
Stages for Preparing a Neighbourhood Plan 

Stage one 

The process is instigated by the Parish/Town Council or 
Neighbourhood Forum. 
Parish/Town Councils or Neighbourhood Forums should discuss their initial ideas 
with the Local Planning Authority to address any questions or concerns before 
coming forward for designation. 
 
The Planning Policy department will provide free advice to those seeking to 
establish a neighbourhood area.  

Stage two 

Designation of a Neighbourhood Area 
Parish or Town Councils or community groups wishing to be designated as a 
Neighbourhood Forum should submit a formal application to the Local Authority. 
This application should contain the following: 
 
For Parish/Town Councils: 
 A map illustrating the proposed Neighbourhood Plan area (area boundary 

should be marked in red and any settlement boundary within the boundary 
identified should be marked in black). 

 A statement explaining why this area is considered appropriate to be 
designated a Neighbourhood Area. 

 A statement identifying that the Parish/Town Council are a ‘relevant body’ in 
accordance with 61G(2) of Schedule 9 of the Town and Country Planning Act 
1990.  

 
For Neighbourhood Forums: 
 The name of the proposed Neighbourhood Forum. 
 A copy of the written constitution of the proposed neighbourhood forum 
 A map illustrating the proposed neighbourhood plan area and the name of 

that area (area boundary should be marked in red and any settlement 
boundary within the boundary identified should be marked in black). 

 The contact details of at least one member of the proposed forum to be made 
public. 

 A statement explaining how the Neighbourhood Forum has satisfied the 
following requirements: 

 
 That it is established for the express purpose of promoting or improving 

the social, economic and environmental well being of the area to be 
designated as Neighbourhood Area.  
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 That membership is open to those who live or work in the Neighbourhood 
Area and elected county council or borough council members for the 
Neighbourhood Area.  

 That the forums membership includes at least 21 individual members 
 The forum has a written constitution. 

 
Once submitted the application will be examined by the borough council to 
confirm that the prescribed requirements have been met and validated if it does 
so.  

Stage two (a) 

Publicising the neighbourhood area application 
Once the application has been deemed valid, the borough council will publicise 
the application and proposed Neighbourhood Plan area on the borough council’s 
website.  
 
Comments will be invited from the public as to the appropriateness of the 
proposed boundary for a minimum of six weeks from the date of publication.  

Stage two (b) 

Formal Endorsement of a Neighbourhood Plan Area 
Once the minimum six week consultation period is complete, borough council 
planning officers will prepare a report with one of three recommendations: 
 
 Area approved, without amendment. 
 Area approved, with minor amendment. 
 Minded to approve an Area, but only if significant amendments are made 

which are subject to a further round of consultation.  
 
This report will be subject to endorsement by council leaders through the same 
prescribed process as a Development Plan Document.  
 
The timescales for this endorsement after the consultation will vary depending on 
what dates committee cycles fall upon.  

Stage two (c) 

Publicising the Decision to designate a Neighbourhood Area 
Upon endorsement of the Neighbourhood Area, the borough council will publicise 
the fact on the council’s website for a minimum period of six weeks in the same 
way as publicising the Neighbourhood Area application.  
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Stage three 

Plan Preparation 
If in a parished area, Parish Councils are advised to establish a working group to 
undertake the day to day tasks of preparing a Neighbourhood Plan.  
 
Plan preparation should reflect the needs and aspirations of the local community 
and, as such, a process of continual engagement and consultation should be 
undertaken throughout the plan preparation process. The following is a short list 
of potential community engagement activities; 
 
 Public meetings 
 Exhibitions 
 Workshops 
 Surveys/questionnaires 
 Market Stalls 
 Local School Visits 
 Visits to Local Businesses 
 
It is advisable to get a locally elected member on board as they can provide a 
key role and help progress the work significantly, giving it a profile with the 
community and wider council.   
 
Ideally neighbourhood groups should prepare a Vision for their area to help make 
clear what the Neighbourhood Plan is aiming to achieve.  
 
It is a statutory requirement that the Neighbourhood Plan is in general conformity 
with the strategic policies in the Core Strategy and the National Planning Policy 
Framework and be compatible with EU obligation and Human Rights 
requirements.  
 
The Core Strategy establishes the quantum of development expected to be 
delivered across the borough. The neighbourhood plan can opt to increase this 
level of development or maintain levels identified in the Core Strategy. The 
Neighbourhood Plan can not deliver less development, i.e. housing, than that 
stated in the Core Strategy.  
 
A copy of the adopted Core Strategy can be accessed by clicking here. 
 
A copy of the National Planning Policy Framework can be accessed by clicking 
here. 
 
There are many sources of information and assistance and a variety of bodies 
which can aid in plan preparation. Some of these information sources and 
advisory bodies are identified below; 
 

 3

http://www.hinckley-bosworth.gov.uk/downloads/file/487/core_strategy_adopted_document
http://www.hinckley-bosworth.gov.uk/downloads/file/487/core_strategy_adopted_document
http://www.hinckley-bosworth.gov.uk/downloads/file/487/core_strategy_adopted_document


 The Department of Communities and Local Government (DCLG) 
 The Planning Advisory Service (PAS) 
 The Princes Foundation for the Built Environment 
 The Campaign to Protect Rural England (CPRE) 
 Planning Aid- The Royal Town Planning Institute (RTPI) 
 Leicestershire County Council  

Stage four 

Pre-submission Consultation 
Once the plan has been prepared, and before the neighbourhood group submit 
their plan to the Local Authority, the Parish Council or Neighbourhood Forum 
must undertake a public consultation and publicity of the plan.  
 
The Parish Council or Neighbourhood Forum must: 
 
 Publicise the plan in a manner which is likely to bring to the attention of 

people who live, work or carry on business in the Neighbourhood Area. Within 
this requirement they must: 

 
 Provide details for the proposals for a neighbourhood plan 
 Provide details of when and where the proposals may be inspected such 

as the Parish Council Offices, the local library etc.  
 Provide details on how to make representations on the plan and when 

these must be received by (no less than six weeks from date of pre-
submission publication). 

 Consult any relevant consultation body on the draft proposal whose 
interests the Parish Council or neighbourhood forum considers would be 
affected by the proposal if made. (The borough council can provide a list 
of the statutory consultees upon request). 

 Submit a draft of the proposals for a Neighbourhood Development Plan to 
the borough council.  

Stage five 

Submission of the Plan Proposal 
After the minimum six week consultation period has been completed, the Parish 
Council or Neighbourhood Forum should submit the plan proposal to the Local 
Planning Authority. This proposal should contain the following: 
 
 A map which identifies the Neighbourhood Plan area. 
 The proposed Neighbourhood Plan. 
 A statement explaining how the proposed development plan meets the 

requirements of paragraph 8 of Schedule 4B to the 1990 Act (further 
clarification can be provided upon request. 

 A consultation statement: this should include: 
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 Details of those consulted on the Neighbourhood Plan. 
 An explanation on how they were consulted. 
 A summary of the main issues and concerns raised by respondents. 
 A description on how these issues and concerns have been considered 

and where relevant addressed in the plan. 

Stage six 

Publication of Plan Proposal 
As soon as possible after receiving the plan proposal the Local Planning 
Authority will publicise the plan for a minimum six week period. The borough 
council will publicise the same information as that identified in the submission of 
the plan proposal and will notify any consultation body referred to in the 
consultation statement that the plan proposal has been received.  

Stage six (a) 

Conformance check by the Local Planning Authority 
The Local Planning Authority must check the applicant has met the requirements 
of the Localism Act and ensure the plan proposal is legally compliant and takes 
account of wider policy considerations. In particular, the plan must; 
 
 Have regard to National Policy, in particular the National Planning Policy 

Framework.  
 Be in general conformity with the strategic policies in the development plan 

(the Core Strategy). 
 Be compatible with EU obligations and human rights requirements. 
 
If the Local Planning Authority is satisfied that the plan meets the requirements of 
the Localism Act, the applicant will be notified that the plan will proceed to 
independent examination. 
 
If the Local Planning Authority is not satisfied that the plan meets the 
requirements of the Localism Act, the applicant will receive written notification of 
the reasons for non-conformance. Amendment and further consultation may be 
required as a result of proposed changes. 

Stage seven 

Appointment of Examiner 
Upon the successful conformance check of the proposed plan an independent 
examiner will be appointed to examine the plan. The examiner will be appointed 
from the Royal Town Planning Institutes Independent Examiner Referral Panel. 
The Local Planning Authority will be responsible for appointing the examiner.  
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The arrangements for the examination will be decided by the examiner in 
consultation with the Local Authority and the parish council.  
 
The main purpose of the examination is to ensure the plan: 
 
 Meets European regulations. 
 Has regard to national policies. 
 Is in general conformity with the strategic policies in the development plan 

(Core Strategy). 
 Is compatible with adjoining neighbourhood plans. 
 Contributes to the achievement of sustainable development. 
 
The examination will be conducted through written representations (examining 
comments objections and/or supporting the plan).  
 
The examiner may determine that a public inquiry is necessary.  

Stage seven (a) 

Examiners Report  
The examiner must produce a report on the draft Neighbourhood Development 
Plan containing recommendations: 
 
 That the draft plan is submitted to a referendum. 
 That the modifications specified in the report are made to the draft plan and 

then, as modified, it is submitted to a referendum, or 
 That the proposal for the plan is refused. 
 
If the report recommends submission to a referendum, the examiner must also 
make a recommendation as to whether the area for the referendum should 
extend beyond the Neighbourhood Area.  
 
If the examiner makes modifications to the plan, these will be considered 
necessary by the examiner in order for the plan to meet the basic requirements.  
 
If the examiner recommends the Neighbourhood Plan should not proceed to a 
referendum, the reasons for this will be explained in the report. It will then be for 
the neighbourhood group to determine how to address these concerns and make 
any changes as necessary. 
 
Once these changes have been made the plan can be resubmitted for 
examination in the future.  
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Stage eight 

The Referendum  
Upon successful completion of the examination on the plan, the Local Authority 
will make preparations to conduct a referendum of electors within the plan area 
and any others the examiner has advised.   
 
A question prescribed by the regulations will be presented to voters and a 
majority of over 50% of votes in favour of the neighbourhood plan is required for 
the plan to be adopted. 

Stage nine 

Adoption of Neighbourhood Development Plan 
If more than half of those who voted were in favour of adoption of the 
Neighbourhood Development Plan, the borough council will proceed with the 
adoption of the plan.  
 
This neighbourhood development plan will then be subject to endorsement by 
council leaders through the same prescribed process as a Development Plan 
Document.  
 
/DK 
November 2012 
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