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The Parish/Town Plan Process 
 
 
 
 
This is a basic guide to producing a plan and includes some ideas that may 
help with the process but every community is unique so there may be other 
ways of doing things that are not included here. 
 
STAGE 1 - Agenda item at a Parish/Town Council meeting  
  
The Parish/Town Council discusses whether it should consult the parish about 
whether the community wish to carry out a public consultation. 
It is helpful if the Parish/Town Council is involved and so has at least one 
representative on the Steering Group but not essential.   
A good relationship with the Steering Group is essential as the Parish/Town 
Council will be involved in moving forward a number of the resulting actions. 
In order for the Steering Group to seek funding the Parish/Town Council needs to 
provide at least 5% of the cost of the project which may be in the region of £100 - 
£500 depending on the size of the parish. 
 
 
STAGE 2 - Hold a public meeting  
 
 This will be paid for by the Parish/Town Council as there is no Steering Group 
yet, or outside funding either. 
     
When to hold it? 
 
Decide on a date that is likely to encourage a big turnout 
 

 Avoid clashes with other big events 
 
Give yourselves enough time to advertise it well 
 

 Local magazine/newspapers/radio 

 Flyer to every household 

 Personal invitations to businesses, doctors, PCC, police, landowners, 
District/County Councillors etc 

 
Think about the sort of event you want and how you will encourage people 
to join a steering group to produce the plan 
 

 Presentation and the benefits of doing the plan 

 Introduction about benefits and time to get peoples’ issues 

 Refreshments are useful 

 Local groups might come to advertise what they do. 
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How might an agenda look? 
 

1. Introduction by Chair of Parish/Town Council perhaps. 
2. More about the process – Suffolk ACRE 
3. Question & answer session 
4. Vote on whether the plan should go ahead 
5. Time for people to do a “needs analysis” (to get the issues of those 

present) 
6. Ask for volunteers to join a steering group 
7. Next steps and conclusion 

 
Stage 3 - Form the Steering Group and plan 
 

 Meet and elect officers such as a Chair, secretary, treasurer etc 

 write a constitution 

 Carry out a “skills audit” – what are you all good at? 

 Produce a project plan and budget 

 Do you need external funding?  Awards for All funding will take about 3 
months to come through for instance.  Commercial sponsors, locality 
budget etc? 

 Do you need more people to join you? 

 Identify your stakeholders 
 

How will you consult? 
 

 Do you need more evidence of issues – postcards, a drop-in event, go out 
and meet community groups etc? 

 What are the best ways to consult? – Questionnaires, focus groups, a 
consultation evening etc? 

 Design a questionnaire – think about the issues and what information you will 
need to help move them forward 

 Printed copies and offer online completion? 

 How will you deliver and collect questionnaires? 

 Can you use social media? 

 Recruit volunteers? 
 

 
STAGE 4 – The consultation   
 

 Deliver & collect any questionnaires, hold focus group meetings, other 
events, consultation events etc 

 Input questionnaire results and analyse the data 

 Analyse any other data you have collected by other methods 

 Agree & prioritise actions from the data collected 
 

STAGE 5 – Draft the report & action plan 
 

 How do you want your report to look and how long will it be? 

 What will you have as content, brief history, amenities etc? 

 Draft the action plan 
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 Make each issue and action clear and specific so that anyone trying to help 
with an issue knows what action needs to be taken. 

 
 
 
 
 
 STAGE 6 – Finalise the Report & Action Plan  
 

 Finalise the Report (which can be a separate document to the Action Plan) 
and get it printed 

 Finalise the  Action Plan and either publish as a standalone document in 
with the Report    

 Think about the next steps and how the actions could be taken forward by 
working parties, interest groups as well as the Parish Council 

 Is there still need for the group to continue in some form to help the Parish 
Council with the actions? 

 
 
STAGE 7 – Have an official launch event 
 

 Publicise the event and invite whole community and other agencies, 
partners etc 

 Introduce people to the plan and encourage them to join in delivering it 

 Tell them what has been discovered and how they can help 

 Are there things people can do together such as bulb planting, organising a 
village event, litter pick, wildlife project etc? 

 
STAGE 8 – Implementing the actions 
 

 Keep everyone up to date with the progress of actions on a regular basis 
there is nothing worse than doing a questionnaire and no-one tells you 
what is being done to address your concerns. 

 Encourage community participation as much as possible to keep people 
involved 

 
 
STAGE 9 – Reviewing & monitoring  
 

 It is a living document so review it regularly and update it 

 Do a community update every 5 years or so because people change and 
new things come up 

 If a new issue comes up you can do a mini consultation and add it to your 
plan 

 
 
 


