings in terms of
but has resulted in a close working needs to be taken e e
relationship with several interest to rebalance this? Co ’

ethnicity etc on feedback
forms, through independent
exit surveys, visual recording
of visitors.

groups which will bring longer
term benefits.

Reflect on how to fill any
gaps to achieve a balanced
community response—
Planning Aid may be able
to assist.
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Delivering Good Practice

Question: Answer: Example:

How should The supporting papers Produce regular newsletters.
comments ’acc?_mpjcmymhg d Izlaznmgh ’ Direct mail a personal response to
received be a}?p |<.:at|onfs }?u show how those who have taken the trouble
reflected and the views of the community to make their views known and

have been taken into account
in developing a proposal.

In the case of nationally
significant infrastructure
applications this will take

the form of a Report of
Community Involvement.

let them know what has changed
and why.

what feedback
should be given?
Planning Aid helped residents

to produce a neighbourhood
appraisal in Felling, Gateshead
to support future regeneration.
A good engagement Residents presented their results
process will also provide an to the Council and obtained
opportunity for feedback feedback.

which should be linked to key

stages set out at the outset

of the process.

Question: Answer: Example:

How should Those participating are In Herefordshire a consultation

consultation giving up their time to event was linked to a village

overload be ’contribute views on a ’ Christmas Fair, with over 500
navoided? development project. It is people visiting the exhibition.

o important to understand
where and when efforts
should be focused and
to ensure responding to
consultations does not become Sheena Terrace, Planning Aid
a full time occupation. England.

“Joining up with the Christmas
Fair meant that we reached a far
wider audience.”

Be innovative — connect with
other events where possible.
Explain the relationship with

other consultations and what
is different about each. Work
constructively with others to

ensure comments are passed
on where relevant.

Question: Answer:

Will creative Consultation should be

and innovative meaningful, informative and
approaches enjoyable. People will not
result in participate in something

criticism? A good event is one where

people leave feeling that

they have learned something

of interest and their time
has not been wasted — these
people will continue to
engage.

What may work one time,
may not with a different
group, but do not be afraid
to innovate and to listen and
learn from feedback.

Question: Answer:

How can | reach These groups may engage if

the hard to made aware of a project and
find. hard to ’its impact on them. There

is a need to think through
enggge, hard to what might prevent them
motivate and from participating e.g. time
hard to help? of day / location, culture etc
and respond positively. Take
advantage of existing local
organisations, networks etc
to disseminate information,
use places visited by the
wider community e.g.
shopping centres, natural
meeting places. Good
decisions will be based upon
an inclusive and balanced
response. Advice on working
with these groups can be
provided by Planning Aid.

which is dull or uninteresting.

Example:

A cost: benefit analysis exercise

with young people helped decide
the mix of play equipment which
was to be included in a development.

Planning Aid took local residents on
an ‘eye spy’ tour of an area to help
them identify local characteristics
that could be reflected in a
development scheme.

Example:

Rochdale Metropolitan Borough
Council used a public artist to
engage Muslim Elders and other
under-represented groups within
a wider consultation process, to
help identify common themes for
inclusion within the public realm
aspects of a scheme.
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Delivering Good Practice

Question:

Can public
meetings
add value to
consultation?

Question:

Can | use the
internet for
consultation
and if so, do |
still need to do
exhibitions and
community
events?

Answer:

Public meetings are rarely an ideal
forum to discuss and debate a
development. However, if well ’
handled they can be a good
opportunity to listen to concerns and
to provide information on a
development proposal. Key things to
consider include: using an independent
facilitator who will ensure the smooth
running of the event and equal
participation for those who wish to
speak, setting a clear agenda and rules
of behaviour, inviting those ‘opposing’
and ‘supporting’ a development from
the local community to speak at the
start and end of the meeting, ensuring
that those attending on behalf of the
developer have sufficient seniority and
knowledge to provide informed and
authoritative responses.

Answer:

The internet is a useful tool to engage
with busy people, and those who may
not be able to get to exhibitions or ’
events. The technology developed for
web-based consultation can also be
used at exhibitions and events e.g.
fly-throughs and 3D visualisations.

It can however, only reach those

who have internet access. For the
‘hard to reach’ and those living in
rural areas, access to the internet

and / or broadband may be an issue.
Schools, libraries and community
centres often have web access where
help is available to access the online
consultation. Good monitoring of

the website can help identify areas,
groups who are under-represented

in a consultation and allow other
activities to be targeted to ensure
inclusive engagement.

Example:

The Department of Energy

and Climate Change, when
consulting local communities
on possible locations for new
nuclear power stations, used an
independent facilitator to help
run the public meetings. Senior
civil servants were also present
and at Kirksanton, a community
representative was invited to
give the opening and closing
comments. Effort was made to
ensure people had their say and
the meetings were generally felt
to have been informative.

Example:

A 3D virtual model was
developed for the Ancoats
Urban Village, Manchester. The
model is accessible through the
web so members of the public
could see how Ancoats would
look with the development
proposals inserted. The use

of gaming technology shows
proposals in context and from
every different angle. It also
allows users to walk, drive or
fly around the model without
the need to purchase additional
software. Being portable and
transferable onto a big screen,
the model is being used to assist
consideration by councillors at
planning committee and also
with other consultation exercises
with residents.

“The RTPI fully supports the principles in this useful guide and is committed
& RTPI to better public engagement. Better engagem’e;nt creates better
S developments and better places for everyone.

Ann Skippers, Past President of the RTPI.

“Effective consultation of local people is often a rarity, and the greater
the pressures for development, the greater the temptation to cut
corners and ignore the public’s views. However this guide will help

<‘°“’""°"°" MEISTEL everyone to raise their game and meet the challenges of effective and
inclusive engagement.”

Rhion Jones, Consultation Institute.

“As an organisation committed to promoting and improving public
\_w 0.0 o o . o o o
participation in local and national decision-making across the world,
m IAP2 welcome the introduction of this helpful and insightful guide. ”

o Ao prcpaton Nicky Leggatt, IAP2 UK Chair.

. “IEMA welcomes this guidance, as effective public engagement brings
1 e m a benefits to all concerned helping to identify the issues, explore solutions,
Institute of Environmental improve proposals and support better decision making.”

Management & Assessment
Jan Chmiel, CEO, IEMA.

“Paying lip service to community consultation is no longer enough. Engaging with communities
is crucial to capture local opinion, resolve issues and ultimately deliver quicker and better
development schemes. We therefore welcome this Guide and the advice it contains.”

Jeremy Handel, Director, Political Developments Ltd.

This brochure has been printed on 100% recycled paper and uses vegetable inks in the printing process.
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Development Management Practice Project Practice Note
PRE PLANNING APPLICATION CONSULTATION BEST PRACTICE

1 INTRODUCTION

1.1 There are good examples of best practice in pre application discussions on major planning application
proposals involving local communities. Widespread pre application discussion on major schemes takes
place where the local authority has adequate resources to provide this service and this approach is
supported by the development industry and local authorities.

1.2 The proposed Development Management policy consultation issued by government at the beginning
of 2010 (but overtaken by the NPPF) stressed the benefits of effective pre application discussions for
communities, councils and developers. Councillors were encouraged to be involved with discussions to
act as champions of their communities without prejudicing their role as decision makers on planning
applications when submitted. Councils and other service providers were encouraged to provide for and
become fully involved in pre application discussions on major proposals and to provide enough resources
for such discussions.

1.3 The NPPF states:

“188. Early engagement has significant potential to improve the efficiency and effectiveness of the
planning application system for all parties. Good quality pre-application discussion enables better
coordination between public and private resources and improved outcomes for the community.

189. Local planning authorities have a key role to play in encouraging other parties to take maximum
advantage of the pre-application stage. They cannot require that a developer engages with them
before submitting a planning application, but they should encourage take-up of any pre-application
services they do offer. They should also, where they think this would be beneficial, encourage any
applicants who are not already required to do so by law to engage with the local community before
submitting their applications.

190.The more issues that can be resolved at pre-application stage, the greater the benefits. For their
role in the planning system to be effective and positive, statutory planning consultees will need to take
the same early, pro-active approach, and provide advice in a timely manner throughout the
development process. This assists local planning authorities in issuing timely decisions, helping to
ensure that applicants do not experience unnecessary delays and costs.

191. The participation of other consenting bodies in pre-application discussions should enable early
consideration of all the fundamental issues relating to whether a particular development will be
acceptable in principle, even where other consents relating to how a development is built or operated
are needed at a later stage. Wherever possible, parallel processing of other consents should be
encouraged to help speed up the process and resolve any issues as early as possible.”

1.4 January 2014 National Planning Policy Guidance states:

“Pre-application engagement by prospective applicants offers significant potential to improve both the
efficiency and effectiveness of the planning application system. This can be achieved by:

. providing an understanding of the relevant planning policies and other material considerations
associated with a proposed development

. working collaboratively and openly with interested parties at an early stage to identify,
understand and seek to resolve issues associated with a proposed development

Original Guide: October 2010/Revised Version: Janugré 2014 Page 1 of 4



. discussing the possible mitigation of the impact of a proposed development

. identifying the information required to accompany a formal planning application, thus reducing
the likelihood of delays at the validation stage. The information requested must be reasonable
(more information can be found in Making an Application.

The approach to pre-application engagement needs to be tailored to the nature of the proposed
development and the issues to be addressed.”

1.5 NPPG advises that parties to pre-application engagement is “a collaborative process between a
prospective applicant and other parties which may include:

° the local planning authority

. statutory and non-statutory consultees
. elected members

. local people

It is recognised that the parties involved at the pre-application stage will vary on a case by case basis,
and the level of engagement needs to be proportionate to the nature and scale of a proposed
development. Each party involved has an important role to play in ensuring the efficiency and
effectiveness of pre-application engagement.”

1.6 In respect of elected members roles the NPPG further explains that elected members are strongly
encouraged to participate at the pre-application stage, where it is appropriate and beneficial for them
to do so.

1.6 The NPPG continues; “Pre—application engagement with the community is encouraged where it

will add value to the process and the outcome. The Government has announced its intention to
introduce compulsory pre-application consultation with local communities for more significant
onshore wind development. Cases to which this requirement applies will be specified in secondary

legislation in due course. ” The Localism Act 2011 has provision for other types of major
development to also be subject to compulsory pre application consultation by order.

1.7 There is no one-size fits all approach to providing efficient and effective pre-application services.
Local planning authorities are encouraged to take a flexible, tailored and timely approach to the pre-
application services they offer, which are appropriate to the nature and scale of a proposed
development. The National Planning Policy Framework recognises that the local planning authority
has a key role to play in encouraging other parties to take maximum advantage of the pre-application
stage.

1.8 This note summarises examples of such collaborative approaches involving local communities, local
authorities, public service providers and developers.

2 PRE APPLICATION DISCUSSIONS

2.1 Some Councils encourage their officers to advise on relevant planning policies and precedents, but
without any wider consultation with local communities or elected members until a planning application is
submitted. This avoids unproductive involvement for communities and councillors when no planning
application is submitted.

Original Guide: October 2010/Revised Versiors'éanuary 2014 Page 2 of 4



2.2 However, there is a risk that issues will not arise until after the planning application has been
submitted, causing delay and additional costs for the applicant, and a missed opportunity for the
community, which might have been avoided with a more collaborative approach.

2.3 LGA probity in planning guidance 2013 and the Killian Pretty review suggested that for major
applications it is good practice to involve communities and local councillors in consultation, without
prejudicing the position of councillors who have to decide any subsequent planning application.

2.4 A list of the web sites of councils who previously developed good practice in pre application
discussions is given at the end of this note. However not all have been able to maintain these services.
Since the original version of this note was prepared in 2008 public sector cutbacks have forced many
authorities to prioritise and reduce their service to deal only with statutory duties. Some statutory
consultees have also had difficulties responding to pre application engagement requests. In most
respects pre application discussions are not a statutory duty. However the experiences gained and
potential benefits are included below to assist others.

2.5 The following examples are highlighted:

Chorley Borough Council encouraged developers to have a pre application briefing with councillors on
large schemes, to seek to ensure all matters of concern and opportunity have been considered, before a
planning application is submitted. However the opportunity was only after a developer has carried out
pre application community consultation in accordance with the council’s statement of community
involvement for such schemes, and the developer is required to report on the outcomes of that
consultation and of how the issues raised have been addressed in any revised scheme.

This approach ensures the council is aware of the community’s views and the developer’s response
before any pre application meeting with councillors. Any such meeting is held in accordance with an
agreed protocol to ensure that councillors on a planning decision making committee do not pre
determine or bias their positions whena formal application is determined.

Waverley Borough Council developed a comprehensive approach to community pre-application
discussions. For larger sites it uses public planning forums to structure an opportunity for all those who
have an interest in a proposed development to be engaged in an open discussion. The forums are part of
a range of pre application advice for which the authority charges. Waverley had used the forums for over
20 major developments since 2005. Waverley planning forums create a means by which councillors and
the community could be kept informed and identify issues without risk of councillors pre determining
their decisions. The council arranged a forum on an emerging proposal, and the chair of the planning
committee explained councillors’ roles at the start of a forum meeting. The chairman also ensured all
interested bodies were able to explain their views through their spokesperson. The forums were
publicised and were public meetings shown on the Council’'s webcam. A scheme at Dunsford Park
attracted over 50,000 visits to the web site.

Wycombe District Council has a development forum as part of its range of pre-application discussions.
It is similar to Waverley’s approach with developers encouraged to engage with the local community in
accordance with a protocol and the statement of community involvement. However the onus is on the
developer rather than the council to arrange the community consultation and forum. Council officers and
members attend the forum, but as the Council is not chairing the forum, individual planning committee
councillors have to preface their remarks by explaining that they will not be expressing a view until any
subsequent application is submitted.

Ashford Borough and West Dorset Councils have used the Prince’s Foundation “enquiry by design”
approach for pre application consultation on major urban extensions. They participated with the
developer and community in design workshops and consensus building techniques to engage the
community in deciding on the kind of development they wanted to see.
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2.5 To date, authorities have born the costs of these exercises or agreed with developers their absorbing
the cost. The costs are significant and are not covered by planning fees which may explain why more
authorities have not followed these examples. However section 93 of the Local Government Act 2003
allows local authorities to charge for such discretionary services and a significant number do charge.

3 ADVANCE PLANNING

3.1 To engage communities as effectively as possible timely preparation of planning briefs and master
plans has proved very effective.

* The preparation of a brief or masterplan, with close working between the Proposer, local authority and
community, enables consideration to be given to all the issues including sensitivities and opportunities
particular to the locality. The landowner/developer would be a key participant in creating the master plan
or brief.

* Planning briefs and masterplans are adaptable to meet different kinds of development opportunity and
community engagement needs and preferences, and enable the full participation of ward and parish
councillors, strengthening local democratic working and understanding.

e Carefully prepared masterplans and briefs, embodying best practice in urban design, will improve the
quality of any resultant development, encourage more ownership on the part of local communities, and
lead to a better understanding of the changing planning process by local communities.

3.2 A masterplan or brief prepared to meet the requirements of the local Statement of Community
Involvement and with the collaboration of the local community, would define what was sustainable
development, in the context of a community’s needs and constraints, and should acquire the material
weight and authority of a Development Plan Document

4 CONCLUSIONS

4.1 However detailed the Local Plan proposal for sustainable development of major sites, there will still
be issues benefiting from discussion with local communities prior to the submission of a planning
application.

4.2 It would be helpful if the duty to cooperate between local planning authorities and other public
service bodies were extended explicitly to developers of major proposals. The duty for public service
bodies to engage in pre application discussions could ensure that those consultees currently unwilling to
adopt a collaborative approach refocused their resources on this need. Council’s Statements of
Community Involvement can then ensure that local communities are fully involved in pre application
discussions. This duty to engage should include master planning or development briefs, including where
there is no local plan framework to ensure community engagement in sustainable development.

The original guidance was “Future of Planning portfolio of advice notes No. 8” -
http://lwww.planningofficers.org.uk/downloads/pdf/PRE%20PLANNING%20APPLICATION%20CONS
ULTATION%20BEST%20PRACTICE_031010.pdf
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Guidelines on Effective Community

Involvement and Consultation

RTPI Good Practice Note 1

About these Guidelines

Professionals in all manner of disciplines are having to come to terms with the

intricacies of consultation and effective community involvement.

In the case of planners and those in allied activities, recent legislation adds new
obligations to existing, long standing commitments to public participation, and
accordingly planning authorities in England are working on Statements of Community
Involvement (SCls). In Wales a similar document is being prepared under the title
Community Involvement Scheme (CISs) and in Scotland the issues are being considered
in the White Paper, Modernising the Planning System. Specific advice and guidance on

the preparation of these documents is available from a variety of sources.

These Guidelines serve a wider purpose. They are intended to provide RTPI
members with a corps of best practice guidance on key aspects of community
involvement, in an easy to absorb format and capable of being amended and updated

in the light of experience.

By working alongside The Consultation Institute, the RTPI has sought to leverage its
knowledge of best practice in those many disciplines where public and stakeholder
consultation is well established. It must be remembered that planners are not alone in
seeking wider community involvement in the decision-making process, and that
stakeholders are right to demand improved co-ordination and consistency between
the various public bodies and functions who wish to hear their views.

These 22 Guidelines contain detailed advice under three generic headings —
Public Involvement Issues, Enablers and Consultation Standards.

Comments and suggested improvements will be welcome and should be addressed

to policy@rtpi.org.uk.

f'
RTPI ‘consultaﬂon INSTITUTE
(" making consultation count
g/ mediation of space - making of place
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Introduction

One of the difficulties in coming to terms with the changes in culture and behaviour that
is demanded of the planning profession is that some of the popular concepts of
community involvement are still misunderstood by many people, both lay and

professional.

In particular, it is important to be clear as to where ultimate responsibility lies for taking
decisions on development plans and for processing planning applications. Whilst formal
consultation will necessarily be required as part of effective processes in these contexts,

there is scope for wider public participation in certain circumstances.

Both the Government, and the RTPI are keen to encourage this broader view of public
engagement, but practitioners may need help to crystallise the concepts and make them
meaningful in practice. For this reason, Guideline 1 on the use of terminology assumes a

special significance.

It is also important to recognise the continuing and pivotal role of consultation in the
new planning environment. Despite the growing popularity of interactions where
decision-making and operational activities are shared between the parties,
development plans and key planning decisions are ultimately taken by accountable

bodies which bear the full responsibility for those decisions.

Effective consultation enables such decisions and plans to be approved in the
knowledge that stakeholders and the public generally have had a full opportunity to
express their views and make representations in a genuine and transparent dialogue.
What has been absent in the past is a sufficiently robust framework of guidance so that
planning authorities and others recognise if, and whether they are doing the

job properly.

To help in this, in Category Three (Guidelines 16-22) we have followed the seven
principles of, “The Consultation Charter”. Since its original publication by The
Consultation Institute in 2003, this has received widespread acceptance and forms a

solid basis for measuring compliance with best practice in this area.

These Guidelines exist alongside other sources of guidance and assistance. The

resources available on www.communityplanning.net include details of many

organisations and contacts active in the subject of community involvement, and
interested practitioners are urged to follow developments closely in what is a fascinating

and rapidly evolving worldwide activity.

63



The Guidelines

Category One - Public Involvement Issues

1. Using Terminology with Precision . .. .....................

0 N o o A WN

Category Two - Enablers

9. Selecting Appropriate Dialogue Methods . .................
10. New Technology and e-consultation.....................
11. Capacity Building for Consultation. . .....................
12. Resourcesand Budgets . .......... ... ...
13. Effective Roles for Elected Members. ....................
14. Working with Representative Bodies.....................

15. Training for Better Engagement and Consultation ..........

Category Three - Standards

(based on The Consultation Charter1)

16. INtegrity . .. oo e
17. Visibility . . ..o
18. Accessibility. . ... ..o
19. Confidentiality . ... ..... .. e
20. Full Disclosure. . ...
21. Fair Interpretation . . ........ . i

22, Publication. . ..o o e

1 For a full explanation of The Consultation Charter, see WWW.cor@Aationinstitute.org

. Community Engagement — Building Relationships...........
. Community Involvement and Consultation Objectives .......
. Best Value and Consultation. ............ ... ..o ..
. Consultation with Hard-to-Reach Groups .. ................
. Avoiding Consultation Fatigue . . .............. ... ... .....
. Setting Stakeholder Expectations ........................

.Joined-Up Consultation ..., ..



Category One - Issues

No 1 Using Terminology with Precision

The Issue

Much of the terminology used in the recent legislation and associated guidance
refers to various kinds of public participation, and it is sometimes difficult to
discern the precise intention behind the use of different terms. Superficially,
words such as engagement, participation, involvement and even consultation
appear almost interchangeable.

In reality, they are different, and for those working at the practical
implementation of these concepts, it is important to understand the precise
meaning and usage of each term.

The use of standard definitions will, in time, help professionals to communicate
with each other with fewer misunderstandings. More significantly, it should
encourage greater consistency in communications with the general public and
the stakeholder base.

The RTPI Recommends

m Public (or Community) Involvement
Effective interactions between planners, decision-makers, individual and
representative stakeholders to identify issues and exchange views on a
continuous basis;

= Participation
The extent and nature of activities undertaken by those who take part in public
or community involvement;

= Public (or Community) Engagement
Actions and processes taken or undertaken to establish effective
relationships with individuals or groups so that more specific interactions can
then take place;

= Consultation
The dynamic process of dialogue between individuals or groups, based upon a
genuine exchange of views, and normally with the objective of influencing
decisions, policies or programmes of action.
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Category One - Issues

No 2 Community Engagement and
Building Relationships

The Issue

The phrase “community engagement” causes considerable confusion for it is
often used as an umbrella term to cover the whole range of public involvement
and consultation. In fact it has a more precise meaning, and refers to those
actions and processes which take place to establish an effective relationship with
individual and organisational stakeholders.

This phase is critical, as the future conduct of consultations and other forms of
interaction depend upon the nature of the relationship, and the expectations set
at the beginning. From time to time, it is necessary to re-engage with those who
have ceased to participate, and on every occasion, the basis of trust between the
parties is of paramount importance.

It is especially important to ensure engagement with hard-to-reach and other
community groups which have traditionally been neglected.

The RTPlI Recommends

m Setting clear objectives for community engagement, recognising which
sections of society already have a satisfactory basis for public participation,
and where greater efforts are needed to engage successfully with
specific groups;

» Understanding the key drivers and motivations of groups targeted for
community engagement, and devising engagement strategies that recognise
the unique and diverse characteristics of such groups;

= Measuring success in community engagement by evaluating the quality and
quantity of subsequent interactions, and by periodically reviewing the
relationship to determine whether further actions are necessary to engage
more fully with all strands of opinion within a defined group;

= Allocating clear responsibility for engaging with particular groups, leveraging
historic or issue specific specialist know how, and avoiding disruption of
existing long term relations with inherited trust.
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Category One - Issues

No 3 Community Involvement and
Consultation Objectives

The Issue

Many forms of public involvement and participation suffer from a confusion of
objectives. Whilst some processes can accommodate such vagueness, it is important
to have a clearer view of the more formal stages such as a public consultation.
Successful consultations depend upon a clear, shared understanding of their objectives.

Because consultation objectives can vary widely, and the outputs used for a wide
variety of purposes, it is often tempting to adopt too wide a set of objectives.

But as the consultation objectives should also largely influence the choice of methods,
the style of the consultation and the post consultation actions, it is important to focus
on key objectives.

Isolating key objectives from peripheral benefits of the consultation process will help
those planning public engagement exercises and assist in creating the right expectations.

The RTPI Recommends

m That every consultation exercise possesses a clear mandate which explains the
aims of the consultation;

= Identifying precisely who are the decision-makers or which is the organisation to
be informed by the consultation, and the purpose for which they will use the
information and opinions gathered in the process;

= Acting in accordance with an approved Statement of Community Involvement?
(SCI) to ensure consistency of approach;

= Developing a standard format for such mandates and ensuring consistency with
other consultations undertaken in other departments of the authority, so that
stakeholders’ understanding is assisted;

= If a consultation is restricted to a closed list of alternative options, this should be
made clear;

= If a consultation welcomes new ideas and alternatives to the proposals published
for consultation, then this should also be made clear.

2 Statements of Community Involvement are a requirema?nder the Planning and Compulsory
Ite

Purchase Act 2004; in Wales the equivalent document is d a Community Involvement Scheme (CIS)



Category One - Issues

No 4 Best Value and Consultation

The Issue

The concept of Best Value obliges public bodies to review at regular intervals,
whether their methods of delivering services or undertaking essential tasks meet
the criteria of economy, efficiency and effectiveness.

As public engagement activities in general, and consultation in particular are
resource intensive and are likely to involve increasing amounts of public money,
it is appropriate that local planning authorities (LPAs) adopt a Best Value
approach to their policies and their options for implementing them.

This means finding ways to observe the standard tests of Challenge,
Comparison, Consultation and Competition in determining the ways in which to
undertake public engagement.

The RTPI Recommends

m That LPAs should incorporate the Best Value tests into their Statement of
Community Involvement (SCls) or Community Involvement Schemes (CISs);

m Setting challenging targets for operational aspects of public engagement (e.g.
advance notice to key stakeholders on time between closing date for
consultation submissions and publication of output feedback);

= Establishing relationships with comparable authorities to exchange information
for benchmarking purposes;

= Conducting a formal dialogue with stakeholders at least once a year to
discover their perceptions of the consultation and public participation
processes;

= Periodically seeking information about the likely costs and benefits of
using third party or partnership based suppliers of specialist consultation
related services;

m Discussing with Planning Aid3 appropriate ways to undertake a Best Value
review of community involvement.

3 Planning Aid provides free, independent and professional advicagd support on planning issues to

people and communities who cannot afford to hire a planning co ant. See www.planningaid.rtpi.org.uk



Category One - Issues

No 5 Consultation with Hard-to-Reach Groups

The Issue

The social inclusion agenda has identified the need to redress the balance of
public involvement and to make greater efforts to hear the views of people and
groups that have been traditionally under represented.

The planning system can be inaccessible to such interest groups, and local
planning departments may have limited experience of the particular skills and
techniques of engaging with them.

Many hard-to-reach groups have a limited capacity for involvement and are
facing engagement initiatives from several quarters. Making progress in this area
therefore requires high levels of co-ordination with other local authority
departments and strong working relationships with equality and diversity (where
these exist) units or their equivalents.

The RTPI Recommends

m Working from an authority wide database of groups and organisations. Avoid
the temptation to compile yet another list of target organisations;

= ldentifying and leveraging existing authority relationships whenever possible;

= Avoiding a tick-box approach to the hard-to-reach. Engage them in dialogues
which are significant and especially when they have specific interests;

= Taking account of best practice for the provision of special facilities required by
disabled and other disadvantaged groups at public meetings, events or via e-
consultation? etc;

= Identifying issues and policies that are likely to be of particular concern and
interest to specific hard-to-reach groups, or those in particular areas;
addressing these on a one-to-one basis wherever possible;

m Encourage private sector developers and commercial interests to consider the
hard-to-reach when responding to plans or making applications.

4 See the emerging Disability Equality Duty which comeséné) force in December 2006; see the Disability
Rights Commission for details: www.drc-gb.org



Category One - Issues

No 6 Avoiding Consultation Fatigue

The Issue

The same people are being consulted, and the volume is such that many
organisations are now complaining of consultation fatigue. Voluntary and
community bodies, many of whom have limited resources are particularly badly
affected.

The general public, on the other hand, appears not to have reached this
saturation point, and appears ready and willing to engage with public bodies
provided the subject matter is sufficiently relevant, and the public is approached
in a professional and honest way.

In both cases, groups and individuals have a limited capacity for involvement.
Good use must be made of their time, and results must be demonstrable if they
are to continue to be motivated to participate.

The RTPI Recommends

m Engaging with key stakeholder groups well ahead of any formal consultation.
Use this to reach a consensus on the form and methods of consultation, and
its timing;

= Developing a consultation programme covering at least a year ahead, and

publishing a consultation calendar so that key stakeholder organisation can
prioritise and plan their involvement with an authority;

= Integrating the spatial dimension into consultations organised by other
departments and other public services; ensuring better co-ordination with
other departments and other agencies (see Guideline 7);

= Inviting groups with limited resources to identify those aspects upon which they
wish to focus, and help them channel their activity to fewer, more relevant actions;

= Finding easy ways for some groups to participate (e.g. e-consultation tools and
wider use of e-mail and SMS text messaging);

m Developing thematic or geographic panels of people or representatives able to
devote time and willing to offer views and opinions;

= Using up to date stakeholder data from a single stakeholder database. Avoid
obsolete or inaccurate lists. 70



Category One - Issues

No 7 Setting Stakeholder Expectations

The Issue

Making a success of public participation depends upon setting the right expectations.

The process of determining between competing interests will inevitably
disappoint some stakeholders, so it is in everyone’s interest that individuals and
organisations understand how various processes work, and what they can
expect from their operation.

Great care is needed in balancing the need to motivate participants so as to
secure their involvement, and the need for them to have realistic expectations.

The RTPI Recommends

m That planners take every opportunity to explain that public consultation
findings and individual objections are only part of the evidence base upon
which decisions are taken;

= Building long-term relationships with key stakeholder® organisations and their
members so that they become more familiar with public engagement
processes and are realistic about them;

= Using local authorities emerging role of community leadership to involve
stakeholders more systematically and help them understand how the planning
process works;

= Using Statements of Community Involvement (SCls or CISs ) judiciously by
drafting them to avoid speculative or unrealistic commitments, by publicising
them appropriately and by ensuring they are supported by adequate budget
and capacity;

= Training all front line planning staff in the need to communicate the limitations
as well as the potential of planning processes and the need for realism at all
points in discussions with stakeholders and the public;

m Restricting the use of jargon and observing Plain English6 standards in
documents.

5 Key stakeholders are organisations selected on the basis of their interest in relevant outcomes, and

their history of participation and engagement.

6 See the Plain English campaign and its Crystal Mark scyie - http://www.plainenglish.co.uk/ A Welsh
I

language equivalent is now available - Plain Welsh or Cy g Clir.



Category One - Issues

No 8 Joined-Up Consultations

The Issue

Stakeholders complain that many consultation and other public participation
exercises duplicate each other or seek views about similar or overlapping issues,
albeit in different contexts.

Given the multi-disciplinary nature of so much planning work, it is inevitable that
there is a risk that community involvement will be seen on occasions to cover
similar subjects to those covered by other consultations.

Many stakeholders, especially those with good, long standing relationships with
an authority will understand the different roles played by different consultation
exercises. They may also appreciate that public bodies have to satisfy

different statutory requirements and have to proceed with parallel engagement
activities. But they are less tolerant of avoidable proliferation of work from
autonomous departments within the same authority, and increasingly look for

a co-ordinated approach.

The RTPI Recommends

= Ensuring that planning consultations are fully integrated into an authorities’
overall strategy for community involvement and/or consultation;

m Assisting other departments and agencies to include the spatial dimension in
their consultations;

= Establishing a mechanism to approve all formal consultations undertaken in the
name of the local authority, and acting as a clearing house to co-ordinate similar or
overlapping exercises;

= Working with other public agencies through Local Strategic Partnerships (LSPs)
or similar mechanisms to exchange information about planned consultations
and to co-ordinate as much as possible;

= Inviting relevant public bodies seeking similar feedback from citizens or
stakeholder groups, to participate or attend key public engagement events;

m Drafting appropriate data protection clauses for use in consultation exercises
to enable relevant external organisations to share access to the outputs of
specific consultations. 79



Category Two - Enablers

No 9 Selecting Appropriate Dialogue Methods

The Issue

There are over 40 documented methods of community involvement with ample
scope for innovation and a steady supply of imaginative consultants offering ever
more sophisticated techniques.7

The choice of methods has traditionally been largely a product of custom and
practice, and the availability of skills and relevant experience. With the advent of
SCls and CISs, and with greater emphasis on front end involvement and consensus
building, planning authorities will need to be more consistent in their methods.

In particular, they will need to consider the most appropriate ways to engage
with specific stakeholder groups at various stages of the plan preparation
process. In common with other departments undertaking consultation, planning
staff will need to understand the stakeholder base better so that the methods
they use achieve the goal of better and deeper engagement.

The RTPI Recommends

m Carefully selecting a range of methods and ensuring that trained staff (either
within planning departments or available for use by planning departments) can
implement these techniques to agreed standards;

= Exploiting new technology - e-consultation, particularly for groups with high
online access (e.g. young people or businesses) and statutory consultees;

= Building and deploying skills and capability in mediation, consensus building
and negotiation to complement skills in formal consultation processes;

= Using specialist techniques for public engagement and involvement in planning
environments; making use of Planning Aid to supplement in house resources;

= Maintaining an appropriate balance between qualitative techniques (e.g. focus
groups or stakeholder conferences) and quantitative methods (e.g. surveys).
Look for methods which people find enjoyable!

= Reducing the reliance on documentary (i.e. written) consultation and place
increasing emphasis on participative methods where literacy standards are less
of a barrier to participation.

7 See www.communityplanning.net/ 73



Category Two - Enablers

No 10 New Technology and e-consultation

The Issue

The Government’s 2005 target required local authorities and other public bodies
to e-enable all services and make them available online. This includes all aspects
of planning and also public engagement and consultation.

Many authorities have already invested in such a facility and others are
experimenting. Usage by the pubilic is still slow, but initiatives such as the
National Projects for Local e-democracy8 and PARSOL? are developing new
ways to increase take up. Whilst public reaction is still uncertain, commentators
expect that cost and speed advantages will stimulate wider use of specific
applications in the coming years.

Among applications of particular relevance to planners are online consultation
directories, e-surveys, online commentaries, e-discussion forums and vip-chat
sessions. In addition stakeholder portals will be developed to enable consultees
to register for participation in particular consultations.

The RTPI Recommends

= Building awareness of available new technology applications, and working
alongside internal and external information and communications technology
(ICT) specialists to understand the channel better;

= Finding ways to work with other departments and to share the costs of buying,
configuring, deploying and supporting specialist e-consultation tools;

= Training e-discussion forum moderators and publishing clear rules of
engagement before deploying such applications;

= Ensuring that the use of e-consultation is never such as to exclude those
without digital access from participating in specific consultations;

= Publicising the use of e-consultation methods so as to increase public and
stakeholder awareness and maximise take up of the channel.

8 See a full list of the e-government National Projects in www.localegovnp.org

9 Planning and Regulatory Services Online see www.parsol.gov.u



Category Two - Enablers

for Public Participation

No 11 Stakeholder Capacity-Building

The Issue

Many of those whose views are most critical for local authorities and other
public bodies to understand are relatively less capable of expressing themselves.
This situation is not confined to hard-to-reach groups, but they are often among
those most inexperienced in responding to consultations.

Whilst part of the solution is to use methods which are more appropriate to such
groups, there will still be an increasing need to help them understand
community involvement processes and to participate to optimum effect.

Capacity building takes time and costs money, but results in a more inclusive
dialogue. By hearing a wider range of opinions, planning can take account of
issues and perceptions which have hitherto been relatively neglected.

The RTPlI Recommends

= Identifying groups or categories requiring special assistance. Note these are
not always hard-to-reach!

m Investigating precise requirements on a systematic basis; even handed treatment of
stakeholder groups (some of them with opposing views) is essential to avoid
suggestions of bias;

= Developing effective training or mentoring both to explain public engagement
processes and to motivate groups to wish to participate, but also to provide
groups with skills, capability or organisation required to respond and become
fully involved;

= Convincing target groups that capacity building is a two way process with
advantages for all concerned (e.g. planners learn more about community
needs and community groups learn more about planning);

= Budgeting to provide assistance for voluntary and community groups; to fund
meetings, facilitate child care or transport and associated costs;

= Working with other departments within a local authority and externally with
other relevant public bodies to ensure a consistent approach to capacity
building. 75



Category Two - Enablers

No 12 Resources and Budgets

The Issue

The new emphasis on community involvement will require substantial
investment in building and deploying the skills of public engagement and
consultation.

Part of the rationale is the belief that a bigger effort made in the early stages of
the planning cycle (e.g. the preparation of LDF documents) will result in savings
later on. Whilst many experienced planners acknowledge this in principle, the
lengthy time scales involved and the fear that wider participation may increase
costs throughout the cycle, prompts a degree of caution with many planning
departments anxious to avoid unrealistic expectations from the new regime.

This makes it even more critical for all concerned to take a fresh look at

resource allocation and to make judgements about relative priorities. At all costs,
planners must avoid commitments to public engagement that cannot or will not
be funded.

The RTPI Recommends

m Statements of Community Involvement (SCls and CISs) should be costed and
an estimated budget calculated for at least three years ahead;

= Discussions with other departments (e.g. communications, marketing etc)
using similar methods and committing to comparable projects to investigate
cost sharing;

= Optimising the use of specialist public engagement and consultation skills by
developing centralised services where appropriate;

= Making use of Planning Aid or specialist external consultants and other
facilities when economic;

m Seeking opportunities to pass some of the relevant costs of consultation to
private sector planning applicants where the exercises are directly related to
specific major applications.
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Category Two - Enablers

No 13 Effective Roles for Elected Members

The Issue

Elected members play an important part in taking decisions about community
priorities and in approving or rejecting development applications. In practice
however, many Councillors have questioned the value of lengthy consultation
phases in the traditional development of local plans.

However, as the role of local authorities evolves towards that of community
leadership, Councillors will probably play an even more active part in community
involvement and in facilitating the transmission and interpretation of their
constituents’ views. There is an inherent tension between representative
democracy and consultative democracy, and some local politicians will fear that
wider consultation undermines their electoral mandates.

Developing an effective role for elected members therefore requires an
understanding of these tensions and a search for complementary rather than
competing activities.

The RTPI Recommends

= Involving Councillors fully in the preparation of Statements of Community
Involvement (SCls or CISs) and including within them, references to the role
which members will play;

= Encouraging Councillors to play an active part in area committees and
neighbourhood forums so as to help the local community to articulate its
views;

= Discussing with Councillors the most appropriate methods for public
involvement for their wards and for the authority as a whole;

= Provide awareness training for elected members on the most frequently used
consultation techniques, and particularly how to interpret the results;

= Encouraging Members to attend selected consultation events (e.g. focus
groups) as observers;

= Submitting the detailed outputs of key consultations to scrutiny committees.
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Category Two - Enablers

No 14 Working with Representative Groups

The Issue

Civic society includes thousands of representative bodies and community
associations of some kind of another.

Sometimes they exist as long-term, institutionalised bodies representing the
interests of defined groups or professions. On other occasions they are transitory
pressure groups springing up to campaign for or against specific proposals

and mobilising grassroots opinion to participate in the many ways that a
democracy allows.

Planners already deal with both types of stakeholders, but will now need to
strengthen their capabilities in the context of community involvement. Building
excellent relationships with representative groups is a high priority for all public
bodies, but is particularly important if planners are to carry communities with
them in the interests of sustainable development.

The RTPI Recommends

= Working alongside other departments and other agencies to build and maintain
an accurate database of representative groups as part of a single stakeholder
database;

= Gathering sufficient information about groups so as to identify which may need
to be regarded as key stakeholders. Make a judgement as to how representative
they are in reality!

m Exploring the links between various representative groups. Remember that
many opinion leaders operate through several different bodies;

= Keeping detailed records of all interactions with representative groups. Consider
an ICT solution (contact management for a simple application; cRM10 for a
comprehensive one);

= Understanding how key representative groups determine their positions on key
issues in a consultation dialogue;

» Identifying when representative groups need assistance to consider proposals or
to participate fully in dialogue; offer capacity building initiatives where appropriate.

10 CRM means Customer Relationship Management and is the b¥180r most local authority investment
in contact centres and one-stop-shop initiatives.



Category Two - Enablers

No 15 Training for Better Engagement and Consultation

The Issue

Although it has always been necessary to familiarise planning staff with the
rudiments of consultation and associated processes, much of this learning has
been on the job with few formal training opportunities.

In recent years, the body of expertise has grown in this area, and studies leading to
the new planning legislation have assembled sufficient best practice to enable the
development of training materials and courses on community involvement
principles and techniques.

The recent creation of the Academy for Sustainable Communities!! and initiatives
by the RTPI and others will increase the availability of training, but the onus still
remains on planning departments to identify and address their own specific
training needs.

The RTPI Recommends

= Using the process of preparing and securing support for Statements of
Community Involvement (SCls or CISs) to analyse existing and emerging training
needs;

= Collaborating with other departments and public bodies to identify parallel
requirements and to share the cost of training provision. Help other service
providers understand the spatial dimension of their work;

= Establishing internal self help learning and skills transfer networks so as to
disseminate best practice faster;

Placing a focus on skills required beyond formal consultation processes in
particular:

stakeholder profiling and mapping ¢ stakeholder relationship management
* consensus building * mediation ¢ conflict resolution * negotiation

Looking for opportunities to undertake joint training alongside Elected Members
and also alongside key stakeholders, as a confidence building measure.

1 See www.ascskills.org.uk 79




Category Three - Standards

No 16 Standards for Consultation - Integrity

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The first Charter principle is Integrity and this means ensuring that the
consultation has an honest intent. Whilst it is always open for local authorities
to engage with stakeholders at any stage in the development of plans and
policies, a formal consultation should not be undertaken if the decision has
already been taken.

Great care is needed in scoping consultations properly and in providing the
clearest possible indication of those matters where the consultor has discretion
and is open to be influenced by the submissions and contributions made by
those who respond.

The RTPI Recommends

m Authorities should emphasise their commitment to this principle in their
Statements of Community Involvement (SCls) or Community Involvement
Schemes (CISs);

= Avoiding spurious consultation exercises where there is no scope to act upon
consultee responses;

m Developing strong relationships with stakeholder organisations, based upon
trust that their time and commitment will not be wasted on unnecessary
consultations;

= Demonstrating how public and stakeholder views have been taken into
account in previous engagement exercises;

= Using pre-consultation dialogues to discuss fully with potential consultees,
how forthcoming involvement can be best used.
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Category Three - Standards

No 17 Standards for Consultation - Visibility

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The second Charter principle is Visibility and this means that those most directly
affected by plans and decisions have a reasonable awareness of such
community involvement processes as will take place.

The onus is on consultors to ensure that this visibility is achieved, and that
communications with identified stakeholders are such as to create a high level of
awareness, particularly of formal consultations, highlighting the ways in which
citizens and others can participate.

The RTPI Recommends

» Identifying the best methods of communicating with each stakeholder type;

= Ensuring maximum promotion for each individual consultation as well as the
overall programme of community engagement and involvement;

= Engaging with key stakeholders and/or their representative groups in advance
of specific consultations to provide them with adequate advance warning, and
to seek their views on the most effective means of publicity;

m Publishing a comprehensive consultation calendar;

= Liaison with other local authority departments undertaking consultation and
public involvement to reduce the likelihood of overlapping or duplicated
exercises and thereby eliminate confusion.
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Category Three - Standards

No 18 Standards for Consultation - Accessibility

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The third Charter principle is Accessibility and this refers to the ease with which
potential participants can avail themselves of the opportunity. It means being
aware of the greater propensity of some groups to respond to particular
methods, and the barriers facing others.

Engaging with the disabled, racial, ethnic, linguistic or religious minorities all
require special facilities, and ensuring equal access to the process for such
groups is essential.

The RTPI Recommends

= Subjecting all consultation plans to the test of whether proposed methods will
be accessible to the target audiences;

= Training all those involved with public engagement processes in best practice
for meeting the needs of identified groups with difficulties;

= Ensuring that planning departments are involved in the production of Disability
Equality Schemes;

= Discussing proposed involvement methods with key stakeholders at the pre-
consultation stage to identify unforeseen difficulties;

= Using jargon free language when producing documents intended for non-
professionals; observing Plain English and Plain Welsh standards (e.g. Crystal
Mark scheme);

» Translating documents into other languages when this is necessary to fully
engage specific linguistic communities, and following dialogue with their
representative groups.
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Category Three - Standards

No 19 Standards for Consultation
- Confidentiality and Transparency

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The fourth Charter principle is Confidentiality, but the real issue is Transparency.
There are occasions where stakeholder views are properly subject to
confidentiality, but in the public sector, the Freedom of Information Act makes
those circumstances few and far between.

Commercial undertakings and private individuals may be able to agree with
planning authorities that aspects of their discussions may be confidential, but all
parties need to be increasingly aware of the need to satisfy a public interest test.

The RTPlI Recommends

= Encouraging a culture of maximum transparency, whilst observing the spirit
and letter of data protection and freedom of information legislation;

= Advising participants in community involvement exercises on the presumption
of transparency, and the duty on local authorities to make documents and
information held by them available if requested under the Freedom of
Information Act'2;

= Providing a clear reference to the Act in surveys, questionnaires, documents
and other materials used as dialogue methods to elicit the views of stakeholders;

= Drafting consultation documents and other materials used in community
involvement processes with the citizen’s right to know in mind; providing
specific authority for statements and assumptions made with clear signposts
for citizens to consult referenced sources;

= Providing a clear audit trail of analyses and recommendations so that the
influence of consultations upon decisions can be followed.

12 For full details of the legislation and its implications sagaivw.informationcommissioner.gov.uk



Category Three - Standards

No 20 Standards for Consultation - Full Disclosure

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The fifth Charter principle is Disclosure and requires both consultors and
consultees to be totally open with each other and not to conceal or withhold
information which might be relevant to the dialogue.

Relevance is a difficult test to apply, but can be viewed as depending upon the
view that one party to a discussion might reasonably take to the information’s
non-disclosure by the other party. If a stakeholder organisation feels that
particular information being withheld by the consultor might have significantly
affected the view it had of proposals or plans, then disclosure would appear to
be necessary.

The RTPI Recommends

= Scoping a consultation to address those aspects which stakeholders have a
reasonable expectation will be covered in the exercise;

= Using pre-consultation discussions with key stakeholders to establish their
expectations of the nature and scope of information to be released in the
course of a formal consultation exercise;

= Anticipating the most likely questions arising in a public involvement exercise,
preparing and publishing comprehensive Q's and A's;

= Advising stakeholder organisations that they will be expected to disclose such
aspects of their membership involvement, decision making and governance as
would be relevant to an evaluation of their submissions to a consultation.
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Category Three - Standards

No 21 Standards for Consultation - Fair Interpretation

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The sixth Charter principle is Fair Interpretation and this places a strict burden
on consultors to analyse and interpret consultation output data objectively.

Clearly there are circumstances where the level of trust between consultor and
consultees is high, and where good relations exist between all parties. On
occasions, however, controversial proposals or a history of poor relationships
can result in considerable scepticism and, in extreme cases, a clear lack of
confidence in the impartiality of the consultor.

Public bodies need to be alive to these different scenarios and respond to this
standard by taking steps to ensure not only that data is fairly interpreted, but that
it is seen to be so interpreted.

The RTPlI Recommends

= Publishing raw output data (e.g. public meeting minutes, focus group reports,
survey results etc) whenever appropriate;

= Explaining how the data will be analysed, and clarifying the distinction
between analysis and interpretation;

= Using established methods of analysis and statistically sound procedures;

= Considering the involvement of trusted third parties, either to advise on the
analysis, to undertake the analysis, or to provide independent oversight of the
interpretation;

= Discussing the need for independent verification with key stakeholders;

= Using accreditation schemes to demonstrate adherence to best practice standards.
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Category Three - Standards

No 22 Standards for Consultation - Publication

The Issue

Greater emphasis on community involvement will prompt a requirement for a
means to ascertain that consultation and other activities are being undertaken to
an appropriate standard. The Consultation Charter provides for seven principles,
adherence to which can act as an indicator of best practice.

The final Charter principle is Publication and this refers both to the output of
consultation as well as the eventual outcome. This is the practical application of
the over riding requirement of transparency and is intended to ensure that
everyone who takes part in community involvement activities can see what
happened as a result of their participation.

It is not enough just to publish; the method chosen must be such that those with
a significant interest can easily access the relevant information.

The RTPI Recommends

= Deciding upon a publication plan at the outset, and publicising this when the
community involvement process begins;

= Selecting methods of publication which are appropriate for the participating
consultees and also for others with an interest in the issue;

= Drawing a clear distinction between the publication of the output and the
outcome. For output, it is helpful to indicate precisely how the data was
gathered, and to use consultees’ own submissions whenever possible;

= Avoiding crude summaries of complex arguments advanced by
stakeholders; publish qualitative and quantitative analyses with explanations
of the methods used;

= Showing how the outcome of consultation and public involvement has taken
account of the contributions made by stakeholders and others;

m Making best use of new technology by posting relevant publications on the
internet, whist also providing a facility for non-digital organisations and
individuals to obtain equivalent information.
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E Planning Aid

Engaging Communities in Planning

Volunteer

for Planning Aid

Do you want to...

0 use your skills to make a difference to people’s lives?

™ view the planning system from another perspective?

™ help improve the public perception of planning?

® meet like-minded professionals?

= find new opportunities for Continuing Professional Development?

Planning Aid offers stimulating and varied volunteering opportunities that match your
skills and interests. In return we provide support, relevant training and pay expenses.

For information on volunteering opportunities in your area, contact the National
Planning Aid Unit...

Telephone 0121 766 5298
Email volunteers@planningaid.rtpi.org.uk

www.planningaid.rtpi.org.uk

— a5l 3 Office of the
(" RTPI 23" Deputy Prime Minister
e’ mediation of space - making of place > Y Creating sustainable communities

© 2005 Royal Town Planning Institute. Published by Royal Town Planning Institute, March 2005.
Planning Aid is part of the Royal Town Planning Institute (RTPI). The RTPI is a registered charity
in England and Wales No. 262865. We acknowledgethe financial support given by the Office of
the Deputy Prime Minister and the Big Lottery in funding this service.
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The principles contained in this Guidance Note are applicable to all planners.

It has been produced as part of the RTPI's Community Planning Project, funded by the
ODPM'’s Special Grants Programme (SGP) which is designed, “To help develop the
mainstream practice of community planning which is required if we are to deliver more

sustainable communities.”

Written in partnership with The Consultation Institute.

g—
A" RTPI ‘consultatlon INSTITUTE
making consullation count
’e’ mediation of space - making of place 3

© The Royal Town Planning Institute, 2005
Registered Charity No. 262865

All rights reserved. Permission is given to reproduce this document for non-commercial

purposes. For all other purposes please contact the Royal Town Planning Institute.

For more information please visit:
Royal Town Planning Institute at www.rtpi.org.uk
Consultation Institute at www.consultationinstitute.org

Community Planning website at www.communityplanning.net
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Date Raised Owner Gross Current Residual Comments Controls

Control description Due date Status Progress % Action Owner

Risk description Opp/ threat Cause Consequence

68

SCI becomes out-of-
date

The 2006 SCI has become
out-of-date within a few
years and the same could

happen to the 2014 version.

If that were the case then a
knock-on effect would be
that it could potentially
affect a policy document
being approved by an
Inspector at independent
examination.

The cause of the risk is
continued national
changes in legislation and
regulations affecting the
planning system

Processes and
procedures that may not
fully comply with current
legislation or regulations,
potentially causing
difficulties at
examination.

19/11/14

Michael Crofton
Briggs

Mitigation proposed is to
set out many of the details
in supporting guidance that
can be more easily
updated

When the SCl is
adopted, and
ongoing review
thereafter

Michael Crofton Briggs

Appropriate resources

Consultation processes on
both planning applications
and planning policy
documents will have
budgetary implications for
the City Council, which
need to reflect the
scale/nature of consultation
envisaged

Expectations in relation to
the level of consultation
may exceed the resources
which have been allocated

It would have negative
implications for the
reputation of the City
Council if consultation
did not match stated
expectations because of
budgetary constraints.
Likewise there would be
adverse financial
consequences if
spending outstripped the
available budgets

19/11/14

Michael Crofton
Briggs

The report clearly indicates
the budgetary implications
of, for example,
reintroducing neighbour
notification letters on
planning applications. Itis
also proposed to agree
with members a specific
consultation programme
for each new statutory
policy document.

When the SCl is
adopted, and
annual review

thereafter

Michael Crofton Briggs
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