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5.7.	 Throughout the consultation process 
on any LDD  there is corresponding 
consultation on the Sustainability 
Appraisal (SA) of the LDD .   An SA 
will show how the C ouncil is taking 
sustainable development into account.  
The initial stage in developing a LDD will 
be developing the objectives of the SA 
as part of a Scoping Report.  To comply 
with E uropean U nion requirements 
and good practice, the C ouncil will 
provide an opportunity for those 
identified as ‘Key Stakeholders’ (see 
Key Stakeholders Engagement section 
below) to comment on these objectives.  
This will be undertaken at the beginning 
of the Key Stakeholder E ngagement 
Phase as described in the LDS.

5.8.	 During both Statutory C onsultation 
Stages 1 and 2 on an LDD a draft SA 
will be made available for inspection 
and comment.  The final adopted LDD 
will also have a final version of the SA 
provided alongside the document.

	 Key Stakeholders Engagement

5.9.	 In the initial stages of development, prior 
to C abinet approval of a consultation 
draft, the Council will seek to involve Key 
Stakeholders who will have an interest in 
the resultant LDD.  The Key Stakeholders 
will be identified by the Planning Service 
and the corporate consultation team in 
conjunction with elected members and 
will be in-line with Regulations�.  These 
groups can be identified using the tools 
identified in Appendix 1  – T ools for 
Consultation Exercises.  This should be 
undertaken as early as possible in the 
development of the document as Key 
Stakeholders will have an involvement 
preceding this engagement stage during 
the SA scoping stage.

�	 . Town and Country Planning (Local Development) (England) Regulations 2004 – Regulation 25

Issues/Options Drafting

Key Stakeholders 
Engagement

Key Stakeholders 
Engagement

Drafting Drafting

Political Endorsement Political Endorsement

Statutory Consultation 
– Level 1

Statutory Consultation 
– Level 1

Analysis Analysis

Feedback Feedback

Re-Drafting Re-Drafting

Political Endorsement Political Endorsement

Submission to 
Secretary of State Adoption

Statutory Consultation 
– Level 2

Examination

Recommendations

Political Endorsement

Adoption

Figure 2 – Simplified diagram of the 
consultation process for LDDs
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5.10.	 Initially an approach will be made to the Key Stakeholders to inform them of a document 
under preparation and provide an opportunity to comment as part of a programme of 
ongoing involvement.  These Key Stakeholders will always include, but are not limited to:

	 Specific Consultation Bodies
n	 Mayor of London
n	 London Borough of Haringey
n	 London Borough of Waltham Forest
n	 London Borough of Newham
n	 London Borough of Tower Hamlets
n	 Corporation of London
n	 London Borough of Islington
n	 Countryside Agency
n	 Environment Agency
n	 English Nature
n	 English Heritage
n	 Department for Transport (Rail Division)
n	 Transport for London
n	 London Development Agency
n	 Mobile Operators Association
n	 Any other electronic communications apparatus supplier in Hackney
n	 City and Hackney Teaching Primary Care Trust
n	 City and Hackney Teaching Primary Care Trust
n	  Any person with a Gas or Electricity licence exercising functions in Hackney
n	 Thames Water

	 General Consultation Bodies 
n	 Sustainable Development Group�

n	 Local Councillors for the area that the document relates to
n	 Each Neighbourhood Forum in Hackney
n	 All theme groups in the Hackney Strategic Partnership� will be requested to suggest 

a local representative who can contribute to the plan formulation
n	 Council for Voluntary Service�

n	 Disability Hackney
n	 Hackney Chamber of Commerce
n	 Hackney Enterprise Network
n	 Commission for Architecture and the Built Environment
n	 Lee Valley Regional Park

�	  A group established to review planning policies and programmes to ensure that they comply with best practice 

regarding sustainability (http://www.hackney.gov.uk/planning-consult-forums.htm).

�	  A partnership involving local people, businesses, public, the voluntary sector agencies and the Council 	

(http://www.hackney.org/)

�	  Administers the Community Empowerment Network for Hackney which helps voluntary and community groups 

and residents’ groups get involved as equal and full partners in the Hackney Strategic Partnership 	

(www.hcvs.org.uk)
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	 Please note these lists also relate to successor bodies where re-organisations occur.

5.11.	 Where appropriate the Council will include other relevant organisations and individuals 
in these initial consultation exercises.  The Council maintains a database of consultees 
for use in all stages of consultation.

5.12.	 It is expected that, while the Key Stakeholders will be determined by Hackney Council, 
some consultation exercises may be undertaken by external consultants.

5.13.	 Reponses at this stage will be recorded and will be incorporated in the first drafts of 
the documents being prepared.  All invitees and participants will be forwarded copies 
of the first draft when Statutory Consultation – Level 1 begins.

	 Political Reporting

5.14.	 An alternative way to make representations is through the political process via the local 
councillor.  The consultation process described above requires two stages of political 
reporting when councillors will be asked to make comment on the document under 
preparation.  It is strongly advised that views are expressed directly to the Planning 
Service in the first instance to achieve early resolution, however if the response through 
this channel is considered insufficient, this alternative approach is available.

	 Statutory Consultation – Level 1

5.15.	 There are statutory requirements for consultation at this stage outlined in the 
Regulations�.  These include:

n	 Publication on the Hackney Website

n	 Make copies available in Council Offices and to statutory consultees

n	 Advertisements in Hackney Today

n	 Accepting representations on the documents.

5.16.	 In addition to this, we will undertake other consultation as outlined in this document 
(under the section titled ‘Standards for community involvement’).

5.17.	 Representations on the documents will be possible during a minimum 6 week 
period.

5.18.	 This stage of consultation will generally be undertaken by the Council rather than 
being outsourced to external bodies.

	 Feedback

5.19.	 The Council will endeavour to feedback to those involved in the development of LDDs 
how their comments have been addressed in the revised documents.  This is outlined 
in the following section (Communicating results).

�	  Town and Country Planning (Local Development) (England) Regulations 2004 – Regulation 26
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	 Statutory Consultation – Level 2 and Examination

5.20.	 After submission of a D PD  to the Secretary of State, a 6-week consultation period 
commences for the public to make representations on that plan.  This is a statutory process 
as set out in the Regulations�.  Comments are sent to the Council but are forwarded in full 
to the Secretary of State who undertakes an independent examination of the DPD.

5.21.	 At the time of submission, the Council will again:

n	 Publish the draft document on the Hackney Website

n	 Make copies available in Council Offices and to statutory consultees

n	 Place advertisements in Hackney Today

n	 Accept representations on the draft documents on behalf of the Secretary of State

5.22.	 The Secretary of State determines the type of examination they will undertake for the 
purposes of an independent examination.  This may provide an opportunity for any 
objectors to make their case to the inspector directly.  The findings of this examination 
are binding upon the Council.

	 Consultation on Applications for Planning 
Permission

5.23.	 The Local Development Documents developed under the preceding section will be 
used to assess applications to develop sites in the borough.  These proposals will be 
submitted to the Planning Service as planning applications.

5.24.	 When planning applications are submitted the applicant will be advised by the Council 
to undertake consultation with the community which is commensurate with the scale 
of the development proposed.  Pre-application discussions will establish the level of 
consultation which the Council considers suitable in line with guidance provided in 
this document.  This will help to establish key issues at an early stage.

5.25.	 Bodies such as English Nature will be allowed a longer period of time to comment on 
applications where this is prescribed by legislation.

5.26.	 On most applications the level of consultation undertaken by the Council will suffice.  
On those applications that the C ouncil considers a major development there will 
be further consultation required.  C onsideration should be had for pre-application 
consultation as a means to ease the processing of planning applications.

5.27.	 The Council suggests a tiered approach to the consultation requirements for major 
developments.  Three tiers are identified with increased requirements being associated 
with developments which are more controversial or are less compliant with the 
provisions of the LDF.  The amount of consultation necessary will however be better 
identified following discussions with planning officers at a pre-application stage.

�	  Town and Country Planning (Local Development) (England) Regulations 2004 – Regulations 28-33
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5.28.	 Guidelines for consultation on major applications are outlined in a guidance note 
which is provided both on the internet� and during the initial discussions between 
Council officers and the applicant (attached as Appendix 2).

5.29.	 Any member of the community can submit comments on any planning application 
by searching for the planning application on the internet at www.hackney.gov.uk/
planning.  The results of any such consultation will be reported and taken into account 
in decisions made by, and on behalf of, the Council.

5.30.	 Individuals and community groups can also obtain free advice and support when 
dealing with the council on planning applications from Planning Aid for London (www.
planningaidforlondon.org.uk or phone 020 7247 4900).

	 Consultation Opportunities for Applicants

5.31.	 If an applicant undertakes consultation before submitting an application they should 
provide the Council with a consultation report detailing the methods of consultation 
undertaken and the number of people reached.  T  he aim and value of this early 
consultation is that issues will be identified early in the process.  T  his will enable 
changes in the proposal to be considered or provide an opportunity to obtain 
community support in advance of the council consultation exercise.  Any application 
that is less contentious is likely to suffer fewer delays if community support can be 
obtained.

	 London Borough of Hackney Responsibilities

5.32.	 The Council is required to meet the statutory minimum requirements for consultation 
as set out in the Town and Country Planning (General Development Procedure) Order 
1995.  Notification of neighbours and other affected parties is carried out when the 
Council receives a valid application.  The consultation period runs for 21-days from 
the date of the letter of notification to a third party. During the 21 day period any 
person can submit written comments on the application to the council via the internet 
or post.  Representations made are considered by the case officer in assessing and 
recommending an application for approval or refusal of planning permission.  T he 
Council may undertake pre-application consultation if it is thought necessary.

5.33.	 Further details on the notification and consultation undertaken by the Council can be 
found in Appendix 3 – Consultation on Planning Applications

�	  http://www.hackney.gov.uk/ep-pre-app-major-comm-consult.htm

http://www.hackney.gov.uk/planning/
http://www.hackney.gov.uk/planning/
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n	 Record number of attendees, sex, and age for effectiveness monitoring 	
(Appendix 5 – LDF Consultation Monitoring Form) 

n	 Best for reaching public in places they frequent

n	 Spread throughout 6-week consultation period

	 Workshops (interactive): Planning For Real / 
Design Days / Enquiry by Design

6.7.	 This type of event is likely to be for key stakeholders and community groups and provides 
an opportunity to bring those groups together to establish key issues and solutions.  
The format of the workshop can be modified to suit the particular circumstances of 
the consultation exercise.  T  ypically the workshop will involve a presentation and 
open-floor discussion.  Notes from the workshop should be recorded and provided to 
participants shortly after the event.  Independent facilitation of the event should also 
be considered.

n	 Record ratio of attendance to invites for effectiveness monitoring (Appendix 5 – 
LDF Consultation Monitoring Form)

n	 Best for focused discussion with key stakeholders/representative bodies

n	 Spread throughout 6-week consultation period but advantageous to complete early

n	 Provide a range of times and dates to suit consultees

	O ne-to-one meetings with selected 
stakeholders

6.8.	 These meetings should take place with those stakeholders most affected by the 
document under consultation.  T he aim of these meetings should be to obtain in-
depth comments regarding the document and resolution of potential issues.  T his 
may require the number of people to be kept to a minimum.  Thought needs to be 
given to suitable locations and times.

n	 Record ratio of attendance to invites for effectiveness monitoring (Appendix 5 – 
LDF Consultation Monitoring Form)

n	 Best for focused discussion with key stakeholders/representative bodies

n	 Spread throughout 6-week consultation period but advantageous to complete early

n	 It may be necessary to limit invitations to only the parties most affected

	F ocus groups

6.9.	 These are semi-structured meetings/interviews with a small group of individual 
representative participants. T his type of consultation activity is used to obtain the 
option of representative group of people on a topic to assist in planning for a target 
group or wider community. 
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n	 Record ratio of attendance to invites for effectiveness monitoring (Appendix 5 – 
LDF Consultation Monitoring Form)

n	 Best for focused discussion with key stakeholders/representative bodies

n	 Spread throughout 6-week consultation period but advantageous to complete early

	P ublic meetings / area meetings

6.10.	 This method will be useful for informing a large group of people at one time and 
receiving feedback.  It needs to be well advertised and managed to be most effective.  
As much information as possible should be made available to attendees.  Independent 
facilitation of the event should also be considered.

	 Care should be taken if considering this option as studies have generally found it an 
insufficient approach to community involvement. It has been found to be hard to build 
consensus as either the community’s views are often suppressed or difficulties are 
found in coping with the volume or diversity of views11. 

n	 Record number of attendees, sex, and age for effectiveness monitoring (Appendix 
5 – LDF Consultation Monitoring Form)

n	 Spread throughout 6-week consultation period but advantageous to complete early

n	 Provide a range of times and dates to suit consultees

	 Formal written consultation / referenda / 
community surveys / leaflets / newsletters

6.11.	 These methods are employed to pass on information to the community.  O  ften 
this is the most cost effective method of providing information to a large number 
of consultees.  T  hought should be given to including multiple documents being 
provided in a ‘package’.  All documents must provide details on how comments can 
be submitted to the council.  Email should be considered as an alternative to hard 
copy letters where possible.

n	 Record number distributed and number returned with comments for effectiveness 
monitoring (Appendix 5 – LDF Consultation Monitoring Form)

n	 Use freepost address for comments to increase response rate.

n	 Best for informing large number of people

n	 Consultation period begins upon delivery of formal consultation correspondence

n	 Include translations into the 10 community languages

n	 To be sent out as early in the consultation period as possible.  Preparation of the 
text of the letters should precede the cabinet meeting.

11	 Larsen, Christine Sylvest (2004) Facilitating community involvement: practical guidance for practitioners and 

policy makers.  Home Office On-line Report.  London: Home Office. 	

http://www.homeoffice.gov.uk/rds/pdfs04/dpr27.pdf
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	 Letters to statutory bodies

6.12.	 These bodies are prescribed under the Town and Country Planning (Local Development) 
(England) Regulations 2004.  Thought should be given to including multiple documents 
being provided in a ‘package’.  All documents must provide details on how comments 
can be submitted to the council.  Email should be considered as an alternative to hard 
copy letters where possible.

n	 Record number distributed and number returned with comments for effectiveness 
monitoring (Appendix 5 – LDF Consultation Monitoring Form)

n	 Statutory requirement

n	 Best for notifying statutory bodies

n	 Consultation period begins upon delivery of formal consultation correspondence

	 Documents, available for inspection at LPA 
offices during set consultation period

6.13.	 Documents under consultation should be provided to all seven of the Hackney 
Libraries, the Planning Reception area and the Town Hall reception area for the public 
to view.  There should be a copy for public reference to remain at the location for 
the duration of the consultation period.  There should also be information on how to 
obtain a copy of the consultation document for personal reference.  Consideration 
should also be given to using more locations and the provision of hard copies of the 
consultation document at each location.

n	 Provide a feedback form along with documents which includes the monitoring 
information in Appendix 6 – Public Monitoring Form.

n	 Statutory requirement

n	 Best for providing information to public without internet access at home

n	 Include translations into the 10 community languages

n	 Locations for documents are: Town Hall reception, Planning Department reception, 
7 Public Library information desks

n	 The consultation period begins upon the availability of documents in these locations

	 Meeting presentations

6.14.	 Making an officer available to present to various community meetings at times will be 
an effective method of passing information on to the public through representative 
groups.  This will also provide an opportunity to provide the audience with options 
to feedback into the consultation process.  Officers should also make any materials, 
such as leaflets, available at the meeting.

n	 Record the number of presentations done for effectiveness monitoring (Appendix 
5 – LDF Consultation Monitoring Form)
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n	 Best for focused discussion with key stakeholders/representative bodies

n	 Spread throughout 6-week consultation period but advantageous to complete early.

	 Steering / advisory group

6.15.	 This should be formed of key internal and external stakeholders.  This group should 
have its terms of reference developed initially, then regular meetings where updates 
should be provided.  The group should be focussed on progressing the document by 
considering issues and providing options or guidance for resolving those issues.

n	 Record ratio of attendance to invites for effectiveness monitoring (Appendix 5 – 
LDF Consultation Monitoring Form)

n	 Best for focused discussion with key stakeholders/representative bodies

n	 Reporting to such a group is required in the political approval process throughout 
LDD development

	 Media (local press, TV, radio, etc)

6.16.	 Options for utilising the Media include interviews, media releases and advertisements.  
One or more of these options should be used.  The primary aim of this is to disseminate 
information to a wide audience.  Regular updates on consultation can also be provided 
through Hackney Today.

n	 Record number of press releases/advertisements for effectiveness monitoring 
(Appendix 5 – LDF Consultation Monitoring Form)

n	 Best for informing large number of people

n	 If advertising include translations into the 10 community languages

n	 Spread throughout 6-week consultation period but advantageous to undertake early

	 Internet (website)

6.17.	 Information on consultation will be provided through the Planning consultation page at:

	 http://www.hackney.gov.uk/planning-consultation.htm

	 This will primarily provide detailed information to all parties.  It may also be possible to 
provide an opportunity for the public to submit comments via email or online forms.  
There should be reference to the website in all other forms of media produced. Email 
notification will be the primary way of informing the public that documents are available 
online as it is likely that those with email will also have internet access.

n	 Record number of webpage visits for effectiveness monitoring (Appendix 5 – LDF 
Consultation Monitoring Form)

n	 Most effective for informing the public who have internet access

n	 Include the full document, a summary document and any media releases on the 
website.

http://www.hackney.gov.uk/planning-consultation.htm
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n	 Consultation period begins upon availability of documents online

	 Hotline / contact number / contact email / 
contact address

6.18.	 A phone contact at the Council should be included in any consultation material.  This 
in most cases will be the responsible officer’s phone number.  It may be required to 
setup a temporary freephone number if telephoning an officer is the preferred method 
of consultation.  T  here should also be a contact email address provided using a 
generic email address.

n	 Record number of calls/emails for effectiveness monitoring (Appendix 5 – LDF 
Consultation Monitoring Form)

n	 Best for informing large number of people and answering concerns

n	 Should be available for entire consultation period and continue to be available until 
document adoption.

	 Official launch

6.19.	 A launch may be used to raise awareness of a significant document being released.  
This should be a publicly advertised/notified event which is open to the public.  Written 
material such as leaflets and posters should be available to attendees.

n	 Record number of attendees for effectiveness monitoring (Appendix 5 – LDF 
Consultation Monitoring Form)

n	 Should take place on or shortly after the 6-week consultation period begins.
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7.	 Communicating results
7.1.	 The Council has a clear commitment to informing the community about the results of 

consultation. Once the consultation period for any LDD is complete and the document 
re-drafted the results of the consultation will be presented along with the amended 
document as part of the Cabinet report.  The results of the consultation, in the form of 
a consultation report, will include reference to the key issues raised and the Council’s 
response to each issue.

7.2.	 These reports will be made available to the public on the internet or by contacting the 
Planning Service.  All consultation response sheets will include an option to receive the 
report via email or to a postal address which will be supplied by the respondents.

7.3.	 Results of consultation will be provided on the internet.  T  here will also be email 
addresses gathered through the website and on forms sent out and forums/meetings/
etc. At events or in handouts there will be contact details for non-internet users to 
register to be sent out hard copies.

General public with 
internet access

General public 
without internet 
access

Respondent with 
internet access

Respondent 
without internet 
access

How do people 
find out about 
LDD statutory 
consultation 
– Level 1 results 
being available?

Advertised on the 
Hackney Council 
website.

Advertised in letters, 
leaflets, media, and 
at presentations.

Notified using the 
email address 
provided.

Provides postal 
address for us to 
post results.

How do people 
get copies of 
LDD consultation 
results?

Request a copy 
via email on the 
website.

Phone the planning 
section and request a 
copy via post.

Emailed. Posted.

How do people 
get copies 
of DPD as 
submitted to 
Examination?

Download from the 
website.

Available during 
consultation period 
following submission.

Notified that the 
document is 
available on the 
website via email.

Available during 
consultation period 
following submission.

How do people 
get copies of 
finalised SPD?

Download from the 
website.

Available from the 
planning section.

Notified that the 
document is 
available on the 
website via email.

Notified that the 
document is 
available from the 
planning section by 
letter.

7.4.	 Results will be provided in a timely manner, however the actual time to provide such 
reports will vary in line with the complexity, scale, success and interest associated with 
the consultation programme.  It is suggested that results will be published within 2-3 
months of the close of the consultation period before the political reporting process 
(for the adoption of SPD or the submission of DPD to examination) is complete.
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7.5.	 Key stakeholder discussions early in the drafting process will form the basis for the 
draft document for the consultation period.  All those involved in the key stakeholder 
discussions will be notified that the draft document is available when the consultation 
period commences.
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8.	R esource implications
8.1.	 Consultation is undertaken by a number of groups throughout the council.  The Planning 

Service undertakes consultation on planning applications through planning officers 
who are responsible for each application with administrative assistance provided by 
the technical support team.  T his is an ongoing process with improvements being 
implemented in conjunction with the Projects section of the Planning Service.

8.2.	 The consultation required for LDF documents is provided through the Policy section 
of the Planning Service who also may draw on expertise from the Projects section 
and the corporate Communications Team.  Each LDF document is managed by one 
officer of the Policy section who will draw on other teams for input as required.

8.3.	 The C ouncil will increase the efficiency of consultation on LDF  documents by 
programming phases of consultation where possible.  I  t is envisaged that this will 
lead to savings through multiple topics being discussed in each forum and materials 
produced for multiple consultation exercises.

8.4.	 The scale of the consultation will reflect resources available for the consultation 
process in terms of staff and cost.  The resources available will be set through council 
budgeting processes.  This requires a consultation plan to be established early in the 
process to ensure that sufficient resources will be made available for an appropriate 
consultation programme to be undertaken.   An indicative cost table is presented 
below.

Material cost Staff time

Public exhibitions / displays / stalls / community 
surgeries

Moderate-High Moderate

Workshops (interactive): Planning For Real / Design 
Days / Enquiry by Design 

High High

One-to-one meetings with selected stakeholders Low Moderate

Focus groups Low Moderate

Public meetings / area meetings Moderate-High Moderate

Formal written consultation / referenda / community 
surveys / leaflets

Moderate Low

Letters to statutory bodies (listed in Regulations) Low Low

Documents, available for inspection at LPA offices 
during set consultation period

Low-Moderate Low

Meeting presentations Low Low-Moderate

Steering / advisory group Low Low-Moderate

Media (local press, TV, radio, etc) Low Low-Moderate
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	 Section 6 
Site and Press Notices

	 Certain applications will require wider notification than is provided solely through 
notification by direct letter.  I  n these cases further advertising of the proposed 
development is undertaken through the use of site and press notices.  T  hese 
applications and the requirements are presented below.

	 The consultation period will run for a period not less than 21 days from the date of 
either the posting the site notice or the publication date of the press notice.

Application Type Site Notice Press Notices

Major developments

Required Required
Application for Listed building consent

Applications in conservation areas

Applications for conservation area consent

Minor development Required Optional

All other applications Optional Not used

	 Site notices will take the form of an A4 notice (minimum size) and a minimum of one 
site notice will be erected in a prominent location close to the application site.  The 
case officer will photograph the site notice when it has been erected and will place 
the photograph on the planning application file as confirmation that a notice has been 
erected.

	 Press notices will take the form of a notice of the application details which will be placed 
in the next published copy of ‘Hackney Today’.  This publication is the Council’s free 
fortnightly newspaper delivered to all homes in the borough and available at Council 
Offices.
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	 Section 7 
Amendments

	 Where amended plans are submitted in respect of a planning application under 
consideration by the Council we will re-notify the consultees in accordance with the 
scale and impact of the amendment.  T  he minimum notification requirements are 
outlined below:

	 MAJOR AMENDMENT

n	 All original neighbours, objectors/supporters, standard consultees, and additional 
consultees will be notified of the amendment via mail.

n	 New 14 day consultation period will commence from date of the last letter sent.

n	 Site notices and press advertisements will not be repeated.

n	 Amended plans and description will be updated on the Hackney Planning 
Website

	 MINOR AMENDMENT

n	 No formal notification will be undertaken.

n	 Amended plans and description will be updated on the Hackney Planning 
Website

	 The classification of the amendment will be determined at the discretion of the case 
officer.
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	 Section 8 
Appeals

	 The C ouncil’s decision to refuse planning permission or other approval, to grant 
planning permission subject to conditions, or for failure to determine an application 
within the statutory period may be appealed by the applicant.  Appellants are required 
to make any appeal within a 6-month period from the decision date or the end of the 
statutory 8-week processing period (whichever is appropriate).

	 In such cases where an appeal is lodged we will send a letter to inform the 
following:

n	 All neighbours as originally consulted,

n	 Any objectors to the original application,

n	 Any other consultees if considered appropriate.

	 Further comments relating to the application/appeal should be directed to the Planning 
Inspectorate rather than the Council.  F  ull details will be included with our appeal 
notification letter.
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	 Appendix 4 – Consultation 
Programme/Exercise 
Checklists
This appendix is subject to change.  For the current versions of this appendix please 
contact the Planning Department or visit our website at:  www.hackney.gov.uk/
planning

	 Further information on consultation techniques can be found in the DCLG Research 
Report called ‘Statements of Community Involvement and Planning Applications’20

	F ull consultation period

	 Pre consultation period

n	 Consider the resource requirements and availability at an early stage.  I  dentify 
the potential for more than minimum consultation requirements described by this 
document to be undertaken.

n	 Develop consultation plan.

n	 Complete ‘forthcoming public consultation’ proforma in the Consultation and Public 
Information Strategy and return to Policy and Communications Department.

n	 Notify Key Stakeholders from Key Stakeholder discussions that draft document is 
available (See Communicating results).

n	 Consider the community that you are targeting and the type of information that will 
be of relevance to them.

n	 Determine the best way to present the information (E.g. On a board, as a mobile 
display, within a building etc.).

n	 Get all information for public display approved by the Policy and Communications 
Department.

n	 Ensure the use of large print on information boards.

n	 Make displays colourful and interesting.

n	 Include information on the sustainability appraisal of the document in each 
consultation exercise.

n	 Consider the use of questions to direct where the most significant input is expected 
or required.  There will be a need to ensure that single issue comments are still 
recorded.

	 During consultation period

n	 Collate all consultation results in preparation for developing the consultation 
report.

20	  http://www.communities.gov.uk/pub/416/

StatementsofCommunityInvolvementandPlanningApplicationsPDF336Kb_id1145416.pdf
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	 After consultation period

n	 Advertise consultation results (in the form of committee reports) being available on 
Hackney website and through any other current consultation programme.

n	 Provide committee reports to those who have requested to be informed of 
consultation results.

n	 Provide consultation results.

n	 Analysis of all responses.

n	 Review the consultation exercises – what worked and what didn’t?

n	 Calculate information for effectiveness monitoring.  Appendix 5 – LDF Consultation 
Monitoring Form should be completed.  Information provided by the public (through 
completing Appendix 6 – Public Monitoring Form) should also be compiled for the 
consultation report.

n	 Ensure that updated document is provided on website.

n	 Email/mail respondents that re-drafted document is available.
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	P ublic exhibitions / displays / stalls / community surgeries

	 Pre event

n	 Where possible, use visual and auditory methods to cater for people with hearing 
or sight impairments.

n	 For broad community matters, locate the information at a central meeting point 
(E.g. Building or car park).

n	 Determine the locations for the event.  Select exhibition locations that are well used 
or easily accessible by the community (E.g. Library, shopping centres, community 
centre).  Smaller venues can be more intimate whereas larger venues will be suitable 
when large audiences are anticipated.

n	 Organise and book venue for exhibition/display/stall/community surgery.  Provide 
secure storage for personal effects of officers.

n	 Determine suitable times for the event to provide for as large a cross-section of the 
community possible to attend.

n	 Prepare the appropriate material for the exhibition/display/stall/community 
surgery.

n	 Arrange for translation of documents.

n	 Identify officers who should be involved in the consultation and arrange training.

n	 Notify relevant departments within Council.

n	 Advertise on the internet site.

n	 Advertise in Hackney today.

n	 Advertise at associated consultation events.

n	 Arrange a means to record comments.  Should provide a feedback form which 
also includes the monitoring form (Appendix 6 – Public Monitoring Form).

	 During event

n	 Record number, sex, and estimated age of attendees for (Appendix 5 – LDF 
Consultation Monitoring Form).

n	 Record email/postal addresses of those who want to be informed of the results of 
the consultation process.

n	 Record/gather comments.

	 After event

n	 Update consultation details on the internet.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	 Workshops (interactive): Planning For Real / Design Days / etc

	 Pre event

n	 Where possible, use visual and auditory methods to cater for people with hearing 
or sight impairments.

n	 Determine the general size, focus and desired outcome of the workshop. Consider 
whether you wish to use the workshop to involve the wider community or to obtain 
the ideas and input of a particular group.

n	 Determine venue, time, length of session.  The makeup of consultees and the most 
suitable locations and time of day needs to be considered.  Evening meetings are 
advised to better enable some voluntary and community groups access.

n	 Send invites and ask for RSVPs.

n	 Invite Key Stakeholders from Key Stakeholder discussions if these have been 
held.

n	 Prepare notes, displays and other material.   Any information should be made 
available to attendees as early as possible.  2 weeks prior to meeting is a good 
guideline.

n	 Arrange a means to record comments.  Should provide a feedback form which 
also includes the monitoring form (Appendix 6 – Public Monitoring Form).

	 During event

n	 Set up room to be conducive to small or large group discussions.

n	 Provide relevant material to each table e.g. M aps, plans, summary reports, 
workshop guidelines.

n	 Set up displays and white boards, overheads/or butchers paper for recording 
group comments.

n	 Facilitate/guide the discussions with specific questions or topics.

n	 Arrange scribe and facilitator within each small group.

n	 Record attendance at workshop.

n	 Seek feedback on the workshop approach through feedback form or informally.

n	 Record email/postal addresses of those who want to be informed of the results of 
the consultation process.

	 After event

n	 A summary of meeting notes should be sent to participants within 7 days.

n	 Ensure participants are informed of future activities, news etc.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	O ne-to-one meetings with selected stakeholders

	 Pre event

n	 Organise meeting through telephone, email or mail contact clearly outlining the 
purpose of the meeting.

n	 Follow up with correspondence to confirm the meeting details and its purpose.

n	 Prepare for the meeting, outlining information that is sought or is to be presented, 
and key questions to be asked.

n	 Forward information in a timely manner (2 weeks prior to the meeting is a good 
guideline) to participants to ensure an informed meeting.

n	 Take any supporting information such as maps to the meeting to assist in 
discussions.

n	 Record the number of invitations sent.

	 During event

n	 Give the meeting participant/s your contact details.

n	 Hold the meeting in a space that is relatively quiet and where there are unlikely to 
be interruptions.

n	 Take care not to make commitments at the meeting that require C ouncil 
endorsement.

n	 Document the meeting discussions.

n	 Record the names and contact details (email/postal) of the attendees.

	 After event

n	 Provide meeting participants with a copy of the minutes from the meeting within 7 
days.

n	 Formally advise Council staff of any items discussed that could be an issue for 
Council or relate to another work area or project.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	F ocus groups

	 Pre event

n	 Where required, use visual and auditory methods to cater for people with hearing 
or sight impairments.

n	 Determine the best way to present the information.

n	 Determine the number of focus group sessions to hold.

n	 Select and invite participants.

n	 Record the number of invitations sent.

n	 Select and book venue.

n	 Send preliminary information to the participants.

n	 Prepare questions and the sessions approach, including the material required.

	 During event

n	 Set the ‘ground rules’ at the beginning of the session.

n	 The involvement of a specialist facilitator may be advisable.

n	 Present the information and what you expect to get out of the session.

n	 Record the names and contact details (email/postal) of the attendees.

	 After event

n	 Provide meeting participants with a copy of the minutes from the meeting within 7 
days.

n	 Inform focus groups of future consultation activities.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	P ublic meetings / area meetings

	 Pre event

n	 Where possible, use visual and auditory methods to cater for people with hearing 
or sight impairments.

n	 Determine the venue and timing such that the greatest number of consultees can 
attend.

n	 Prepare materials, including displays, meeting agenda, summary information.

n	 Advertise on the internet site.

n	 Advertise in Hackney today.

n	 Advertise at associated consultation events.

n	 Set up the room to create a relaxed environment with the focus being the information 
to be presented.

n	 Prepare agenda for the meeting.

n	 Arrange a means to record comments.  Should provide a feedback form which 
also includes the monitoring form (Appendix 6 – Public Monitoring Form).

	 During event

n	 Give a clear outline of the meeting approach and the time that will be allocated to 
each item on the agenda.

n	 Give a ‘background’ presentation of the issue or proposal to inform people prior to 
the discussion.

n	 If individuals are dominating the discussion consider breaking into small groups.

n	 Highlight how participants can be further involved in the consultation.

n	 Record number of attendees.

n	 Record sex of attendees.

n	 Record estimated age of attendees.

n	 Record email/postal addresses of those who want to be informed of the results of 
the consultation process.

	 After event

n	 Make a summary of the outcomes of the meeting available to the participants.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	F ormal written consultation / referenda / community surveys / leaflets 
/ newsletters

	 Pre event

n	 Record the number of documents distributed.

n	 Record the names and contact details (email/postal) of the recipients if appropriate.

	 Letters

n	 Determine the most appropriate approach to seeking written submission. F or 
example, forwarding a letter inviting a submission.

n	 Design a letter and arrange the printing and distribution inviting submissions.

n	 For a letter inviting a submission include all details of the proposal.

n	 Arrange a means to record comments.   Should provide a feedback form, or 
information of how to obtain one, which also includes the monitoring form (Appendix 
6 – Public Monitoring Form).

	E mail

n	 For an email inviting a submission include all details of the proposal.

n	 Arrange a means to record comments.   Should provide a feedback form, or 
information of how to obtain one, which also includes the monitoring form (Appendix 
6 – Public Monitoring Form).

	N ewsletters/Leaflets

n	 Determine the main message of the publication.

n	 Develop topic headings and key points.

n	 Provide all the essential information (e.g. W ho, what, where, when, why and 
how).

n	 Include contact details.

n	 Design the layout and size of the leaflet.

n	 Design heading styles and positioning.

n	 Determine the number of leaflets required.

n	 Arrange printing of the leaflet.

n	 Arrange distribution of the leaflet.

n	 Circulate a copy of the leaflet to all internal stakeholders for their reference.

n	 Arrange a means to record comments.   Should provide information of how to 
obtain a feedback form which also includes the monitoring form (Appendix 6 – 
Public Monitoring Form).
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	 Surveys

n	 Determine the broad objectives of the survey (e.g. Why, what, who and how).

n	 Develop the specific survey questions.

n	 Test the survey on a sample group or Council Officers and modify as required.

n	 Organise distribution of the survey.

n	 Organise free post address.

n	 Include the monitoring form (Appendix 6 – Public Monitoring Form).

	 During event

n	 File all responses that are received during the consultation period.

	 After event

n	 Record the number of comments received.

	 Surveys

n	 Undertake cross tabulation of data (e.g. age and gender cross tabulation).

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	 Letters to statutory bodies

	 Pre event

n	 Determine the most appropriate approach to seeking written submission. F or 
example, forwarding a letter inviting a submission.

n	 Design a letter and arrange the printing and distribution inviting submissions.

n	 For a letter inviting a submission include all details of the proposal.

n	 Record number distributed.

n	 Record the names and contact details (email/postal) of the recipients.

	 During event

n	 File all responses that are received during the consultation period.

n	 Ensure that all consultees are advised by either their acknowledgement of the letter 
or by making follow up calls.

	 After event

n	 Record the number of comments received from the statutory bodies.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	 Documents, available for inspection at LPA offices during set 
consultation period

	 Pre event

n	 Arrange a means to record comments.   Should provide a feedback form, or 
information of how to obtain one, which also includes the monitoring form (Appendix 
6 – Public Monitoring Form).

n	 Determine whether any other material would be appropriate to include alongside 
the documents under consultation (e.g. leaflets, etc.).

	 During event

n	 File all responses that are received during the consultation period.

	 After event

n	 Record the number of comments received using the monitoring form and tabulate 
age and sex details.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	M eeting presentations

	 Pre event

n	 Where possible, use visual and auditory methods to cater for people with hearing 
or sight impairments.

n	 Forward information to participants to ensure an informed meeting.

n	 Take any supporting information such as maps to the meeting to assist in 
discussions.

	 During event

n	 Give the meeting participant/s your contact details.

n	 Take care not to make commitments at the meeting that require C ouncil 
endorsement.

n	 Document the meeting outcomes/discussions.

n	 Gather contact details from interested attendees.

	 After event

n	 Follow up on any meeting actions.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	 Steering / advisory group

	 Pre event

n	 Determine the role of the group.

n	 Develop Terms of Reference for the Committee.

n	 Determine the membership selection process and criteria.

n	 Record the number of invites to join the group distributed.

n	 Determine frequency of meetings.

n	 Determine a time and venue for each of the meetings; meetings should be held at 
the same time and venue if possible.

	 During event

n	 Meet in accordance with terms of reference or agreed arrangement.

n	 Determine responsibilities and outcomes.

n	 Establish sub committees to undertake specific projects and task accordingly.

n	 Report of outcomes and recommendations.

n	 Record attendance.

	 After event

n	 Provide minutes and actions to all members.
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	M edia (local press, TV, radio, etc)

	 Pre event

n	 Determine the purpose and objectives of the media release/advertisement

n	 Write the story/advertisement, including information of who, what, when, where 
and how.

n	 Enable feedback from the community including contact details or a process for 
submissions/input.

n	 Record number of press releases made and advertisements placed.

	 During event

n	 When someone from the community responds to the media release, record where 
they heard about the consultation.

	 After event

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	 Internet (website)

	 Pre event

n	 Determine the purpose and objectives of having information available on the 
internet.

n	 Write the story/advertisement, including information of who, what, when, where 
and how.

n	 Arrange a means to record comments.   Should provide a feedback form, or 
information of how to obtain one, which also includes the monitoring form (Appendix 
6 – Public Monitoring Form).

n	 Ensure there is a means of recording the number of webpage visits.

	 During event

n	 Ensure information is kept up to date, especially at the outset or conclusion of 
other consultation activities.

	 After event

n	 Ensure information is kept up to date.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).

n	 Provide consultation report if appropriate or required.
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	 Hotline / contact number / contact email/ contact address

	 Pre event

n	 Determine the telephone contact arrangements.

n	 Consider how responses outside office hours will be handled.

n	 Provide training to relevant officers.

n	 Determine the period that the hotline/phone in/contact email will remain valid for.

n	 Advertise on the internet site.

n	 Advertise in Hackney today.

n	 Advertise at associated consultation events.

	 During event

n	 Ensure an officer is available each day of the consultation period.

n	 Record number of calls/emails/letters.

	 After event

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	O fficial launch

	 Pre event

n	 Where possible, use visual and auditory methods to cater for people with hearing 
or sight impairments.

n	 Determine the best way to present the information.

n	 Determine the venue and timing.

n	 Prepare materials, including displays, speakers, summary information.

n	 Promote the meeting.

n	 Set up the room to create a relaxed environment with the focus being the information 
to be presented.

n	 Arrange a means to record comments.   Should provide a feedback form, or 
information of how to obtain one, which also includes the monitoring form (Appendix 
6 – Public Monitoring Form).

	 During event

n	 Obtain contact details for each of the participants.

n	 Highlight how participants can be further involved in the consultation.

	 After event

n	 Record attendance number for monitoring.

n	 Update monitoring record (Appendix 5 – LDF Consultation Monitoring Form).
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	 Appendix 5 – LDF Consultation 
Monitoring Form

	 Public exhibitions / displays / stalls / community surgeries 
Public meetings / area meetings 
Documents, available for inspection at LPA offices during 
set consultation period

Event 1 Event 2 Event 3 Event 4

Number of Attendees/ F orms 
Returned

Sex:  Male

Sex:  Female

Age:  Under 18

Age:  18 – 25

Age:  26 – 34

Age:  35 – 49

Age:  50 – 65

Age:  Over 65

Number of Public M onitoring 
Forms returned

	 Workshops (interactive): Planning For Real / Design Days / 
Enquiry by Design 
One-to-one meetings with selected stakeholders 
Focus groups 
Steering / advisory group

Event 1 Event 2 Event 3 Event 4

Number of Invites

Number of Attendees

Number of Public Monitoring 
Forms returned
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	F ormal written consultation / referenda / community 
surveys / leaflets 
Letters to statutory bodies

Number Distributed

Number of Replies

Number of Public Monitoring 
Forms returned

	M eeting presentations

Number of Presentations

	M edia (local press, TV, radio, etc)

Press 
Releases

Advertisements

Number of Press Releases/
Advertisements

	 Internet (website)

Number Webpage Visits

	 Hotline / contact number / contact email / contact address

Phone 
Calls

Email Letters

Number Received

	O fficial launch

Number of Attendees

Number of Public Monitoring 
Forms returned
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	 Appendix 6 – Public Monitoring 
Form

	 Customer Monitoring 

	 We are committed to making sure that all sections of Hackney community have 
access to our services.   Please help us to monitor who we are reaching by providing 
some details about yourself.

	 This information is for monitoring purposes only.

1. Are you a Hackney resident?	 Yes o   No o   

2. Do you own a business in Hackney?	 Yes o   No o   

3. Do you	 work o   shop o   study o   in Hackney?

4. What is your postcode?	 __________________
(This information is to monitor geographical area only)

5. What is your gender?	 Male o   Female o   

6. Which one of the following age groups do you fall into?

18-25 o  	  26-34 o  	  35-49 o  	  50-65 o  	  65+ o   

7. Do you consider yourself to have a disability?        Yes o   No o   

8. Are you registered disabled? 	 Yes o   No o   

9. How would you describe your ethnic group.   
Please choose one section from A to F, then tick the appropriate box to indicate 
your cultural background.

A) White

British 								       o

Irish 								        o

Irish Traveller 							      o

Turkish Cypriot/Turkish-speaking (including Kurdish) 	 o

Other Kurdish 						      o

Other European 						      o

Jewish 							       o

Charedi (Orthodox Jewish) 					    o

Any other White background _______________________	o (please write in)
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B) Mixed

White and Black Caribbean					    o

White and Black African					     o

White and Asian						      o

Any other Mixed background _______________________	o  (please write in)

C) Asian or Asian British

Indian								        o

Pakistani							       o

Bangladeshi							       o

Any other Asian background  _______________________	o  (please write in)

D) Black or Black British

Caribbean							       o

African		 	  	   _______________________	o  (please write in)

Other Black or Black British	  _______________________	o  (please write in)

E) Chinese							     

Chinese							       o

F) Other								        o

Vietnamese							       o

Any other ethnic group	   _______________________	o  (please write in)
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	T ranslation

Please send to: 	 FREEPOST NAT 18925, Planning Policy Team, London E8 1BR.   Tel.020 8356 8112

!

NAME

ADDRESS

POSTCODE

TELEPHONE NUMBER 





For more information on the Local Development Framework visit www.hackney.gov.uk/ldf




