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Process Guide for developing your Neighbourhood Plan - 
A guide for Neighbourhood Steering Groups 

The processes for producing each Neighbourhood Plan may vary to suit local need and 
it is important to remember that, while it should conform to the Borough Local Plan, you 
should make it your plan your own – this includes the process to creating the plan.  A 
clear timetable for stages of the process should be produced at the earliest opportunity 
to allow the community to know what to expect and when, this can be updated if 
required, but you should try to follow your timeline if possible.  

This guidance note attempts to provide a basic template for the processes that you 
might utilise for producing your plan.  It aims to highlight some of the key information you 
may need to form the basis of your plan and some other important stages of work that 
may be necessary. 

Stage One: Introduction to the plan and establishment of founding 
principles 

This should be a wide consultation that is circulated to all areas of your community.  It 
should be used to inform the community about what the plan is and what it will hope to 
achieve.  The basis of the survey is to find information that will allow the group to create 
the Statement of Key Choices for the area, with the public setting their priorities for the 
future, this may include: 

• A list of the five things people like most about your area (such as the appearance 
of the built environment, access to countryside, access to other major towns / 
cities); 

• Services that should be provided or improved (such as education, health, 
community facility); 

• Getting the reader to sum up how they want their area to be in ten years time in 
under 20 words; and 

• Information requested by the Council to assist the decisions in the Borough Plan 

This survey should be positive in its approach and should emphasise the fact that this 
gives the local community the ability to have a greater say in the future of the area.  It 
should also be clear that by positively planning for the area it will provide greater 
protection against development that is not supported locally. 

Stage Two: Testing the overall approach 

This will allow you to test how your group has taken the information received in stage 
one in producing options – including a preferred approach.  The information collated in 
Stage One will enable you to assess what approach will be appropriate for a number of 
aspects of the planning of your local area.  You should be sure to present how you 
arrived at the favoured option but be open for a change of approach if there is 
overwhelming support for a different approach.  The options being discussed in this 
stage can include a variety of subjects, but will probably deal with broad principles for 
delivery of development.
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Stage Three: Delivery options 

This stage will be based around letting land owners show how their site is the best 
option for delivering the plan, for example: 

• By providing a new service or facility sought by the population; 
• By being able to provide the type of new development that is appropriate locally; 

or 
• By providing an opportunity to improve an unsightly area. 

This will allow the community to choose the right sites to deliver the right development 
for the Neighbourhood Plan.  

Stage Four: Examination 

Your plan will be assessed by an independent and qualified individual who will ensure 
the plan has been produced in accordance with legislation and that it has suitably 
incorporated local views.  Details on how the plan will be tested are awaited from the 
government and will be reported in due course. 

Stage Five: Referendum 

Once it has been assessed at examination, your plan will be subject to a local 
referendum.  This referendum will be open to all eligible voters in the plan area, and it 
will require the support of 50% of those voting.     

Stage Six: Adoption 

The Council will adopt the Neighbourhood Plan as part of its “Development Plan” to be 
used as one of the major factors in assessing planning applications in your area. 

The Neighbourhood Plan will need to be reviewed and updated in due course, the 
council will advise when this is needed, or alternatively the community can call for a 
review if required. 


