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Maldon District Council Community Led Planning Protocol 
 
This briefing note outlines the involvement of Maldon District Council (MDC) and the Rural Community Council of Essex (RCCE) in the 
support given as part of the production of Community Led Plans. The purpose of this document is to: 

1. Outline the steps in the Neighbourhood Development Plan process; 

2. Explain the process which MDC will undertake in accordance with the statutory duties including timescales for responses; 

3. Explain the assistance available from the RCCE and at which stages they can assist; 

4. Set out the level and extent of the advice and guidance that MDC will provide; 

5. Set out the responsibilities of the Parish/Town Council /Neighbourhood Forum during the Neighbourhood Development Plan 
process; and 

6. Outine the support available from MDC in relation to other community led plans;  
a) Parish Plans and Village Design Statements 
b) Neighbourhood Development Orders and Community Rights to Build Orders.  

 
 
1. Steps in the Neighbourhood Development Plan Process and involvement of RCCE and MDC 
 

Regulation Summary of stage Responsibility 
for undertaking 
task 

RCCE Involvement MDC Involvement 

 Decision to begin the 
Neighbourhood Plan 
process 

Parish/Town 
Council;  

Preliminary meeting with the 
parish/town council to discuss the 
Neighbourhood Plan process and 
the steps involved. The RCCE will 
help with the development of a 
project plan and inform about 
organisation of tasks needed. Advice 
and assistance regarding developing 
a terms of reference to set out how 
the group will operate.  

None 
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Regulation Summary of stage Responsibility 
for undertaking 
task 

RCCE Involvement MDC Involvement 

1990 Act 
61G (1) (2) 

Town/District Council 
defines Neighbourhood 
Plan Boundary (normally 
parish boundary) and 
submits to MDC 

Parish/Town 
Council 

None MDC to acknowledge receipt of boundary 
application.  

Regulation 
5 
1990 Act 
61G (2) b. 

Receipt of area application 
for Neighbourhood Plan 

MDC None MDC to confirm receipt of application and 
advise on consultation dates 

Regulation 6 
and 6A 

Publicising the application 
for the Neighbourhood Plan 
area  

MDC None MDC to undertake consultation 

Regulation 
6A 

Decision regarding the 
Neighbourhood Plan area  

MDC None MDC to write report to Planning and 
Licensing Committee (see Section 2) 

 Commencement of the 
Neighbourhood plan 
evidence gathering – which 
should include informal 
consultation and surveys 
identifying issues and 
options 

Parish/Town 
Council 

Possible attendance at preliminary 
meeting to discuss the 
Neighbourhood Plan between 
Parish/town council and MDC. 
Meeting/discussions with parish and 
town council over the consultation 
and assistance with which groups to 
contact and the different consultation 
exercises which can be undertaken, 
provide examples and inform about 
record keeping. Assist with 
appropriate questions for the survey, 
cross-checking of survey questions 
to ensure that the questions in the 
consultation are robust.  After 
evidence base is finalised, inform the 
need to contact MDC to request a 
screening opinion for SEA/HRA.  

Attendance at preliminary meeting to 
discuss the Neighbourhood Plan, supply of 
any evidence base relevant to the 
Neighbourhood Plan. District Councillors 
to be invited to the meeting.   
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Regulation Summary of stage Responsibility 
for undertaking 
task 

RCCE Involvement MDC Involvement 

Regulation 9 
of the 
Environment
al 
Assessment 
of Plans and 
Programmes 
Regulations 
2004 

Parish/Town Council 
request a Scoping opinion 
for SEA/HRA for the 
Neighbourhood Plan 

Parish/Town 
Council 

None MDC will prepare a scoping opinion for 
HRA /SEA and submit to the three 
consultation bodies 

14 Parish/Town Council formal 
consultation on a Draft 
Neighbourhood Plan for a 
period of 6 weeks 

Parish/ Town 
Council 

Meeting/discussions with parish and 
town council over the consultation 
and assistance with which groups to 
contact and the different consultation 
exercises which can be undertaken. 
Assist with appropriate questions for 
the survey, cross-checking of survey 
questions to ensure that the 
questions are robust. 

MDC will supply the statutory list of 
consultees as well as a list of contacts 
from the LDF database which the 
Parish/Town Council can edit to send out 
to relevant consultees.   
The planning policy team will submit a 
response to the Neighbourhood Plan if 
required as a consultee. MDC will update 
SEA/HRA scoping opinion to reflect any 
changes since the earlier report   
MDC to discuss requirements for the 
Reg14 consultation 

15 After considering 
consultation responses and 
amending plan (if 
appropriate), the Parish/ 
Town Council submits to 
the Local Planning Authority 
(LPA) the updated 
Neighbourhood Plan, a 
consultation statement, 
statement of how the 
Neighbourhood plan meets 

Parish/ Town 
Council 

None None 
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Regulation Summary of stage Responsibility 
for undertaking 
task 

RCCE Involvement MDC Involvement 

the basic requirements and 
a map of the area. 

16 Upon receipt of the 
Information described in 
Reg 15, the LPA 
undertakes a consultation of 
the documents for a period 
of 6 weeks on behalf of the 
Parish/Town Council. This 
stage also includes 
appointing an examiner in 
discussion with the Parish/ 
Town Council 

MDC None Discussions/meeting had between 
Parish/Town Council and MDC over 
appropriate examiner 

17 The LPA compiles all 
responses received and 
submits the documents to 
an independent 
examination.  

Local Planning 
Authority, 
Parish/Town 
Council 

None MDC compiles all responses received and 
submits the documents to an independent 
examination. 

18 After the examination is 
held, the LPA receives the 
examiner’s report and 
recommendations must be 
published on the LPA’s 
website. At this point the 
LPA must consider each of 
the Examiner’s 
recommendations, decide if 
there are any additional 
modifications needed to the 
Neighbourhood Plan or 
referendum area and 
whether to approve the plan 

Local Planning 
Authority 

None Attendance and support at examination 
where there is a hearing. Meeting with 
Parish/ Town Council to discuss 
examiner’s comments and any 
amendments to the Neighbourhood Plan. 
A report is written to Planning and 
Licensing Committee with a 
recommendation of whether to go to 
referendum.   
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Regulation Summary of stage Responsibility 
for undertaking 
task 

RCCE Involvement MDC Involvement 

for the purposes of a 
referendum  

Neighbourho
od Planning 
Referendum 
Regulations  

If approved, the 
Neighbourhood Plan 
Referendum is held in 
accordance with the 
regulations  

Local Planning 
Authority 

None MDC hold referendum 

19, Planning 
and 
Compulsory 
Purchase Act 
2004 Act 
s38A (4) (6) 

If a referendum results in 
more than half those voting 
(i.e 50% plus 1), voting in 
favour of the proposal the 
LPA must  “make” the 
Neighbourhood Plan as 
soon as reasonably 
practical unless: it considers 
that this would breach, or 
be incompatible with any 
EU obligation or any of the 
Convention Rights. 
 

Local Planning 
Authority 

None MDC counts the votes received in 
referendum and announces the results 
within a week. 

20 The LPA must publish the 
“made” local plan and bring 
the decision to local people 
by way of advertising the 
decision  

Local Planning 
Authority 

None MDC publishes and formally ‘makes’ the 
Neighbourhood Plan.  
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2. Maldon District Council Neighbourhood Plan statutory duties and timeframes 
 

Regulation Timescale:- 

Publicising the designation of a Neighbourhood Area 
Regulation 6 
Neighbourhood Planning (General) Regulations 2012 

MDC to confirm receipt of neighbourhood plan boundary application 
and advise of the commencement of the 6 week consultation by MDC 
and published on the website within 2 weeks of receipt of application.  
 
A report with recommendations to the Neighbourhood Plan Boundary 
application sent to the next available Planning and Licensing 
committee (if submissions have been made) or by the Director of 
Planning and Regulatory Services (if no submissions are made).  

Scoping Report for SEA/HRA 
Regulation 9 of the Environmental Assessment of Plans 
and Programmes Regulations 2004 

Initial screening opinion report to be completed within 6 weeks of 
receipt of request from the Parish/Town Council. Updates at Reg 14 
and 16 to be provided within 2 weeks of the beginning of the 
consultation.    

Publicise the submission plan and other relevant 
documentation and forward comments received to examiner 
Regulation 16 
Neighbourhood Planning (General) Regulations 2012 

Publicise within two weeks of receiving the submission documents.  

Consideration of Examiner’s Report and 
provision of ‘Decision Statement’ 
Regulation 18 
Neighbourhood Planning (General) Regulations 2012 

After receipt of the Examiner’s Report, hold a meeting with parish/Town 
Council to discuss report within 4 weeks. ‘decision report’ to the next 
available Planning and Licensing Committee and Full Council.  
 

Arrange Referendum  
Regulation 4 
Neighbourhood Planning (Referendums) Regulations 
2012 

Referendum to be held as soon as reasonably possible after the 
‘decision statement’. The referendum should not be unduly delayed or 
postponed. 

Make the Plan 
Regulation 19/20 
Neighbourhood Planning (General) Regulations 2012 

Decision at the first available meetings of Cabinet/ Council following a 
positive referendum result 

 
Further details are available in a Planning Advisory Service document  

http://www.pas.gov.uk/documents/332612/1099329/Legal+compliance+guide+NDP+March+2015.pdf/63e5106e-690e-4486-aed8-248a665c532b


APPENDIX 1 

7 / 10 

3. Advice and guidance 
 
The Planning Policy team at Maldon District Council comprises:  

 Tim Parton, Team Leader Planning Policy, 01621 876 203 tim.parton@maldon.gov.uk  

 John Somers, Senior Planning Policy Officer, 01621 876 226 john.somers@maldon.gov.uk  

 Gary Sung, Planning Policy Officer, 01621 876 278  gary.sung@maldon.gov.uk  
 

 
4. The role of the parish council / neighbourhood forum in the production of neighbourhood plans 
 
In a parished area, the parish council will be the qualifying body responsible for the production of the Neighbourhood Plan: in an un-
parished area, a neighbourhood forum will be the qualifying body.  The responsibilities of the parish council / neighbourhood forum are 
as follows: 
 

 Writing the Neighbourhood Plan 

 Commissioning or undertaking technical studies for the Neighbourhood Plan 

 Undertaking primary survey work 

 Attend every meeting/consultation event organised 

 Direct financial support 
 
 
The Council recommends the following approach to producing a neighbourhood plan: 
 
At the start of the process 

 Advise MDC of your intention to commence the neighbourhood plan process 

 Arrange a meeting with the RCCE to discuss how they can support you. 

 Ensure your Neighbourhood Plan Group adopts Terms of Reference (for the steering group and for any topic related research 
groups) to set out how it will operate. 

 In a parished area, establish a clear reporting link between the Neighbourhood Plan Group and the Parish Council. 

 Share your Project Plan with the MDC Planning Policy Team so we have an indicative timetable for completion of your 
Neighbourhood Plan.  It will help us to allocate support to you at the appropriate times. 

mailto:tim.parton@maldon.gov.uk
mailto:john.somers@maldon.gov.uk
mailto:gary.sung@maldon.gov.uk
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Submission of area application for a neighbourhood plan  

 Submit a statement of why you are undertaking a neighbourhood plan, and whether you are a “relevant body” under 61G of the 
Town and Country Planning Act 19901;  

 Submit a map showing the boundaries of the area of the Neighbourhood Plan 
 
As you prepare your evidence base and plan 

 Seek advice on evidence that is already available. 

 Provide regular updates on progress to the Planning Policy Team, especially if it looks like the overall time plan will change. 

 Seek assistance from RCCE regarding the consultation process and formulating a robust questionnaire; 

 After you have developed your evidence base and are developing vision and objectives, request a screening opinion for SEA 
and HRA from MDC. 

 

As you are prepare to undertake your draft plan consultation 

 Provide a copy of the draft plan to MDC. 

 Request MDC to update the Screening Opinion for HRA/SEA for the Reg14 Consultation 

 Advise MDC when you are holding the 6 week consultation 
 
Submission of your final plan prior to examination 

 Provide a map or statement identifying the area to which the plan relates. 

 Provide the Consultation Statement, containing details of those consulted, how they were consulted, summaries of the main 
issues and concerns raised and how these have been considered (and where relevant addressed) in the proposed 
Neighbourhood Plan. 

 Provide the proposed Neighbourhood Development Plan 

 Provide a statement explaining how the Neighbourhood Development Plan meets the ‘basic conditions’  

 Provide final copies of any Environmental Statements or Assessments undertaken. 
 
Following the successful examination; 

 Provide the Final Plan in an electronic format to the Planning Policy team 

                                                 
1
 Paragraph 2 of section 61G of the Town and Country Planning Act 1990 states that a “relevant body” is a parish council or an organisation or body which is, or is capable of 

being, designated as a neighbourhood forum (on the assumption that the specified area is designated as a neighbourhood area). 
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 Provide any support documentation in an electronic format to the Planning Policy team 

 Provide results of any primary source data which would be helpful to the Research 
 
 
5. Support available from MDC in relation to other community led plans 
 
a) Parish Plans and Village Design Statements  
 
Responsibilities of the Council  
 
The Council has no statutory or formal responsibilities to assist in the production of parish plans and village design statements. 
 
Support offered by the Council 
 
The Council will provide up to 5 days officer support time or equivalent, and attendance at a maximum of 4 meetings, for each plan 
dependant on the complexity of the project and requirements of the community group. 
 
Support may include: 

 Providing advice and assistance on the process of producing parish plans and village design statements. 

 Providing a basic assessment and review of work being produced, including compliance with local and national planning policy. 

 Where appropriate, endorsing a parish plan or village design statement as a supporting document to the Maldon District Local 
Development Plan. 

 
 
b) Neighbourhood Development Orders and Community Right to Build Orders 
 
Requirements of the Council 
 
i) Provide comments and advice as a consultee in the production of an order proposal. 
 
The parish or town council (or local community organisation in the case of a community right to build order where the organising body 
is not required to be a parish or town council) must undertake a consultation of an order proposal with the local community, interested 
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parties, and Maldon DC.  As part of this process, Maldon DC will provide advice on local planning guidance and the appropriateness of 
the order proposal.   
 
ii) Publication and examination of an order proposal. 

 
Following the submission of an order proposal, the Council will publicise the proposal to bring it to the attention of people that live and 
work in the area.  Following the publication of the order, the Council will organise and finance the examination and appoint an 
examiner.  
 
As a key stakeholder, Maldon DC will attend the examination to provide the Council’s views.  Following the completion of the 
examination, the Council will publish the final decision made by the examiner. 
 
iii) Referendum and publication of the final outcome 

 
Following the examination, the final adoption of an order is subject to a local referendum where local approval of over 50% of votes is 
required.  It is the responsibility of Maldon DC to finance, organise and manage the referendum process, and publicise the results.   
 
 
Support offered by the Council 
 
In addition to the statutory requirements outlined above, the Council will provide up to 10 days of support time and attendance at a 
maximum of 4 meetings for every order proposal in the District.  The level of support provided will vary depending on the types of 
proposals and the requirements of the community group. 
 


