
 

 

A guide to the Community Plan process 
 

Community Plan Resource Kit 
 



© East Northamptonshire Council 2014  Page 2 of 84 
Community Plan Resource Kit – version 2.1  (May 2014) 
Author: Community Partnerships Team 

 

 
 



© East Northamptonshire Council 2014  Page 3 of 84 
Community Plan Resource Kit – version 2.1  (May 2014) 
Author: Community Partnerships Team 

 
   
 Contents  
  Page 
   
 Community Plan Process 

 
Introduction 

2 
 

5-6 
   
 Stage 1: Identifying the need for a Community Plan  7 
   
 Stage 2: Initial meetings including: 

 
• Form a steering group 
• Identify consultees 
• Agree timescales 
• Agree consultation methods 
• Engage partners 
• Agree venues 
• Set budget / apply for funding 
• Research 
• Marketing / branding 

7-12 

   
 Stage 3: Launch event 13 
   
 Stage 4: Consultation period and research 13-15 
   
 Stage 5: Data input 16 
   
 Stage 6: Analysis of results 16 
   
 Stage 7: Display results 16 
   
 Stage 8: Focus groups 16 
   
 Stage 9: Draft Community Plan with actions 17-18 
   
 Stage 10: Final consultation 19 
   
 Stage 11: Final plan 19 
   
 Stage 12: Adoption by town / parish council 19 
  

 
 
 
 

 



© East Northamptonshire Council 2014  Page 4 of 84 
Community Plan Resource Kit – version 2.1  (May 2014) 
Author: Community Partnerships Team 

 
 

 
 
 
 
 
 
 
 
 
 

Appendices 
 
  Page 

 
i. Summary guide to some key Planning and 

Related Documents (at March 2013) 
20 

   
ii. Planning and Related Documents 24 
   
iii. Sample Terms of Reference 25 
   
iv. Charing meeting guidelines 26 
   
v. Budget considerations and sample budget 27 
   
vi. Building a brand and creating professional 

looking publicity material including Branding, 
Use of Colour, Plain English and Typography. 

28 

   
vii. Creating interest / participation in your 

community event 
33 

   
viii. Sample Questionnaires  
 • Household 35 
 • Business 54 
 • Youth 60 
   
ix. Action Plan template 70 
   
x. Safety information including Risk Assessment 

and Questionnaire Distribution.  
74 

   
xi. Links to Parish / Community Plans, Community 

Rights, Advice, Websites and contact details of 
key organisations. 

78 

   
xii. Project planning and RACI template. 81 

   
   



© East Northamptonshire Council 2014  Page 5 of 84 
Community Plan Resource Kit – version 2.1  (May 2014) 
Author: Community Partnerships Team 

Introduction 
 

East Northamptonshire Council (ENC) Community Partnerships team has produced this 
Community Plan (CP) Resource Kit to help communities with the process of starting a new 
plan or refreshing an existing one. 
 
Please note that Community Plans have also been referred to as Parish Plans in the past. 
 
The kit follows the CP process chart on page 2 and deals with each stage separately. 
There is no standard format for a CP; this kit aims to guide you through a process that has 
been proven to work.  
Please note for the purposes of this resource kit, a fictitious parish called Appleton has 
been created to be used as an example.  Appleton does not bear any resemblance to any 
particular parish in East Northamptonshire.  
We hope you find this resource kit useful. Please let us at the Community Partnerships 
team know if you are planning to start a CP so we can let other relevant departments know 
too:  
Email: communitydevelopment@east-northamptonshire.gov.uk 
Phone: 01832 742244 
 
What is a Community Plan? 
 

• It is a document prepared by the community to identify what they want to improve or 
achieve in their area. 
 

• The preparation of the CP is best led by a group of community members which include 
businesses, young people, councillors and other key individuals. 
 

• The content is led by the community and the whole process can be tailored according to 
the needs of the parish / town.  
 

• It is very important to set expectations at the beginning of the process, outlining what a CP 
can influence and the timescales. The process usually takes between 12 months and 3 
years dependent on the actions which come out of the CP. 
 

• You may want to look at neighbouring parishes and towns to see if there is benefit in 
working together in producing a CP. 
 

• The Parish or Town Council must support the preparation of the CP, as they will adopt it 
and help deliver actions.  Because parish and town councils have a duty under the 
Equality Act 2010 to have “due regard” to the need to eliminate unlawful discrimination, 
harassment and victimisation, advance equality of opportunity between different groups 
and to foster good relations between different groups of people, this should be considered 
when developing the CP, even if it is not led by the Parish or Town Council. 
 

• When commencing a CP, you should notify ENC and your local Councillor(s), as they may 
help deliver actions. 
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• It is not compulsory to prepare a CP, although these are extremely useful in shaping a 

vision for a community and bringing people together. 
 

• It has no set content and can include social, environmental or economic issues – whatever 
the community identifies as important.  See Stage 2 page 9  for a list of possible themes 
 

• The action plan will identify actions for the community to do; actions that will need support 
from other groups and organisations; and those that are aimed to influence decisions or 
policies of other organisations. 
  

• It should be seen as an ongoing / ”living” document, which can be regularly reviewed and 
updated to reflect when actions have been completed.  
 

• A full review of the CP should be carried out on a regular basis, as the priorities of the 
community may change. 
 
Why do it? 
 

• To enable as many local people as possible to identify their needs and aspirations for the 
future of their area. 
 

• Stimulates community spirit and pride.  
 

• Can help service providers to plan how to deliver future services. 
 

• Sets out evidence, which can support future funding bids. 
 

• Raises issues that may feed into statutory development plans (i.e. the Local Plan and/ or a 
Neighbourhood Plan) or policies of other organisations. 
 

• It becomes a supporting key document in the overall Planning process influencing the 
overlapping plans and strategies for your area. (See Appendix i and ii to view the different 
types of planning documents and how a CP fits in the planning document hierarchy) 
 
The advantages of doing a CP are wide ranging and can bring about small and large 
changes. For example: 

• Titchmarsh Parish Plan identified that nine out of ten residents would like a village 
shop and would support it.   The village shop opened in 2007.   

• In Stanwick, their Parish Plan identified a need for a Village Hall in 2007. Funding 
was sought and the Village Hall opened in 2011. Stanwick also identified a need for 
a pocket park which is currently in development. 

• From the Tilton & Halstead Parish Plan (Harborough District), Tilton Green was 
formed by volunteers with the aim to raise local awareness of climate change and 
energy efficiency. Since July 2008 the group has successfully applied to become a 
‘Climate Friendly Community’ and has also been successful in gaining grant funding 
from GOEM (Government Office East Midlands) to help local people tackle climate 
change issues and to become greener. 

For more information on these community plans and others from around the country 
please see Appendix xi. 
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Stage 1: Identifying the need for a Community Plan  
 
There are many different ways in which a town or parish may be inspired to do a CP or 
would like to do a refresh e.g. proposed development; young people would like new play 
equipment; there are proposals for a bypass; there are plans to close the local health 
centre.  
It is the perfect document for the community to collate what they cherish about where they 
live; what they want to maintain; include their wants and needs; and how they feel the town 
or parish could be improved further.  Developing a CP is also a good way of fostering good 
relations between different groups of people and demonstrating that equality issues are 
being considered. 
 
Stage 1 and stage 2 (initial meetings) are linked in that the need for a CP will be identified 
through meetings, hearsay, written evidence to the local council or authority. 
 

 
 
Stage 2: Initial meetings  

 
At this stage several things need to be discussed and formalised. It may take a few 
meetings to cover all the following, however it is a very important stage to ensure the 
whole process runs as smoothly as possible, expectations are managed, the group gels 
and new members are invited. Always keep looking for volunteers to help with any of the 
plan process. 
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• Form a steering group and nominate a Chair and Note taker / Secretary 
• Identify consultees and engage partners 
• Agree timescales 
• Agree consultation methods 
• Agree venues 
• Set a budget / apply for funding 
• Research 
• Marketing / branding 
 

Steering Group 
A small steering group needs to be formed with a wide representation of the community – 
businesses, young people, key individuals, councillors. The group needs to consider how it 
wishes to be established, either as a sub group of the Parish or Town Council with a 
working agreement / terms of reference, or as a separate new group with its own 
constitution and bank account. See Appendix iii for an example of Terms of Reference.  
The group will need to appoint a chairman, secretary and a treasurer and a member(s) of 
the Parish or Town Council should also be part of the group. (See Appendix iv for notes on 
chairing a meeting) 
 
Identify consultees and partners 
The CP should engage the whole community; residents, businesses, schools, voluntary 
organisations, community groups, decision makers, public sector agencies e.g. health 
centres, police etc. The greater the engagement, the higher the quality of the CP. Ask 
clubs that meet in the town / parish to engage in the process. Encourage schools to set 
aside a lesson to talk about the CP. Don’t forget about other communities that could live 
within the parish/town boundary such as the boating community, traveller site. 
Partners will be organisations that work / serve the parish /town and who will have an 
interest in the CP and its delivery. Engage the local media to maximise publicity. 

 
Engage partners 
Once the group has decided who the consultees and partners are, it is a good time to let 
the partners know that you are undertaking a CP, what the contact details are, timescales 
etc. 

 
Agree timescales 
The time the process can take should never be underestimated. It is reliant on the goodwill 
of volunteers, their commitments and partner organisations. Factors such as the 
distribution of the questionnaires, the input of the results and who will do it must be taken 
into account as should the analysis of the results and writing a plan. The first consultation 
period should be between 2 and 4 weeks and once you have a draft community action 
plan it is 8 weeks. The seasons should also be borne in mind. It is best to distribute 
questionnaires, have launch events etc. in the summer months, but during August many 
are on holiday. The process usually takes between 6 months and 2 years dependent on 
the actions which come out of the CP. 



© East Northamptonshire Council 2014  Page 9 of 84 
Community Plan Resource Kit – version 2.1  (May 2014) 
Author: Community Partnerships Team 

 
Consultation methods 
(See Stage 4, page 13 for examples of consultation methods and Appendix 8 for sample 
questionnaires) 
Think carefully about consultation methods as the more varied they are, the more likely 
you will get a better level of interest from a wide range of the community.  You can also 
make sure that certain groups are not excluded from the consultation if one method does 
not suit a particular group. For instance, just running surveys online will exclude people 
who may not have easy access to the internet.  
If you have a significant transitory population e.g. travellers in your parish, it is worth 
bearing in mind that a standard questionnaire being used elsewhere in the parish may not 
be an appropriate method and you may get a lower response rate from this group as a 
result. 
It is important to try to include all parts of the community in your consultation – otherwise 
you can’t be sure that your community plan will reflect everyone’s views and aspirations.  
Sometimes a prize draw is used to additionally motivate as many people involved as 
possible.  
Remember to consider safety measures for those involved in / attending community 
events and when distributing questionnaires. (See Appendix x for safety factors to 
consider and an example risk assessment) 
Depending on what methods of consultation you have chosen will depend on how you 
involve the community. It is important to let the community know the timescales. 
 
Possible themes to cover in a Community Plan 

• Housing – current housing, housing development, future needs, character  
• Economic - businesses and opportunity to do business  
• Transport and traffic 
• Community Safety – Neighbourhood Watch, perception of safety, anti-social 

behaviour 
• Environmental – litter, dog fouling, light and noise pollution  
• Facilities – village hall, open spaces, parks and playgrounds  
• Organisations - clubs, groups within community  
• Communication – how people find out about what is going on  
• Services – internet (broadband), mobile coverage 
• Education – schools and evening classes/adult courses 
• Youth – facilities, clubs and groups 
• Quality of Life 
• Cultural heritage and tourism 
• Health – doctors / dentists 
• Sustainability and green issues 
• Volunteering opportunities 
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This list is not exhaustive and there will be others relative to your community. 
 
Agree venues 
How will the group fund the cost of room hire for meetings – can different organisations 
host the meetings to avoid a cost? Can a calendar of events for the parish be looked at to 
see how the process could piggy back on to it? e.g. a launch event at the Town’s Carnival. 
Make sure venues are accessible for people with disabilities or who may be bringing 
pushchairs. You may need to think about providing an induction loop for people who are 
hard of hearing.  
 
Budget and funding 
(See Appendix  v  for budget considerations and a sample budget.) (See page 11 for 
external funding information) 
A budget will need to be prepared for the project.  First estimate the expenditure – 
consider the tasks and build in a contingency fund.  Costs to consider include: 

• Hire of meeting halls 
• Refreshments 
• Publicity materials 
• Printing questionnaires 
• Materials for other consultation methods 
• Software for designing questionnaire 
• Analysis of results 
• Writing the plan 
• Public Liability Insurance 

 
In addition, work out a fundraising plan to provide income to cover all of your costs. This 
may include fundraising events, sponsorship, help in kind (photocopying by local 
businesses) request for funding from town or parish council or local authority and other 
grant funding applications. Do keep a record of volunteer time and in-kind support (such as 
photocopying, room hire and distribution) spent on the project. Everything has a value and 
can be legitimately shown as contributing income when applying for funding later on. 
 
Resources that East Northamptonshire Council can provide 
Free:  

• Use of display boards 
• Use of litter picking equipment 
• Advice, facilitation and support from Community Partnership team 
• Funding advice and support from the Council’s External Funding Manager 
• Bespoke questionnaire design  
• Hosting of electronic version of survey on Website 
• Raw data in an excel spread sheet and some cross-tabulations 

 
At cost: 

• Printing 
• Freepost envelope service 
• Branding of the plan and associated documents 
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Prices on application: 
• A full analytical report 

 
 

External funding 
External funding is money awarded from grant giving organisations like the EU, the 
National Lottery, local or national trusts and central government, either directly, or through 
an agency. Awards are usually made via competitive bidding. 
Funding is usually for specific projects or work programmes which need to fit the funder's 
criteria. Applications should demonstrate a specific need that will be met by their project. 
The project should always be achievable. 
Funding bodies are keen to see evidence of partnership working between the voluntary, 
community, statutory, and private sectors to avoid the duplication of work and indicate 
value for money. 
 
Sources of funding: 
Sources include charitable trusts, European funds, UK government funds, landfill tax 
funding as well as the National Lottery. 
Northants Funding 4 Communities (www.open4community.info/northamptonshire) offers a 
free database of funding opportunities.  
Funding Central (www.fundingcentral.org.uk) is a free smart website for the whole 
voluntary and community sector, providing access to thousands of funding and finance 
opportunities. 
 
How we can help: 
ENC aims to promote and support voluntary and community activity within the district and 
provides a variety of grants for this purpose.  Two such grant streams are the Member 
Empowerment Fund (MEF) and Communities Facilities Fund (CFF).  MEF is where each 
elected councillor in East Northamptonshire has a budget of £1000 per year to provide 
small grants to community groups and projects in their ward.  Applications must be 
endorsed/ supported by their ward councillor so it's a good idea to have a chat with them 
before you complete an application to make sure they still have money left to allocate.  
The CFF can fund up to £50,000 for larger capital projects, such as village hall 
refurbishments.  For further information visit the community grants pages of our website: 
www.east-northamptonshire.gov.uk/communitygrants. 
 
You can also get advice on the huge number of national and charitable sources of funding, 
plus how to make a good funding application, by contacting our External Funding Manager 
on 01832 742191 or at externalfunding@east-northamptonshire.gov.uk.  

 
Research  
Look at information that already exists about the parish / town.  This may include previous 
plans and surveys; census data; mosaic data; and information held by councils and other 
organisations. Perhaps a neighbouring parish may be interested in doing a joint plan? This 
would save costs and give weight to the finished plan. (See Appendix xi for contact details 
of key organisations) 

http://www.open4community.info/northamptonshire
http://www.fundingcentral.org.uk/
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Marketing and branding 
Publicity (See Appendix vi for tips on building a brand and creating professional looking 
publicity material) is very important; a successful CP will reach and engage as many 
sectors of the community as possible. It needs to be consistent, clear, coordinated and 
communicated to as many as possible. It should be done throughout the process to 
encourage volunteers, keep residents informed and highlight successes. 
Does a sub group need to be formed to write press releases, tweet and post on social 
media? 
Advertise everywhere within the community and through all local clubs, schools and 
businesses, using all types of communication methods (posters, newsletters, word of 
mouth, community website, press releases and social media networks). 
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Stage 3: Launch event 
 

This has to be widely publicised with plenty of notice. It is always useful to piggy back on 
to another event in the community. The launch event is done just before the consultation 
period starts. 
It is the first opportunity to let the community know that the CP is happening, allow them to 
understand the aims and objectives, ask questions and feel involved. It is an opportunity to 
attract more volunteers and further research issues.  
(See Appendix vii Creating interest / participation in your community event) 

  
Stage 4: Consultation period and research 
 

There are many ways of capturing data and evidence from the community. These range 
from questionnaires to focus groups and other consensus building exercises. 
You will have discussed and reached agreement at stage 2 about the chosen methods. 
Consider visiting groups that meet within the town or parish during the consultation period 
using any of the methods described below to increase participation. 
 
Questionnaires 
Questionnaires are an extremely useful tool in gathering the thoughts, issues and 
satisfaction of the community.  
When developing a questionnaire for a Community Plan (CP) it is worthwhile to have 
several questionnaires aimed at specific groups so that the questions are relevant to the 
respondent and are kept condensed and concise.   
To get the best coverage we suggest these individual groups are targeted:  
 

• Adults (Individual over 18 years) 
• Businesses 
• Youth (11-17 year olds)  
• Children (4-10) 

 
Points to consider: 

• keep the questionnaire as short as you can  
• cover all the themes that are important 
• 40-60 questions is recommended  
• suggested maximum size is 12 sides of A4 including information and instructions 
• include questions to gather information about respondent – age, sex, ethnicity –at 

the end of a survey so you can assess whether your findings are representative of 
your target group 

• consider the needs of people with poor eyesight, poor literacy etc. and respondents 
who may need help with completing the questionnaire 

• include contact names and numbers/email addresses in case people have any 
queries and can get in touch easily.  

• Schools may have ideas to involve younger children / include in their lesson plans 
e.g. drawing for the younger ones, a lesson dedicated to completion of 
questionnaire for older children. 

 
There are many different types of questions. Closed (yes/no) and ranking (limited 
prescribed responses) questions are easier to process and provide clear quantitative 
information whereas the open questions, although more difficult to process, provide useful 
qualitative information as they invite the respondent to make comments.  For the purpose 
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of displaying results it is good to ask satisfaction level questions and then respondents 
should be given the opportunity to comment. 
 
Group the questionnaire into themes (See Stage 2 page 9 for possible themes to cover in 
a Community Plan) and ask at the end of each section how there could be future 
improvements e.g. “How could environmental facilities be improved?” 
 
Try not to ask leading or loaded questions such as; “do you think a roundabout should be 
installed at the end of the High Street” or “do you think there is a speeding issue on Main 
Street?”  Critically examine the questionnaire and ask yourself how you will be able to use 
the answer to each question and whether it is meaningful.  It can be useful to have a small 
group of people who have not been involved in the design process to test it.  This will give 
a fresh look at the questionnaire and highlight any faults or omissions. 
The questions in the template questionnaires have been tried and tested. Although you 
may change them to suit your needs please be aware that it may compromise the validity 
of the answers. If you have any queries about the robustness of your questions please 
contact us. 
 
Bear in mind that questionnaires are less successful during the winter months or holiday 
periods. The best months are April to June and September to October.  (See Appendix viii 
for example questionnaires) 
It is strongly recommended to encourage online submissions where possible; this saves a 
lot of time during the data input stage. 
 
Distributing the questionnaires 
The best method, although time consuming, is door to door delivery, and to arrange a 
taskforce who will cover a couple of roads each. Firstly, calling cards need to be created 
and delivered a minimum of a week previous to the survey being delivered saying e.g. 
“between 8th May and 15th May a CP representative will be calling to distribute your 
questionnaires. If you are unavailable, please contact X to obtain yours”. 
 
During the week set aside for distribution, the distributors will knock at each dwelling in 
their assigned area, handing out the amount of questionnaires needed per household. A 
sheet designed to record who has had what in each household is useful. A date and time 
should be discussed and recorded for collection. If after 2 or 3 times no one responds then 
it is advisable to leave another card saying e.g. “We have tried to leave questionnaires and 
please, if interested, contact X to arrange collection / delivery”.  A time limit of 
approximately 2 weeks should be set for the questionnaire distribution and collection. 
 
Other ways of disseminating a questionnaire include: posting them; leaving them in key 
places such as libraries and shops where they can also be returned and placed in some 
created ‘letter boxes’; having them online; through schools and clubs; and to capture the 
views of young people further you can utilise a dedicated youth working team to do the 
questionnaires through their detached youth work.  (See Appendix x for safety 
considerations when consulting) 
 
Other methods of consultation 
The following methods can be done alongside the questionnaire or once the results have 
been collated, and the priorities are clear, when you can dig deeper for more suggestions, 
solutions and actions to inform the action plan. This works especially well in focus groups. 
They allow you to explore the comments and issues brought forward by the questionnaire 
and understand how important they really are.  It allows you to prioritise the issues, gain 
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interested volunteers and create an action plan with SMART objectives.  (See Stage 9, 
page 18 for more information on SMART objectives) 
 
Focus Groups 
Run small groups, between 8-10 people,  aimed at discussing one particular theme at a 
time inviting interested parties, usually lasting a couple of hours. If it is an economic 
theme, time it so the group is run after business hours. If it is a recreation theme, think 
about doing it at different times of the day to capture not just parents and their young 
children but teenagers as well. 
 
Focus on one theme, keep to time, provide refreshments and aim to have information to 
the following questions by the end of the session: 

• What are the problems 
• What ideas are there for improvements 
• Who can action them 
• How long will it take 
• What resources are needed 

 
Place mapping 
Work in groups of four or five. Each group has a large sheet of blank paper and starts by 
drawing a map showing the main streets of their local area, or ‘neighbourhood’. It is ideal, 
although not absolutely necessary, if the members of each group live in roughly the same 
neighbourhood.  Each group then marks on their map in green to show good features and 
in red to show bad features. They then choose another colour to mark on where they feel 
there are particular problems that need to be tackled, such as vandalism. A further colour 
can then be used to show ideas or opportunities for change, such as where new houses, 
jobs or services could go, or how the appearance of places could be improved.  You will 
need one person from each group to also write down any points you want to make to 
describe what is on the map, or to explain things you can’t show on a map.  Each group 
then presents their map and ideas to everyone else. This might result in things being 
added or made clearer.  Put together a single map that brings all these ideas together, 
along with an explanation of your ideas.  
 
Prompt Cards 
A simple way of getting opinions is to ask people what they like and dislike about the area. 
This can be done by volunteers asking community members at events on prompt cards or 
by asking people to write it down on post-its. 

 
Walkabouts 
Interested parties are invited to visit the site in question and discuss the problems and 
possible solutions. This method often gets people more involved than they would in a 
meeting. 
Alternatively, ask people to do a walkabout on their own taking photos, a video or marking 
on a map: 

• what they like  
• what they don’t like 
• where they think there are problems 
• where they think something has worked well which would be good to copy 

elsewhere 
 
Write down what you think, or mark it on a map. You might also take along a video 
camera, digital camera or mobile phone to record your thoughts.  
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Stage 5: Data input 
 

This stage cannot be underestimated. It is very time consuming unless you have been 
lucky enough to get many online submissions of the questionnaire. Capturing qualitative 
data – responses from consultative methods other than a questionnaire – is very time 
consuming. However it is a very important stage, so is best not to be rushed! 
At this time it is useful to start looking at other CPs to look for layouts that may help you 
with your CP. The introduction of the CP can start to be written. 

 
Stage 6: Analysis of results 
 

At this stage all the results need to be analysed and put into formats that the audience can 
clearly understand. If you have used the ENC free hosting service we can provide some 
raw data and some cross-tabulation free of charge.  
The group can help by looking at the priorities raised and possible solutions, linking them 
up ready for the next stage. 

 
 Stage 7: Display results 
 

This should be done at another event to allow for further information about priorities, 
possible solutions, actions and volunteers to be gathered. 
It is a good practice to ensure all partners and any other groups that have been involved 
along the way are invited 
 
The event should include: 

• bold pie charts and graphs with a selection of the comments grouped into the 
chosen themes 

• factual information about service provision 
• post-it notes for ideas to tackle any issues highlighted 
• opportunity to vote on priorities 
• any conclusions / proposed solutions 
• sign up forms for focus groups / volunteers 

 
Stage 8: Focus groups 

 
Focus groups can be used either during the consultation period or at this stage or both. At 
this stage they are very beneficial in focussing on a priority that has come out of the 
consultation to drive recommendations to inform the action plan.  
(See page 15 for more information on Focus Groups)  

Stage 9: Draft CP with actions 
 

The Action Plan is a very significant and important part of the Community Plan (CP).  
Simply put, it is a record of what needs to be done, who is going to do it and when.  Having 
the Action Plan as a living document will ensure that the CP does not sit on a shelf 
somewhere gathering dust.   
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There is no one way to write an Action Plan and the format may vary, however please see 
Appendix xi for an example Action Plan. 
East Northamptonshire Council can write a plan for you and prices are on application. 
 
From the comments received, the CP can now be drafted together with an Action Plan. 
The CP should include: 

• description of the village/town 
• brief description of the community plan process, surveys etc. number of 

respondents, efforts made to encourage participation from all sectors of the 
community 

• consultation methods and findings 
• action plan  
• details of how you will monitor and review progress. 

 
The Action Pan should include the following information: 

• What actions or changes will occur 
• Who will carry out these changes 
• By when they will take place, and for how long 
• What resources are needed 

 
Key considerations: 
 

• Keep it simple – the simpler it is, the easier it will be for people to work from. 
• Keep it separate.  There is no reason why you shouldn’t refer to what you plan to do 

throughout your CP but for future ease it is strongly recommended that you create a 
separate section detailing the action plan. 

• Arrange the actions into the themes your consultation covered. 
• Set clear timescales for each action. 
• State who is responsible for delivering each action. 
• Be clear about what you can achieve as there may be barriers.  For instance, is 

there funding available to support the action identified? 
• Be ambitious – but don’t go over the top.  If you put in some simpler actions these 

can be achieved quite quickly and progress can be made while working towards 
tackling bigger issues. 

• Keep it SMART.  
 
SMART objectives 
SMART is an acronym to help make objectives: 
 
Specific 

• Well defined  
• Clear to anyone that has a basic knowledge of the project 
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E.g. Increase the amount of visitors to Appleton Museum 
Measurable 

• Know if the goal is obtainable and how far away completion is  
• Know when it has been achieved 

E.g. There were 100 visitors in 2012, by the end of  2016 we want that increased by 20% 
Attainable and Agreed 

• Actions must be achievable 
• Agreement with all the stakeholders what the goals should be 

E.g. The 20% increase will be achievable due to the Tourism Board being a stakeholder 
and the successful funding application to install new facilities by the end of 2013. 
Realistic 

• Within the availability of resources, knowledge and time 
E.g. The increase in visitors is expected by the end of 2016, allowing for a delay in the 
installation of new facilities in 2013 
Time Based 

• Enough time to achieve the goal  
• Not too much time, which can affect project performance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Stage 10: Final consultation 

 
Over a specified period of time, the recommended minimum being 8 weeks, make the draft 
document available to as many members of the community as possible for their 
comments. Do this in many formats to make it accessible. 
If participation has been low it may be necessary to hold another event to gather feedback 
on the draft plan.  This is also a good opportunity to look at who made comments in the 
earlier stage of consultation – if there is a group represented in your community who you 
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have not heard from, now is the time to seek their views, and do it in a way that makes it 
easy for them to contribute. 
This should also be distributed to strategic partners (local authority, police, ward members 
etc.) to gather comments and confirm their input into actions before it is finalised. 

 
 Stage 11: Final plan 
 

After the consultation, review the comments and finalise the plan. Sometimes an event is 
held to launch the plan, raise its profile and celebrate what the community has achieved so 
far. 
A summary (minimum of one A4 sheet) should be sent to every household containing the 
actions in the plan and referring them to where they can see the full document.  
Several copies of the full report should be made available to the residents and lodged at 
local shops, Village Hall etc., sent to all strategic partners, published on the website, and 
announced through the various communication channels within the community. 
It is also important to let the Community Partnerships team and the Planning Policy & 
Conservation team at East Northamptonshire Council have a copy of the plan and let them 
have regular updates on the progress of the actions.  
At this stage, if many planning related issues have been raised, it is time to progress with a 
Neighbourhood Plan. Please contact Planning Policy at East Northamptonshire Council on 
01832 742000 or email: communitydevelopment@east-northamptonshire.gov.uk and 
planningpolicy@east-northamptonshire.gov.uk 

 
 Stage 12: Adopt by town / parish council and implement 
  

The town or parish council will have been involved with the process every step of the way 
and will now adopt the plan. They will monitor and review the actions at regular intervals, 
updating the plan when necessary. 
It is important to provide regular feedback to the community on progress with the plan. 
Inform them of completed actions and progress on longer term projects. As well as 
celebrating success, be open about any setbacks that occur. 
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Appendices 
 
Appendix i. 
 
Summary guide to some key Planning and Related Documents (at March 
2013) 
 

The following provides a non-definitive, brief introductory guide to just some of the different 
terminology and documents that currently exist.   

 
It aims to simply provide a brief overview to assist understanding.  

 
Reference is also made within the “Preparation” column as to whether they are subject to 
a formal Independent Examination or not.  
 

Title of Document Prepared by Content in Brief 
 

Consultation/ 
Examination 

National Planning 
Policy Framework 
 

Government This single document sets out 
the national requirements for the 
planning system (i.e. national 
planning policy). It sets out the 
planning policies for England and 
how they are expected to be 
applied. It covers a range of 
topics such as housing, 
transport, climate change etc. 
 
This document replaces  
Planning Policy Guidance and 
Planning Policy Statements 

Consultation, but 
No Examination 
 
 
 
 
 
 
 
 
 
 
 

Local Development 
Scheme (LDS) 

Local Authority The LDS is the timetable of Local 
Plan document preparation 

At East 
Northamptonshire 
Council, it is approved 
by Planning Policy 
Committee and then 
submitted to the North 
Northamptonshire 
Joint Planning Unit 
(JPU) 

Core Spatial Strategy 
(CSS) often just called 
Core Strategy 
 
e.g. North 
Northamptonshire Core 
Spatial Strategy   
 

Supported by the 
North 
Northamptonshire 
Local Authority (s), 
produced by the 
North 
Northamptonshire 
Joint Planning Unit 
 

The CSS provides the overall 
strategic plan (spatial strategy) 
for North Northamptonshire 
(Corby, East Northamptonshire, 
Kettering and Wellingborough). It 
has to be in general conformity 
with national planning policy 
(NPPF) 
 

Consultation and 
Independent 
Examination 
 
 

Local Plan 
 
The new National 
Planning Policy 
Framework sets a 
requirement to produce a 

Local Authority and 
the North 
Northamptonshire 
Joint Planning Unit 

The Local Plan has been 
reintroduced to describe the 
series of statutory planning 
policies for a Local Authority (i.e. 
East Northamptonshire).  The 
adopted Local Plan for East 

Consultation and 
Independent 
Examination 
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Local Plan.  This 
terminology replaces 
what was formally the 
Local Development 
Framework and refers to 
a suite of documents 
including adopted 
Neighborhood Plans. It 
must be noted that this 
terminology does not 
apply specifically to the 
old 1996 Local Plan. 
However policies in the 
Local Plan are “saved” 
and used alongside 
Local Plan documents. 
 

Northamptonshire consists of: 
 
• North Northamptonshire Core 

Spatial Strategy, adopted 
June 2008 

• Rural North, Oundle and 
Thrapston Plan (RNOTP), 
adopted July 2011 

• “Saved” policies from the 
East Northamptonshire 
District Local Plan, adopted 
November 1996 

 

Development Plan 
Documents (DPDs) 
 

Local Authority or 
Joint Planning Unit 

This is the name for a type of 
policy document. These can 
include the Core Spatial Strategy 
and the Site-Specific Allocations 
DPDs i.e. the Rural North, 
Oundle and Thrapston Plan and 
Four Towns Plan 
 
East Northamptonshire DPDs 
can be viewed at the following 
website: www.east-
northamptonshire.gov.uk/develo
pmentplandocuments 
 

Consultation and 
Independent 
Examination 
 

Area Action Plans 
(AAPs) 

Local Authority AAPs are a detailed type of 
DPD, normally based on a 
masterplan for a defined area 
(e.g. town centre or 
neighbourhood).  These 
establish a set of proposals and 
policies for the development of 
the specific area.  They could be 
prepared for example for a town 
centre, regeneration areas or 
urban extension, in order to 
facilitate regeneration and set 
out specific policies and 
proposals. 
 

Consultation and 
Independent 
Examination 
 
 
 
 
 
 
 
 

Neighbourhood Plan Parish/ Town 
Council or 
Neighbourhood 
Forum with Local 
Authority support 

Neighbourhood Plans are a 
statutory DPD, albeit prepared 
by a Parish/ Town Council or 
Neighbourhood Forum, as 
opposed to the Local Planning 
Authority.  These establish 
general planning policies for the 
development and use of the land 
in the defined neighbourhood.  
However evidence for policies 
will be required as they need to 

Consultation, 
Independent 
Examination and 
Referendum 
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be able to withstand examination 
and challenge. 
 
Covers issues important in the 
defined neighbourhood area, 
however they cannot stop or 
restrict development.  
 
These plans have to be in 
conformity with the Local Plan.   
 
Once adopted they carry legal 
weight and will from part of the 
Local Plan, and will be 
considered against any 
proposals for development. 
 

Supplementary 
Planning Documents 
(SPDs) 
 

Local Authority 
 
The Local Authority 
can also choose to 
adopt work carried 
out by another 
organisation. 
 

Supplementary Planning 
Documents (SPDs) provide 
detailed guidance, which 
supplements a policy contained 
in an Adopted Core Strategy or 
an Adopted DPD. An SPD 
cannot set policy. SPDs are non-
statutory, but they act as a 
material planning consideration 
in determining planning 
applications 

Consultation, but No 
Examination 
 
 
 
 
 
 
 
 
 
 

Town / Village Design 
Statement (T/ VDS) 

Local Community 
with Local 
Authority advice 

Design Statements are prepared 
by the community, but 
communities must work closely 
with the Planning Policy and 
Conservation Team at East 
Northamptonshire Council to 
ensure that the content and 
preparation process is suitable 
for it to potentially be Adopted by 
the Local Authority as a 
Supplementary Planning 
Document. 
 
The content cannot, by itself, set 
new policies.  
 
However, a T/VDS, if adopted as 
a Supplementary Planning 
Document, is a material planning 
consideration. 

Consultation, but No 
Examination 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Masterplans Generally Local 
Authority or 
Developer led 

Masterplans can be prepared for 
various reasons e.g.  
• by a Developer to set out 

the vision and proposals for 
the development of their site 
(usually done for larger or 
more complicated sites) 

• by a Local Authority either 

Consultation, but No 
Examination 
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wishing to  
a) identify how an area 
could be regenerated 
 b) identify how the policies 
within an Adopted DPD 
could be implemented in a 
specific area;  
c) find out what 
communities would like to 
achieve for their area and 
provide a set of potential 
actions 

 
The content cannot set policy, by 
itself.  Instead, masterplans will 
form a key evidence base 
document to support the 
preparation of a Neighbourhood 
Plan or AAP. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Community Plan 
(formally called Town 
or Parish Plans) 

Local Community 
with Local 
Authority advice, if 
required 

Town or Parish Plans are 
prepared by the community and 
the Local Authority can provide 
professional advice, if requested 
to by the community.  In essence 
these are a “Business Plan for 
the Community” of where they 
want to be as a community in the 
future and what they need to do 
to get there – content can 
include social, economic and 
environmental issues 
 
The term Community Plan is 
newer terminology for this type of 
Plan. 
 

Consultation, but No 
Examination 
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Appendix ii. 
 

The following provides a simplified flow chart of the planning document 
hierarchy, as a quick reference point.   

 
Those identified with dotted text boxes and dotted arrows indicate their 
potential location in the hierarchy, if they were to be prepared. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Supplementary Planning Documents e.g. 
Town/ Village Design Statements 

Masterplan  

 National Planning Policy Framework  
    (NPPF) 

East Midlands Regional Spatial Strategy 
(while still in place) 

North Northamptonshire  
Core Spatial Strategy (currently being 
reviewed) 

Site-Specific Allocations Development Plan 
Documents e.g. Rural North, Oundle and Thrapston 
Plan and Four Towns Plan and Local Plan “saved 
policies” 

Area Action Plan 

Town and Parish Plan or Community Plan 

Neighbourhood Plan 
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Appendix iii. 
 
Sample Terms of Reference 
 
 

Appleton Community Plan Working Group 
Terms of Reference 2013 

 
The Appleton Community Plan Group aims to drive forward the Appleton Community Plan 
(ACP). 
 
Established in June 2013 by members of the community of Appleton with the commitment of 
Appleton Parish Council its role is to consult and engage with the Appleton community and its 
stakeholders. 
 
APC will produce a draft community plan with actions for the short, medium and long term, gain 
consensus from the community and stakeholders and produce a final plan which Appleton 
Parish Council will consider adopting. 
 
Membership is open to anyone who lives or has an interest in Appleton including businesses, 
councillors, youth groups, schools and any other interested organisations.  
 
The Chair of ACP takes a monthly report to Appleton Parish Council. 
 
ACP will meet monthly until the Community Plan has been adopted by Appleton Parish Council. 
Thereafter it will meet when necessary. 
 
ACP is working with Appleton Parish and Fruitland councils following a Community Plan 
process designed to engage as wide a section of the community as possible. This process 
takes roughly 12 months and uses various formats to engage the community; questionnaires 
focus groups, events. 
 
ACP will meet at the Village Hall, Appleton on a monthly basis, or more when required. 
Appleton Parish Council will organise the venue. 
 
Note taking will be done on volunteer basis. 
 
Topics are generated by the community plan process and professionals will be invited when 
necessary. 
 
Information will be shared through the meetings, minutes, circulations and the website. 
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Appendix iv. 
 
Chairing meeting guidelines 

One of the most important roles of the Chairperson is steering a Committee through its business 
effectively and efficiently. A good Chair will be mindful of the following basic points! 

Before the Meeting: 

1. Plan the agenda by including items brought to you by other members.  Decide the order 
and timing of the agenda. 

2. Be well briefed about each item, and actions taken since the last meeting. 
3. Ensure all necessary background papers (including the last meeting's minutes) are sent 

out with the agenda beforehand. 
4. Ensure that all relevant practical arrangements have been made, e.g. room layout, visual 

aids, etc. 
5. Arrive in good time before the meeting is due to start. 

During the Meeting 

• Start the meeting. Welcome any new members. Make any necessary introductions.  
• Ensure quorum is present and receive apologies for absence.  
• Ensure that additions or amendments to minutes are recorded.  
• Maintain order and guide the meeting according to any ground or procedural rules, 

keeping an eye on the time. 
• Allow flexibility and freedom of expression.  
• Keep to the agenda.  
• Ensure time is used effectively.  
• Ensure full participation.  
• Draw out quieter members and discourage those who are monopolising the meeting.  
• Be prepared to highlight issues that no-one else will, and to be the one who always has 

to ask the awkward questions. 
• Clarify and summarise decisions taken. 
• Ensure that decisions are taken in the context of the organisations strategy and that they 

are recorded, together with who is going to implement them. 

At the End of the Meeting 

1. Agree a date for the next meeting - it is usually best to set dates for the year's meetings 
well in advance. 

2. Ensure that proper minutes have been taken. 
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Appendix v. 
 
Sample budget 

Item description Value  of 
volunteer 
input  
Days  @  £ 

Amount 
from PC 
£ 

Fund 
raising 
£ 

Grant 
application 
£ 

Total 
 
£ 

Public 
meetings/surveys/consultations: 

     

Hire of halls (initial workshop)      
Hire of halls (action planning 
w/shop) 

     

Meetings to develop 
questionnaire(s) 

     

Meetings to develop actions      
Mileage/travel/telephone      
Printing questionnaire(s)      
Distributing questionnaire(s)      
Publicity and information      
      
Consultancy/professional support:      
Facilitation by external support      
Accounting advice      
Questionnaire/graphic design      
Software/processing design      
      
Data collection and analysis:      
Research previous surveys      
Research community profile      
Collection of questionnaire(s)      
Purchase of software      
Data input      
Analysis of processed responses      
      
Production & distribution of 
reports/plans: 

     

Drafting report(s) of responses      
Printing report and action plan      
License to produce OS maps      
Photographs      
Report and action plan distribution      
      
Other costs:      
Prize draw?      
Launch/celebration event?      
      

 
1. Enter cash expenditure into the total column 
2. Estimate hours for tasks undertaken by volunteers and calculate the value of this time 
3. Enter the total amount contributed by the Parish Council and allocate to relevant 

headings 
4. Enter the amount of the total costs you can apply for in grant funding (will depend on 

grant criteria etc.) 
5. Determine the amounts you will need to raise from other sources 
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Appendix vi. 
 
Building a brand and creating professional looking publicity material 

 
Why do you need a strong brand? 
 
As with all brands, it is essential to build an image that will convey trust in whoever is 
using your product; whether they are purchasing it or reading your information. 
 
The main part of any branding is the logo. The most successful brands in the world have 
logos that stand out and convey what they are about. 
 
Take for example the following cropped images of famous brands: 
 

 
 
Because they have built up strong consumer recognition, by only seeing a small part of 
their world famous logo you still know who they are. 
 
Using the logo on all forms of communication is essential as this will help build the brand. 
 
Consistency of brand image is imperative. Try to keep the logo in the same place as this 
will help brand recognition. Any organisation must ensure that all forms of communication 
maintain the same level and quality of branding.  
 
An inconsistent brand image can portray an unprofessional organisation.  
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 Use of colour 
 
The use of colour is essential when building a brand image. 
 
The colours should be part of the main brand logo to help build brand recognition. 
 
The brand colours must follow through on all levels of communication, from letterheads to 
website pages. 
 
It is advisable to take into consideration printing when deciding on your brand colours. The 
logo should be made out of the four printing colours CMYK (standard printing ink colours 
of cyan, magenta, yellow and black). Choosing a spot colour could cost more to 
reproduce. 
 
An even simpler solution would be to have a black logo and use colour paper. The paper 
colour will then be part of your brand identity. This is the cheaper option as the printing can 
be done on smaller printers to save money. 
 

 
 
Too many brand colours 
 

 
 
These compliment each other. 
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Use of typography 
 
It is essential to maintain the same use of typography on all communications. 
Try to avoid character style fonts and stick to classic fonts such as Arial. 
 
Times Roman is too old fashioned and Comic Sans is too unprofessional. 
 
The majority of the body copy must be the same. We suggest using: 
 
Arial 
abcdefghijklmnopqrstuvwxyz 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
1234567890!@£$%^&*()_+{}:”|?><~`,./\’;][ 
 
Arial Bold 
abcdefghijklmnopqrstuvwxyz 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
1234567890!@£$%^&*()_+{}:”|?><~`,./\’;][ 
 
All letters and stationary should be in this font. 
 
You can have more creative freedom with posters and leaflets. 
 
The body copy text must not go below 12pts as people with visual disabilities struggle 
below this size. 
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Publicity material 
 
Hopefully your publicity material will be seen by as many people as possible. 
It is important to make all your publicity material have the same look. 
 
This will help build a recognisable brand that will become familiar to your core audience. 
So every time they see something you have produced, they will know it has come from 
you, thus building trust. 
 
Some keys points: 

• make the title clear and keep to the top half of the material 
• reduce the font size down as you get to less important information, eg: 

o event title - big and bold at the top 
o date of event - little bit smaller, but still bold 
o event detail - little bit smaller and only bold interesting points 

• make sure the logo is in the same place each time 
• make sure you use the primary brand colours 
• make sure you use a clear professional font 
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Plain English 
 
Writing in plain English helps to make sure that people understand what is written the first 
time they read it, which saves time and money spent on clearing up misunderstandings. 
 
By using consistent and grammatically correct language you can communicate a 
professional image of your organisation. This means you must take the same approach 
every time you write and present information.  
 
General rules: 

 
• Keep your sentences short (15 to 20 words on average). Keep paragraphs to three or 

four sentences. 
 

• Choose everyday words, not jargon and avoid American words, phrases and spelling.  
 

• Use positive language. 
 

• Avoid using acronyms if your audience won’t know what they mean. 
 

• Beware of common spelling mistakes – for example, affect, license and practise are 
verbs, and effect, licence and practice are nouns. 

 
• Use lists, paragraphs and bullets where you can to break up text. 

 
• Avoid clichés and other overused phrases such as ‘to name but a few’. 

 
• Always check your spelling. Use the spellchecker (English, not American!), but remember 

it’s not infallible, so read through as well. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



© East Northamptonshire Council 2014  Page 33 of 84 
Community Plan Resource Kit – version 2.1  (May 2014) 
Author: Community Partnerships Team 

Appendix vii 
 

     Creating interest / participation in your community event 
 

Building participation starts before the event – the more people who are involved in the 
planning, the more people who will be interested in promoting it. Make the meetings warm 
and welcoming and have plenty of refreshments on offer. Try to involve a wide age range; 
the event should attract all age groups and backgrounds. 
Community events should be seen as a method of community participation and are an 
opportunity to encourage more volunteers and register interest. 
Here are some things a community event should or can do: 

• Promote community spirit 
• Provide useful information 
• Let people have their say on issues that may affect them now and in the future 
• Provide support for people 
• Link people to organisations that can help them 
• Bring organisations to the community 
• Respond to a important local development 
• Raise awareness 
• Raise funds for projects 
• Recruit more members / volunteers 
• Find out more about what the community needs 
• Highlight issues that may need dealing with 
• Get new ideas for project and initiatives 
• Launch a new campaign / project 
• Get feedback on something that has happened 
• Build links with other partnerships and organisations 
• Appeal to all age groups 

 
Involve the local community in the:  

• Planning  
• Distribution of leaflets and posters  
• Social media alerts 
• Allocation of jobs on the day 

 
Some things to bear in mind: 

• Choose a date, location and time carefully, make sure it doesn’t clash with anything 
else! 

• “Piggy backing” on a well attended event – could help save venue hire and publicity 
costs and ensure a good audience 
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• Make sure you have plenty of time to publicise and to sell the benefits of a CP 
• Cover the whole community 
• Take the event to the people, use a focal point such as the Green or community 

building 
• Ensure the venue / place is accessible 
• See if you can afford to provide free refreshments or face painting for children to 

encourage people to attend  
• Use as many methods as possible to communicate the event, have a logo and 

brand and produce the same leaflet / poster in different sizes (See Appendix xi  for 
tips on how to build a brand and creating professional looking publicity material)  

• Make sure a risk assessment and Public Liability Insurance is in place and some 
nominated First Aiders (See Appendix x1 for an example risk assessment) 

Here are some suggestions for ensuring maximum participation on the day: 
• Have a couple of “meet and greeters” at the front door/ entrance to welcome, 

introduce and explain the purpose of the event / hand out information/ comment 
sheets 

• Have a map of the parish close to the entrance and ask people to put a sticker 
where they live. This will give you an idea of where you may need to target later in 
the process. 

• Have boards around the room with the various themes. Have a couple of volunteers 
at each so they have time to talk to people. 

• Ask questions, get issues from residents, and start building up a picture of what 
people think of their community. 

• As simple as “Like” and “Dislike”; have some volunteers asking people to fill in 
prompt cards or post it/sticky notes about their likes and dislikes. 

• Try and have some incentives relative to the age groups 
• Have something to attract the teens and something to occupy children.  
• Always have some spare volunteers to “float” in case it gets busy to welcome / talk 

to people  
• Where possible advertise timelines - when the next event will take place or when 

results will be displayed 
• Try and capture people’s email / postal addresses so you can notify them of follow 

up activity 
 
After the event: 

• Thank all the volunteers as soon as possible 
• Contact any new recruits 
• Have a follow up meeting 

 



Appendix viii. 
 
Sample Questionnaires 
 

Household 
 
 Appleton Community Plan Questionnaire  
 
This questionnaire has been designed as a template – please edit the questions and 
answer options to suit your particular Parish/Town arrangements. 
 
  

This questionnaire is important. 
 
The responses we receive will help us put together a Community Plan that is a statement of what 
is important to the residents of Appleton. 
 
This questionnaire needs to be completed by one adult to capture current and future housing 
needs in Appleton (extra copies of the survey can be requested from ....).  Information from this 
questionnaire, along with the Youth and Business questionnaires will help shape the Community 
Plan. 
 
The Community Plan will be taken into account when decisions are made about our village 
regarding future development and when applying for grants to fund projects in the village.   
 
The Community Plan project committee is independent from the Parish Council, so this process is 
genuinely done for and by the residents of Appleton. 
 
Insert any instructions here about how long the questionnaire will take, how to return the 
questionnaire, if maps are included and any dates with follow up events such as consultation 
exercises. 
 
 
 
 Facilities and organisations 
 
 
Q1 How well do you think the following facilities meet the needs of the town/village? 

Add and remove to meet requirements 
  Very well  Quite well   Not very 

well 
 Very poorly  Don't know 

 Bank               
 Bridle ways and footpaths               
 Butchers               
 Chemist               
 Churches               
 Coffee shops               
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 Cricket club               
 Dentist               
 Football club               
 Fruit and veg shop               
 Funeral parlour               
 Garage (servicing, repairs)               
 Hairdressers               
 Historic buildings               
 Launderette               
 Library               
 Medical centre               
 Opticians               
 Parks/recreation grounds               
 Pocket park               
 Post office               
 Public houses               
 Restaurants               
 Rural walks               
 Schools               
 Shops - groceries/newspapers               
 Sure start centre               
 Takeaways               
 Vets               
 
Q2 Please tell us about any specific sites, areas or facilities in Appleton that are 

important to you 
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Q3 Please tell us of any other clubs, associations or facilities that you think the 

town/village needs 
  

 
 
 
 

 
 Housing 
 
Q4 Please enter the number of people in your household in each age group 
  1  2  3  4 or more 
  Under 5            
  5 - 10            
 11 - 17            
 18 - 24            
 25 - 44            
 45 - 64            
 65+            
 
Q5 How long have you lived in Appleton 
  Less than a year ...............................     11 - 20 years .....................................   
  1 - 10 years .......................................     More than 20 years  .........................   
 
Q6 Why did you choose to live in Appleton? (Tick all that apply) 
  Attractive location .............................     To be close to a particular school ..   
  Availability of affordable housing ...     To be close to other family 

members or friends ..........................   
  Availability of suitable housing .......     To live with a partner/spouse ..........   
  Convenient location .........................     Other (Please specify below) ................   
  One or more of us has always 

lived here  ..........................................       

 
Q7 Is there anyone in your household currently in need of alternative 

accommodation? 
  Yes (Please tick the box and go to Q).........     No (Please tick the box and go to Q ) ..........   
 
 
Q8 If you ticked yes above, who is looking for alternative accommodation? 
  Whole family .....................................     Parents ...............................................   
  Daughter/Son....................................     Other (Please specify below) ................    
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Q9 Where does the family/individual need to move to? 
  Another property in Appleton .........     Elsewhere ..........................................   
  Another village/parish close to 

Appleton ............................................       

 
 
 
Q10 Why is the move necessary? 
  Employment reasons .......................     To meet the needs of an elderly or 

disabled person ................................   
  Family reasons .................................     More rural area .................................   
  College/University ............................     More urban area ...............................   
  Larger home......................................     Other (Please specify below) ................   
  Smaller home....................................     

 
 
 

 
 
Q11 What type of accommodation is needed by the household/individual? 
  Owner occupied ...............................     Shared ownership ............................    
  Privately rented ................................     Specially adapted housing ..............    
  Local authority ..................................     Sheltered accommodation ..............    
  Housing association rented ............     Other (Please specify below) ................    

 
 
 
 

 
 
Q12 How many bedrooms are needed 
  1 ..........................................................     3 ..........................................................   
  2 ..........................................................     4+ ........................................................   
 
 
Q13 Has any member of your household moved from Appleton in the last year? 
  Yes (Please tick the box and go to Q) ....     No (Please tick the box and go to Q)  .....   
 
 
Q14 Please select their reasons for moving from Appleton 
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  Price of property ...............................     No suitable sheltered housing  .......   
  No suitable property to buy ............     Not able to get a job .........................   
  Lack of local authority/housing 

association homes ...........................     Further/Higher education ................   
  Lack of private rented 

accommodation ................................     Other financial commitments ..........   
  Lack of suitable property for 

special needs ....................................     Other (Please specify below) ................   
  

 
 
 

 
 
 Future housing development  
 
 
Q15 What size of new homes do you think Appleton needs in the future? (tick all that 

apply) 
  For sale  To rent 
 1 bedroom      
 2/3 bedrooms      
 4 bedroom plus      
 No further new homes 

required      
 
 
Q16 Thinking about future housing development in Appleton do you agree or disagree 

that it should be (consider including a map with the boundaries marked)...... 
  Agree  Neither agree nor 

disagree 
 Disagree 

 In a style in keeping with the 
town         

 Within the town/village 
boundary         

 Outside or bordering the 
town/village boundary         

 Focussed on the conversion of 
redundant buildings and infill         

 Flats and apartments         
 Bungalows         
 Built with adequate off road 

parking spaces         
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 Transport/Traffic 
 
Q17 How many roadworthy vehicles are kept by your household? 
  0  1  2  3+ 
 Cars            
 Vans            
 Motorbikes            
 Commercial Vehicles            
 
Q18 How do you get to your work-place? 
  Your own car/motorcycle/van .........     Walk ....................................................   
  Bicycle................................................     Public transport .................................   
  You get a lift ......................................     Other (Please specify below) ................   
  

 
 

 
Q19 Which of the following is your main means of transport? (Please tick just one) 
  Bike ....................................................     Motorbike ...........................................   
  Bus .....................................................     Walking ..............................................   
  Car ......................................................     Mobility scooter .................................   
  Community bus ................................     Other (Please specify below) ................   
  

 
 

 
 
Q20 Do you have problems parking in Appleton? 
  Often ..................................................     Never ..................................................   
  Occasionally......................................       

 
 
Q21 If you have parking problems please tell us where? 
  

 
 

 
 
Q22 When visiting the town/village where do you normally park? 
  Town car park ...................................     On street ............................................   
  Town square .....................................     Other (Please specify below) ................   
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Q23 If car-charging points were available in the town/village how likely would you be to 

buy an electric car in the next 3 years? 
  Very likely ..........................................     Very unlikely ......................................   
  Possibly .............................................     Don't know .........................................   
  Unlikely ..............................................       

 
 
Q24 Do you ever use the bus service in Appleton? 
  Yes .....................................................     No ........................................................   
 
 
Q25 If so how do you rate the service? 
  Good ..................................................     Poor ....................................................   
  Neither good nor poor .....................     Don't use ............................................   
 
 
 
Q26 Please tell us of any improvements that could be made to the bus service? 
  

 
 
 
 

 
Q27 Please tell us of where there are any paths that you think should be designated 

Public Rights of Way? 
  

 
 
 
 

 
Q28 Please tell us of any cycle path links to other villages that you would like to see? 
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Q29 How frequently would you (or someone in your household) use a cycle path in the 
village? 

  Often .................................................................................................................................   
  Sometimes .......................................................................................................................   
  Never.................................................................................................................................   
 
 
Q30 Do you think there are any major "danger spots" on the roads of Appleton?  If so 

please tell us where they are and why you think they are dangerous. 
 Danger spot 1  

 
 Danger spot 2  

 
 Danger spot 3  

 
 
 
Q31 Please tell us of anything that you think could be done to improve any transport, 

traffic or road safety issues in Appleton? 
  

 
 
 
 
 
 

 
 Environment 
 
 
Q32 Do you consider any of the following to be a problem in Appleton? 
  Very big 

problem 
 Fairly big 

problem 
 Not a problem  Don't know 

 Air pollution            
 Condition of roads             
 Condition of paths/pavements            
 Derelict land            
 Dog fouling            
 Empty premises            
 Fly posting            
 Fly tipping            
 Light pollution            
 Litter            
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 Noise pollution e.g barking 
dogs            

 Traffic noise            
 
 
Q33 If you have experienced any of the environmental issues mentioned above please 

tell us what and where 
  

 
 
 
 

 
 
Q34 How important are the following to you and your household? 
  Very 

important 
 Quite 

important 
 Neither 

important 
nor un-

important 

 Not very 
important 

 Not at all 
important 

 General appearance of the 
village               

 Preservation of greenbelt               
 Preservation of local 

landmarks               
 Preservation of wildlife               
 Recycling               
 
Q35 Please tell us of anything you think could be done to improve the environment in 

Appleton? 
  

 
 
 
 
 
 

 
 
 Community Safety 
 
 
Q36 How safe do you feel when out in Appleton? 
  Very safe  Fairly safe  Neither safe 

nor unsafe 
 Fairly 

unsafe 
 Very unsafe 

 During the daytime               
 After dark               
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Q37 Do you consider any of the following to be a problem in Appleton? 
  Very big 

problem 
 Fairly big 

problem 
 Not a problem   Don't know 

 Anti-social behaviour including 
vandalism, graffiti and abusive 
behaviour 

           

 Burglary            
 Drugs and alcohol            
 Hate crime including racism, 

homophobia and disablism            
 Vehicle crime            
 Violent crime including 

domestic abuse            
 
 
Q38 Please tell us of anything that you think could be done to improve Community 

Safety in Appleton? 
  

 
 
 
 
 

 
 
 Communication 
 
 
Q39 How do you usually find out about events taking place in the town/village? (Please 

tick all that apply) 
  Library ................................................     Social media (e.g facebook/twitter) ......   
  Local paper .......................................     "In your vicinity".................................   
  Notice board in local shops ............     Word of mouth ..................................   
  Town/Parish council website ..........     Other (Please specify below) ................   
  

 
 

 
 
Q40 How do you rate the amount of information available about events taking place in 

the town/village? 
  Good .................................................................................................................................   
  Neither good nor poor ....................................................................................................   
  Poor ...................................................................................................................................   
 
 



© East Northamptonshire Council 2014   Page 45 of 84 
Community Plan Resource Kit – version 2.1  (May  2014) 
Author: Community Partnerships Team 

Q41 Please tell us how think communication about town(village) 
events/town(parish)council information could be improved 

  
 
 
 
 
 
 

 
 
Q42 How satisfied are you with the following :- 
  Very      

satisfied 
 Satisfied  Neither 

satisfied 
nor dis-
satisfied 

 Dis-
satisfied 

 Very dis-      
satisfied 

 Don't 
use/have 

 Mobile phone reception                  
 Broadband/ Internet 

connection speed                  
 
 Economy 
 
 
Q43 How important do you think using local shops and businesses is to strengthening 

the town/village and our sense of community 
  Very important ..................................     Not important .....................................   
  Fairly important ................................     Don't know .........................................   
 
 
Q44 Do you shop in the village/town? 
  Yes .....................................................     No ........................................................   
 
 
Q45 If you shop in the village/town what are the main reasons? (Please tick all that apply) 
  You like to support local shops ......     You don't have transport to go 

elsewhere ..........................................   
  You like the social contact ..............     You need last minute thing .............   
  It saves transport costs ...................     Other (Please specify below) ................   
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Q46 How often do you use the following shops in the village/town? 
  Daily  Weekly  Monthly  Less often  Never 
 Bank               
 Butchers               
 Chemist               
 Coffee shop               
 Fruit and veg shop               
 Garage (Servicing, repairs)               
 Hairdressers               
 Launderette               
 Opticians               
 Post office               
 Public houses               
 Restaurants               
 Shops - Groceries/newsagents               
 Takeaways               
 
 
 
Q47 If you don't shop in the village/town please tell us why not 
  

 
 
 
 

 
 
Q48 What other shops/services you would like to see more of in the town/village? 
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 Tourism 
 
 
Q49 What is your opinion of the following events? 
  Good  Neither good 

nor poor 
 Poor  Did not attend 

 Art and craft show            
 Beer festival            
 Carnival            
 Christmas Lights            
 Music festival            
 
 
Q50 If you selected "poor" for any of the events above please tell us why 
  

 
 
 
 
 
 

 
 
Q51 Approximately how often do you visit the following local attractions 
  Weekly  Monthly  Quarterly  Annually  Never 
 Play park               
 Country park               
 Pocket park               
 Greenway               
 Museum               
 
Q52 Please list any other events/incentives that we could hold to encourage more 

residents and visitors into our town/village centre? 
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 Health 
 
 
Q53 Are you registered with a doctor in the village/town? 
  Yes .....................................................     No ........................................................   
 
 
Q54 If you are not registered with a Doctor in the town/village please tell us why not 
  Difficulty getting appointments .......     Stayed with current practice when 

moved to area ...................................   
  Location .............................................     Unable to register locally with 

NHS ....................................................   
  Through choice .................................     Other (Please specify below) ................   
  

 
 

 
 
Q55 Are you registered with a dentist in the town/village? 
  Yes .....................................................     No ........................................................   
 
 
Q56 If you are not registered with a dentist in the town/village please tell us why not 
  Difficulty getting appointments .......     Stayed with current practice when 

moved to the area ............................   
  Location .............................................     Unable to register locally with 

NHS ....................................................   
  Through choice .................................     Other (Please specify below) ................   
  

 
 

 
Q57 Are there any additional health services you would like to see in the village? 
  

 
 
 
 
 

 
Q58 Would you (or anyone in your household) be interested in first aid training? 
  Yes  ....................................................     Don't know .........................................   
  No .......................................................       
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 Education 
 
Q59 How many children in your household attend each of the following  
  0  1  2  3  4 or more 
 Appleton Nursery School               
 Appleton Infant School               
 Appleton Junior School               
 Appleton Primary School               
 Appleton Senior School               
 Appleton College               
 Other Primary School               
 Other School               
 Other College               
 
Q60 If you have children who do not attend the schools in Appleton please tell us why 

not 
  Preference .........................................     Not applicable ...................................   
  No places available..........................     Other (Please specify below) ....................   
  

 
 
 

 
 
Q61 Have you ever/do you attend any adult education classes in the town/village? (This 

includes both day and evening classes) 
  Yes .....................................................     No ........................................................   
 
 
Q62 How satisfied are you with the following 
  Very 

satisfied 
 Satisfied  Neither 

satisfied 
nor dis-
satisfied 

 Dis-
satisfied 

 Very dis-
satisfied 

 Variety of classes                
 Frequency of classes               
 Cost of classes               
 Location of classes               
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Q63 If you do not attend any adult education classes in the town/village please tell us 
why not 

  No interest .........................................     No suitable classes ..........................   
  Transport difficulties ........................     Cost ....................................................   
  Class times not suitable ..................     Other (Please specify) ..........................   

 
 
 

 
Q64 Are there any other adult education classes that you would like to see in the 

town/village? 
  

 
 
 

 
 
 Volunteering 
 
 
Q65 Would you be interested in volunteering or helping with any of the following? (If 

yes, please give us your contact details at the end of the survey) 
  Animal welfare ..................................     Social media/website 

administration ....................................   
  Caring for/visiting the elderly ..........     Walking school bus ..........................   
  Conservation .....................................     Already a volunteer ..........................   
  Events/shows....................................     No interest in volunteering ..............   
  Litter-picking......................................     Other (Please tell us what below) ..........   
  Leaflet drops .....................................      

 
 
 

 

 
 
 Quality of life 
 
 
Q66 How would you rate the following aspects of the town/village 
  Very good  Good  Neither 

good nor 
bad 

 Poor  Very poor 

 Allotments               
 Benches               
 Bus shelters               
 Cemeteries               
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 Green spaces               
 Job opportunities               
 Local parks               
 Pavements               
 Public toilets               
 Roads               
 Street Lighting               
 
Q67 How satisfied are you with your local area as a place to live? 
  Very satisfied ....................................     Fairly dissatisfied ..............................   
  Fairly satisfied ...................................     Very dissatisfied ................................   
  Neither satisfied nor dissatisfied ....       

 
Q68 Do you think that Appleton is an integrated community? 
  Yes .....................................................     Don't know .........................................   
  No .......................................................       

 
Q69 Please add any comments here about what you like about Appleton as a place to 

live 
  

 
 
 
 
 
 

 
Q70 Please add any comments here about what you dislike about Appleton as a place 

to live 
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Q71 Please use this space to make any additional comments you feel might be helpful 
in planning the future of Appleton 

  
 
 
 
 
 
 

 
 
 About You 
 
Q72 Are you 
  Male....................................................     Prefer not to say ...............................   
  Female ...............................................       

 
Q73 How old are you 
  18 - 24 ................................................     55 ........................................................   
  25 - 34 ................................................     64  .......................................................   
  35 - 44 ................................................     65+ ......................................................   
  45 - 54 ................................................     Prefer not to say ...............................   
 
Q74 Do you or any members of your household have a long term illness, disability or 

infirmity? 
  Yes .....................................................     Prefer not to say ...............................   
  No .......................................................       

 
 To which of these groups do you consider that your household belongs? (If you prefer not to 
say please leave this section blank)   
 
Q75 White 
  White British ......................................     Any other white background ...........   
  White Irish .........................................      .............................................................   
 
 Mixed Race 
  White and Black Caribbean ............     White and Asian ................................   
  White and Black African ..................     Any other mixed background ..........   
 
 Asian or Asian British 
  Indian .................................................     Any other Asian background ..........   
  Pakistani ............................................      .............................................................   
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  Bangladeshi ......................................       

 
 Black or Black British 
  Caribbean ..........................................     Any other black background ...........   
  African ................................................      .............................................................   
 
 Chinese or other ethnic group 
  Chinese..............................................     Any other ethnic group ....................   
 
 All questionnaires are anonymous and the information collected will be stored in accordance with 

the Data Protection Act 1988 and treated in the strictest confidence. 
 
 
 
 Add instruction here on how, where and when to return the completed survey by, contact details if 

there are any questions and instructions on how to obtain more copies of the questionnaire. 
 
 Prize Draw/Contact details 
 
 If you would like to enter the prize draw and/or you have said you are interested in volunteering 

please provide your details below. 
 

This page will be detached to preserve anonymity 
 
Name 

 
 
 

 
Address 

 
 
 
 
 
 
 
 
 

 
Email address (if available) 

 
 
 

 
 
 
 



© East Northamptonshire Council 2014   Page 54 of 84 
Community Plan Resource Kit – version 2.1  (May  2014) 
Author: Community Partnerships Team 

Sample Questionnaire 
 

Business 
 
 Appleton Community Plan Business Questionnaire  
 
 
This questionnaire has been designed as a template – please edit the questions and 
answer options to suit your particular Parish/Town arrangements. 
 
 
  
For businesses, including self-employed traders operating in Appleton.  To be completed by 

the business owner or branch manager. 
 

This questionnaire is important. 
 

The responses we receive will help us put together a Community Plan that is a statement of what 
is important to the businesses in Appleton. 

 
The Community Plan will be taken into account when decisions are made about our town/parish 

regarding future development and when applying for grants to fund projects in the town. 
 

The Community Plan project committee is independent from the Town/Parish Council, so this 
process is genuinely done for and by the residents and businesses of Appleton. 

 
 
 Please complete the questionnaire by <enter date here>  
 
 
Q1 Which of the following business categories best describes your business? 
  Agriculture, forestry and fishing ....     Information and communication ....    
  Mining and quarrying ......................     Finance and insurance ...................    
  Manufacturing  .................................     Estate agency/Property activities ..    
  Electricity, gas, steam and air 

conditioning ......................................     Professional, scientific and 
technical activities ...........................    

  Water supply, sewerage, waste 
management and remediation 
activities ............................................  

   Administrative and support 
services activities.............................    

  Construction .....................................     Education ..........................................    
  Wholesale and retail trade, repair 

of motor vehicles and motorcycles     Human health and social work 
activities ............................................    

  Transport and storage ....................     Arts, entertainment and recreation 
services .............................................    

  Accommodation and food 
services  ...........................................     Other (please specify below) ................    
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Q2 How many people do you employ including yourself? 
  Less than 5  6 - 20  21-50  51 - 100  More than 

100 
 Sole trader               
 Part-time               
 Full-time               
 Seasonal               
 Casual               
 
 
Q3 Where does most of your business come from? 
  Locally in Fruitland .......................................................................................................    
  Domestic UK ...................................................................................................................    
  International export ........................................................................................................    
 
 
Q4 Who are your customers 
  Other companies/businesses.......................................................................................    
  General public ................................................................................................................    
 
 
Q5 What methods do you use to advertise your business locally? (Tick all that apply) 
  Library ...............................................     Post Office ........................................    
  Local paper ......................................     Town/Parish Council website ........    
  Notice board in shops ....................     Word of mouth .................................    
  Town/Parish Magazine ..................     Other (Please specify below) ...............    
  Town/Parish Council notice board      

 
 

 
Q6 Has your business ever been affected by any of the following? (Tick all that apply) 
  Anti-social behaviour including 

vandalism, graffiti or abusive 
behaviour ..........................................  

   Vehicle Crime ...................................    

  Burglary ............................................     Violent Crime ....................................    
  Hate crime including racism, 

homophobia, disablism ..................       
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Q7 If your business has been affected by any of the above is there anything that you 

think the town can do to support you and prevent this issue from happening 
again? 

  
 
 
 
 
 

 
 
Q8 Would you consider providing any of the following? 
  Yes  No  Already Provide 
 Apprenticeships         
 Work Experience Placements         
 Offering Volunteering 

Opportunities         
 Business sponsorship for local 

events         
 
 
Q9 How do you rate the following aspects of the local area from a business 

perspective? 
  Excellent  Good  Fair  Poor  Don't 

know/Not 
applicable 

 Availability of suitable 
premises               

 Good value rent and rates               
 Supply chain located locally               
 Local support available to 

businesses               
 Skilled staff               
 Support on planning 

permissions               
 Ease of transportation of 

freight               
 Strategic road network 

(Motorways, A roads)               
 Local road network               
 Rail network               
 Airport access               
 Availability of affordable 

housing               
 Availability of local services 

(such as retail and leisure)               
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 Average pay scales/wage 
scales               

 Good quality schools/colleges               
 Attractive surroundings               
 Public transport               
 Walking/cycling routes               
 Proximity to universities               
 
 
Q10 What are the best things about Appleton as a business location? (Please select up to 5) 
  Good transport links .......................     Easy for customers to find/access    
  Central location ...............................     Safe/secure area/low crime rate ...    
  Nice 

area/surroundings/environment ....     Close to other businesses/clients .    
  Close to amenities ..........................     Good parking facilities ....................    
  Close to London ..............................     Lots of passing trade/customers ...    
  Rural/Semi-rural area .....................     Close for employees to get to 

work/home ........................................    
  Costs are low/reasonable ..............     Size of building/lots of space .........    
  Good availability of work-force......     None or little competition ................    
  The premises ...................................     Close to 

colleges/schools/universities .........    
  In a good broadband area .............     Other (Please specify below) ...............    

 
 
 

 
 
Q11 What are the worst things about Appleton as a business location? (Please select up to 5)  
  Poor parking facilities .....................     Rundown/untidy/fly-tipping area ....    
  Poor road infrastructure/access to 

motorways ........................................     Poor road/pavement maintenance    
  Lack of walking/cycling routes ......     Lack of passing trade ......................    
  High rates/council tax/rent .............     lack of facilities/amenities that 

draw people to the area ..................    
  Premises are too small/restricted .     Too much competition ....................    
  Poor internet services ....................     Poor shopping facilities...................    
  Rural/Remote location ....................     Need to be closer to the centre of 

the town/more passing trade 
needed ..............................................  

  

  Crime (including lack of security) .     Limited (non financial) support 
from council ......................................    
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  Lack of a local skilled workforce ...     Economic recession ........................    
  Business is in a difficult to find or 

get to location ..................................     Poor housing provision ...................    
  Poor public transport services ......     Other (Please specify below) ...............    
  Congestion/high traffic volume .....      

 
 

 
 
Q12 Overall how do you rate Appleton as a place to do business? 
  Very good ........................................................................................................................    
  Good ................................................................................................................................    
  Average ...........................................................................................................................    
  Poor ..................................................................................................................................    
  Very poor .........................................................................................................................    
 
 
Q13 Is there anything that you think Appleton Town/Parish Council could do to further 

help businesses in the town? 
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Q14 Do you have any other comments? 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 As part of the Community Plan process there will be focus groups going into more detail about 
how both the businesses and the community of Appleton can support each other.  If you would be 

willing to be part of a focus group or would like further information please provide your contact 
details below.  

 
 
Q15 Contact details 
  

 
 
 
 
 
 
 
 
 
 

 
 
  

Thank you for completing this questionnaire 
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Sample Questionnaire 
 

Youth 
 

 
This questionnaire has been designed as a template – please edit the questions and 
answer options to suit your particular Parish/Town arrangements. 
 
 Questionnaire for young people aged 11 - 17 years 

 
We do hope you will complete this questionnaire as it is important. 

 
The responses we receive will help us put together a Community Plan that is a statement of what 
is important to the residents of Appleton.  That is everyone who lives here, and your age group is 

particularly important. 
 

The Community Plan is a document that can be used to help fund projects in Appleton - so what 
comments you make about what you like and dislike are very helpful. 

 
The Plan will also help decide about housing, employment, transport and other needs which are 

important for you as you may live here for quite a few years to come. 
 

Please answer as many questions as you can. 
 
 
 
 

Insert any instructions here about how long the questionnaire will take; returning the 
questionnaire, if maps are included and any dates with follow up events such as consultation 

exercises. 
 
 
 
 About You 
 
 
Q1 How old are you? 
 11 - 13 ...............................................................................................................................    
 14 or 15 ............................................................................................................................    
 16 or 17 ............................................................................................................................    
 
 
Q2 Are you ... 
 Male ..................................................................................................................................    
 Female ..............................................................................................................................    
 Prefer not to say ..............................................................................................................    

 Appleton Community Plan - Youth Questionnaire  
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 Facilities and organisations 
 
 
Q3 How satisfied are you with the following facilities in Appleton? (Modify according to 

what is available in your Parish) 
  Very 

satisfied  
 Satisfied  Neither 

satisfied 
nor dis-
satisfied 

 Dis-
satisfied 

 Very dis-
satisfied 

 No 
opinion/ 
don't use 

 Bank                  
 Bridle ways and footpaths                  
 Churches                  
 Cycle Ramps                  
 Garage (Servicing, repairs)                  
 Hairdressers                  
 Medical Centre                  
 Pocket Park                  
 Post Office                  
 Recreation Grounds                  
 Schools                  
 Shops - groceries/newspapers                  
 Takeaways                  
 Village Hall                  
 
 
Q4 How often do you go to the following clubs in Appleton. (Modify according to what is 

available in your Parish) 
  Daily  Weekly  Once or 

twice a 
month 

 Occasionally   Never 

 Badminton               
 Cadets               
 Football Clubs               
 Guides/Scouts               
 Recreation Grounds               
 Skate Park               
 Street Dance               
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 Table Tennis               
 Youth Club               
 Cafes/Restaurants               
 Cinema               
 Ice Skating               
 Leisure Centre               
 Other (Please give us details in the 

box below)               
   

 
 

 
 
Q5 Please list any other clubs, associations or facilities that you would use if they 

were available in Appleton  
  

 
 
 
 
 
 

 
 
 Travel and transport 
 
 
Q6 How often do you travel out of Appleton to go to the following? 
  Every day  Every week  Every 

month 
 A few times 

a year 
 Never 

 School/College               
 Cafe's/restaurants               
 Cinema/entertainment               
 Sport               
 Other (Please give details below)               
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Q7 Which of the following is your MAIN means of transport out of the 
town/village?(Please tick only one) 

 Motorcycle/moped ...........................     Community bus .................................   
 Bicycle ...............................................     Walking ..............................................   
 Bus .....................................................     Lift from parent/friend .......................   
 Car ......................................................     Other (Please give details below) ..............   
   

 
 

 
Q8 Do you use the bus? 
 Yes (Tick and go to Q?) ..........................     No (Tick and go to Q?) .............................   
 
 
Q9 How do you rate the bus service in Appleton? 
 Good ..................................................     Bad ......................................................   
 Neither good nor bad ......................     Don't use ............................................   
 
 
Q10 Do you think there are any "danger spots" on the roads of Appleton?  For 

example, in crossing the road, or where cars speed.  If so, please tell us where 
they are and why you think they are dangerous.  

 Danger spot 1  
 
 

 Danger spot 2  
 
 

 Danger spot 3  
 
 

 
 
Q11 Please tell us of anything that you think can be done to improve any transport, 

traffic or road safety issues in Appleton? 
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 Environment 
 
 
Q12 Do you consider any of the following are a problem in your neighbourhood? 
  Very big 

problem 
 Quite a big 

problem 
 Not a problem 

at all 
 Don't know 

 Dog fouling            
 Fly posting            
 Fly tipping            
 Light pollution            
 Litter            
 Noise pollution            
 Traffic noise            
 
Q13 If you have said that any of the issues mentioned above are a problem in Appleton 

please tell us where these problems occur 
  

 
 
 
 
 
 
 
 
 
 
 

 
Q14 Do you have any ideas about how we could make Appleton a cleaner  place for 

people to live 
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 Community Safety 
 
 
Q15 How safe do you feel when you are out in Appleton? 
  Very safe  Fairly safe  Neither safe 

nor unsafe 
 Fairly 

unsafe 
 Very unsafe 

 During the daytime               
 After dark               
 
 
Q16 Do you consider any of the following to be a problem in Appleton? 
  Very big 

problem 
 Quite a big 

problem  
 Not a problem 

at all 
 Don't know 

 Anti-social behaviour including 
vandalism, graffiti and abusive 
behaviour 

           

 Burglary            
 Drugs and alcohol            
 Hate crime including racism, 

homophobia and disablism            
 Vehicle crime            
 Violent crime including 

domestic abuse            
 
 
Q17 Please tell us of anything that you think could be done to make Appleton a safer 

place for people to live? 
  

 
 
 

  
 
 

 
 
 
 

 
 Communication 
 
Q18 How do you usually find out about events taking place in the town/village? (Please 

tick all that apply) 
 Town/parish newsletter ...................     Social media (e.g 

facebook/twitter) ...............................   
 Library ................................................     Town council notice board ..............   
 Local paper .......................................     Friends ...............................................   
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 Notice board in local shops ............     School ................................................   
 Appleton town council website .....     Other (Please give details below) .............   
   

 
  

 
Q19 What is the best way to let young people know what is happening in Appleton? 
  

 
 
 
 
 

 
Q20 Do you feel your views about Appleton are ........ 
  Yes  No  Sometimes 
 Listened to         
 Acted upon         
 
Q21 Can you give an example of why you think the above? 
  

 
 
 
 
 
 

 
Q22 Which of the following do you have or use regularly? (Please tick all that apply) 
 Broadband Internet ..........................     Pinterest .............................................   
 Laptop ................................................     Facebook ...........................................   
 Tablet (e.g ipad) ...............................     MySpace ............................................   
 Smart Phone .....................................     Twitter .................................................   
 Mobile Phone ....................................     YouTube ............................................   
 
 
Q23 How important would it be for you to have access, within Appleton, to 

independent advice and guidance on the following issues? 
  Very important  Quite important  Not important 
 Physical health and 

development         
 Emotional health and 

development         
 Further education advice         
 Employment advice         
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 Economy 
 
 
Q24 Do you regularly shop in Appleton? 
 Yes (Tick and go to Q?) .........................................................................................................    
 No (Tick and go to Q?) ...........................................................................................................    
 
 
Q25 What are the main reasons you shop in Appleton? (Please tick all that apply) 
 It saves transport costs ...................     You like the social contact ..............   
 You like to support local shops ......     You need last minute things ...........   
 You don't have transport to go 

elsewhere ..........................................     Other (Please give details below) ..........   
   

 
 
 
Q26 If you don't shop in Appleton please tell us why not 
  

 
 
 
 

 
 
Q27 Please list any other kinds of shops/services you would like to see in Appleton 
  

 
 
 
 
 
 
 

 
 
 Work/Volunteering 
 
 
Q28 Do you have a job? 
 Yes full-time (Tick and go to Q?) ..........................................................................................    
 Yes part-time (Tick and go to Q?) ........................................................................................    
 Yes voluntary work (Tick and go to Q?) ..............................................................................    
 No (Tick and go to Q?)   .........................................................................................................    
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Q29 Is your work in Appleton? 
 Yes  ...................................................................................................................................    
 No  .....................................................................................................................................    
 
 
Q30 How do you get to your work-place? 
 I have my own car/motorbike ........................................................................................    
 Cycle  ................................................................................................................................    
 Public Transport ..............................................................................................................    
 I get a lift ...........................................................................................................................    
 I walk .................................................................................................................................    
 Other (Please give details below) ............................................................................................    
   

 
 
 
 
Q31 Would you be interested in being part of an Appleton Youth Forum? 
 Yes (please give us your contact details at the end of the survey) ...................................................    
 No ......................................................................................................................................    
 Not sure ............................................................................................................................    
 
 
Q32 Would you be interested in volunteering or helping with any of the following? (If 

yes, please give us your contact details at the end of the survey) 
 Animal welfare .................................................................................................................    
 Caring for/visiting the elderly .........................................................................................    
 Conservation....................................................................................................................    
 Events/shows ..................................................................................................................    
 Litter-picking ....................................................................................................................    
 Leaflet drops ....................................................................................................................    
 Social media/website administration ...........................................................................    
 Walking bus .....................................................................................................................    
 Already a volunteer .........................................................................................................    
 No interest in volunteering .............................................................................................    
 Other (Please tell us what below) ............................................................................................    
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 Quality of Life 

 
Q33 What do you like most about living in Appleton? 
  

 
 
 

 
Q34 What do you like least about living in Appleton? 
  

 
 
 

 
Q35 Is there anything you would like to change about Appleton? 
  

 
 
 

 
Q36 Please use this space to make any additional comments you feel might be helpful 

in planning the future of Appleton 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 All questionnaires are anonymous and the information collected will be stored in accordance with 

the Data Protection Act 1988 and treated in the strictest confidence. 
 

Add instruction here on how/where to return completed survey to 
 
 Thank you for completing this questionnaire 

 



Appendix ix. 
Appleton Community Plan Action Plan 2014 

Theme Action Outcome Timeframe Partners Resources Comments Justifications 
Housing 

Development 
Ensure 

accommodation 
for ageing 
population 

Suitable 
accommodation 
within village for 

elderly 

5 -10 years AHA, ACC, 
APC 

www.locality.org.uk 
 

To include in 
Neighbourhood 

Plan 

 

Create Village 
Design 

Statement 
 

Ensures new 
builds are 

constructed in 
local stone. 

Retains village 
character. 
Increased 

business for local 
stoneworks. 

6 months-2 years ACPWG, 
APC, FDC, 

ARCC 

 To commence 
ASAP 

 

Transport / 
Traffic 

Install Activated 
Speed Sign on 

Park Street 

Reduction of 
speeding within 

village 

6 months-1 year ACC 
APC 

Councillor Fund Verbal request to 
Councillor as at 

10/10/13 

 

Investigate 
possibility of 
village pub 

sharing car park 
spaces 

Reduction of 
congestion near 

to the school 

0-3 months School, 
Parents, 

Pub, 
ACPWG 

 Meeting 02/11/13  

Community 
Safety 

Set up 
Neighbourhood 
Watch scheme 
on Pippin Close 

Safer 
communities 

0-4 months Residents, 
NHW  

Community Safety 
Fund 

Meeting 16/11/13  

Investigate late 
night bus 
service at 

weekends to 
Pearford 

Increased safety 
at night 

6 months- 1 year APC, ACC, 
AH 

ACC Safer routes 
fund 

Action Plan and 
letter sent to ACC. 
Awaiting response 

 

Environment 
 

Introduce 
regular Tidy Up 

Days 

Reduction of 
litter and 
promote 

community pride 

0-2 months ACPWG, 
APC 

Equipment to borrow 1st 30/11/13  

Reduce noise Reduced noise 0-6 months FDC Equipment to borrow Awaiting response  

http://www.locality.org.uk/
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coming from 
Apple Tree 

Arms after hours 

pollution around 
pub area 

from FDC 

Facilities and 
organisations 

Cinema Club at 
Village Hall 

Increased 
community 
activities 

3 -12 months ACPWG, 
VHC 

Lottery grant, Local 
Community 
Foundation 

Application 
deadline 31/01/14 

 

Install play 
equipment for 

toddlers 

Improved play 
facilities 

6 months- 2 
years 

APC Lottery grant, Landfill 
tax, Developer 

funding 

Consultation with 
Mums and Tots 
groups to take 
place Jan 2014 

 

Communication Install  
Superfast 
broadband 
connection 

Improved 
internet use for 

community 

6 months- 2 
years 

ACC ACC funding, Rural 
Community 

Broadband fund 
(DEFRA) 

ACC leading due 
to be completed 

late 2014 

 

Install Wi-Fi 
within Village 

Hall 

Increased 
access to 

internet services 

6 months- 1 year VHC Councillor fund Verbal request to 
Councillor 
10/10/13 

 

Economy Online business 
directory 

Increased 
business from 

local community 

6 months- 1 year ACPWG, 
Businesses 

Hosting of site, Local 
Enterprise 
Partnership 

Research ongoing  

Start a late night 
shopping day 

Boost local 
economy and 

increased High 
Street footfall 

3-9 months APC,FDC,A
CC, 

Businesses 

Local Enterprise 
Partnership 

Meeting to be held 
February 2014 

 

Health Install adult gym 
equipment in 

Recreation Park 
Improved leisure 

facilities 
6 months- 2 

years 
APC Lottery grant, Landfill 

tax, Developer 
funding 

Consultation to 
take place Spring 

2014 

 

Create a bicycle 
loan scheme 

Improved leisure 
facilities. 

Decreased 
carbon footprint.  

6 months- 1 year ATG National Cycle 
Charity, Lottery grant 

Await formation of 
ATG 

 

Education IT skills classes 
at library 

Increased IT 
skills 

6-18 months AL ACC fund, Councillor 
fund, Local 
Community 
Foundation 

Discussions 
started 

 

Start Adult 
Education 

Increased 
activities and 

6-18 months ACC, VHC ACC fund, Councillor 
fund, 

Discussions 
started 
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classes in 
Village Hall 

learning Local Community 
Foundation 

Quality of Life Introduce bulk 
buying oil 
scheme to 
Appleton 

Reduced cost for 
purchasers and 

traffic in Appleton 

3-12 months ATG, ACU, 
ARCC 

 Await formation of 
ATG 

 

Plant trees and 
bulbs in 

Memorial 
Gardens 

Improved visual 
appearance 

3-6 months ACPWG Local business 
donate bulbs / trees, 

Lottery grant 
 

Take place Spring 
2014 

 

Tourism  Promote 
Appleton as a 

weekend break 
destination 

Boost the local 
economy 

6-18months APC,ACC,F
DC 

Local Enterprise 
Partnership 

Initial meeting 
16/12/13 

 

Reintroduce 
Appleton Hops 

Fair 

Preserved local 
heritage 

0-12 months APC,FDC Local Enterprise 
Partnership, Local 

Breweries, Farmers, 
Lottery grant, ACC, 

ACP 

Initial meeting 
01/02/14 

 

Sustainability Create a 
community 
composting 

facility  

Reduction in 
amount of 

wasted food to 
landfill. 

Increased 
availability of 
compost for 

village 

Within 3 months Community 
of Appleton, 

AS,  
APCWG 

Timber provided by 
Appleton Timbers, 
construction by AS 

AS to discuss at 
AGM in December 

2013 

 

Create a 
Transition 

Group 

Reduced carbon 
footprint. 
Increased 
amount of 

sustainable 
options 

0-6 months ACPWG, 
Community 
of Appleton, 

ACC 

Local businesses Invites and 
publicity being 

compiled 

 

Services Increase water 
pressure 

Improved water 
pressure 

Within 1 year APC, FW 
 

 APC meeting FW 
16/11/13 

 

Install electric 
car charging 

points 

Increased 
sustainable 

options 

6 – 18 months APC National Government 
incentives 

Currently meeting 
with FDC to 

discuss suitable 
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Key: 
ACC Appleshire County Council 
ACPWG Appleton Community Plan Working Group 
ARCC Appleshire Rural Community Council 
ACU Appleshire Credit Union 
AH Appleshire Highways 
AHA Appleshire Housing Association 
AL Appleton Library 
APC Appleton Parish Council 
AS Allotment Society 
ATG Appleton Transition Group (to be formed) 
AYF Appleton Youth Forum 
FDC Fruitland District Council 
FW Fruitland Water 
NHW Neighbourhood Watch 
VHC Village Hall Committee 
Please note that this is fictitious and has been provided purely as an example of a CP action plan. 

The timescales referred to in the “Timeframe” column refer to the “action” being set up and not it’s rolling out. E.g. “install activated speed” sign 
on Park Street – Timeframe: 6 months – 1 year refers to the installation, not the length of time it will be installed for.  

funding pots 
Youth Set up Amateur 

Youth Drama 
group 

Increased 
activities 

0-6 months AYF, 
ACPWG 

ACC Youth grant 
programme,  Local 

Community 
Foundation 

Initial meeting 
01/12/13 

 

Set up charity 
shop in empty 

shop 

Increased skills, 
job and 

volunteering 
opportunities 

0-6 months  AYF, 
ACPWG, 

ATG 

ACC Youth grant 
programme, 

Councillor fund,  
Local Community 

Foundation 

Awaiting 
information from 
Appleton Rentals 

 



Appendix x. 
 

Safety information 
 
Safety factors to consider 

 
When working out in the community it is always important to remember to keep safe. This 
is especially important when conducting questionnaires. The guidance notes below are 
designed to help volunteers carry out those duties in a safe manner, and to assist in 
providing for their protection. It is possible that they will meet persons from all types of 
backgrounds. There is a risk that a small number may behave in a violent or abusive 
manner towards them. It is worthwhile for a copy of the guidance notes to be signed by the 
volunteer and the Community Plan Coordinator so that there is a record that the person 
has read and is aware of the risks involved. 

 
Example guidance notes for questionnaire distributors  
 
♦ It is not a requirement of your duties that you should place yourself in dangerous 

situations.  You are, of course, expected to take action that will prevent or reduce the risk 
of a violent situation arising and to minimise the consequences should such a situation 
arise.  Below are a number of points that you should consider 

 
♦ If possible work during daylight hours. Take a torch, in case you visit dark buildings. 
 
♦ If possible work in pairs, or close together so you can see each other. 
 
♦ Please be very careful to watch your step – we have had several volunteers suffer trips 

and falls because of uneven or slippery surfaces, particularly on steps – do not attempt to 
deliver if you believe that you are at risk of injury or if you know the property to have a dog 
which can cause injury whilst delivering. 

 
♦ Please make sure that you do not try to carry too much, and use a bag such as a rucksack 

that distributes the weight evenly on your back and shoulders. 
 
♦ Be careful when posting envelopes through letter boxes.  Do not put your fingers through 

the letterbox, use a ruler or something similar.  There may be a dog at the other side. 
 
♦ DO NOT look through the letterbox – you do not know who or what is at the other side. 
 
♦ If there is a dog in the garden that you do not care to approach or you cannot get access 

to a property for some reason, do not deliver there. 
 
♦ If the property has a gate leave it open whilst you are delivering. Close it when you leave. 
 
♦ Let someone know where you are going and when you expect to return - be sure to 

contact that person on your return to let him or her know you are back. 
 
♦ If you have a mobile phone make sure it is fully charged and switched on. Leave the 

number with someone. 
 
♦ If your deliveries take longer than you expect let your contact know. 



© East Northamptonshire Council 2014   Page 75 of 84 
Community Plan Resource Kit – version 2.1  (May  2014) 
Author: Community Partnerships Team 

 
PERSONAL CONFRONTATION 
 
♦ If you are unsure of a person's intentions, or that of a domestic pet, withdraw.  
 
♦ You should keep your distance, respect personal space and give the person room to 

breathe. 
 
♦ If you have to leave you should never turn your back. You should move gradually 

backwards and stay facing the person/animal. Avoid running from a dog. Try to remain 
calm 

 
♦ You should NEVER offer your home telephone number or address. 
 
♦ You should position yourself so that you have an escape route.  Avoid potentially 

dangerous locations such as tops of stairs, restricted spaces or places where there is 
equipment. The primary aim should always be to get away. 

 
♦ If possible, you should talk yourself out of problems.  You should remain calm, speak 

gently and not argue with persons who are focusing their aggression on you. 
 
♦ Discuss situations with Community Plan Coordinator on XXXXX XXXXXX if you are 

concerned. 
 
♦ We cannot take responsibility for any injury sustained whilst delivering on behalf of the 

plan. 
 
♦ We would welcome your suggestions on safer working practices. 
 

As a volunteer I sign to say I have read and kept a copy of the above: 
 
Signature................................................................................................................................. 
 
Full name................................................................................................................................. 
 
Address...................................................................................................................................
................................................................................................................................................
................................................................................................................................................ 
 
Date......................................................................................................................................... 
 
Signature of Community Plan Coordinator to say a copy of this has been given to volunteer 
and a copy retained by: 
 
Officer...................................................................................................................................... 
 
Name and date........................................................................................................................ 
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Risk assessment 
For any consultation events and activities a risk assessment must be produced to ensure 
that safety considerations have been taken in to account and any potential risks can be 
acted upon. The example community event risk assessment below should help for creating 
a risk event for your own community consultation event.  

Community event – Risk assessment 
 
Date of Assessment :  1st October 2013 
Place of Event:   Marquee on Village Green 
Risk Assessment carried out by:  Jenny Brown  
Date of Event:   31st October 2013 
 
Task / Activity:-   Information and fun day for residents of Appleton 

1. Various games and activities organised by volunteers. 
2. Information stands on Community Plan and partner organisations. 
3. Refreshments provided by Appleton WI 
4. Graffiti artist in park  
5. Ghostly tales supplied by Appleshire County Council 
6. School dance display provided by Appleton Junior School 
7. First Aid provided by Appleton St.John’s Ambulance.  
8. Stewarding / floating by volunteers 

 
Preparation 

1 Everyone who is holding a stall / attraction will be written to / emailed 3-4 weeks in 
advance with instructions on setting up, who to call and what is required. ACTION 
LF 

2 Village Green and all its 3 entrances to be cleared of rubbish, dog mess etc. in 
advance. ACTION APC / CF 

3 Stewarding to start on Green at 8am for set up of marquee. ACTION JM 
4 Plan of what is happening when and where to be issued and displayed all around. 

ACTION LF 
5 Ensure the event is widely publicised throughout area and Appleton and that all 

active partners are included in promotional material. ACTION SH 
6 Ensure there are plenty of bins for the event and at the end for clear up and 

equipment to tie up and take down banners. ACTION APC  
 
 

What are the 
hazards? 

Who might 
be harmed 
and how? 

What are you 
already doing? 

What further 
action is 
necessary 

Action by 
who? 

Action by 
when? 

Actioned 

Litter - all sorts 
 

Everyone APC to clear park 
thoroughly before 
event especially the 
day of event 

All to be aware of 
glass during day 
and avoid selling 
drinks in glass, 
provide plenty of 
bins during day 
and ask all to 
clear up behind 
themselves 

APC /All The day of 
event 

APC – 
30/10/13 

Confusion 
when setting up 

Everyone LF to email ALL 
stall /activities 
providers with 
instructions 

Brief all with Risk 
Assessment and 
setting up 
instructions at 
meeting 21/10/13 

ALL 21st October 
and on the day 

 

Fences and Everyone  Stalls and activities Sign advising of SH Throughout   
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barbed wire on 
fences 
 

to be situated in 
marquee far 
enough away from 
fences.  

barbed wire on 
fences 

Uneven ground 
 

Everyone – 
strained 
muscles 

Instructions 
advising ground is 
uneven 

As above SH Throughout – 
First Aid 

 

Play equipment 
faulty 
 

Children 
playing on it 

APC regularly 
check their play 
equipment 

Continual 
monitoring 

APC Day of event  

Refreshments  Everyone  Telling everyone to 
take care, and cake 
stall to label if 
contains nuts. 
Games advised not 
to have alcohol as 
prizes. 

Continual 
monitoring 

Appleton 
WI /All 

21/10/13  

Catering 
 
 

Everyone Caterers will do 
own risk 
assessment and 
have health and 
hygiene certificate 
– need to see 
before event 

Keep children 
away and ensure 
there is an 
orderly queue 

Appleton 
WI /All 

Throughout   

Stinging nettles 
/ bushes 

Everyone APC to cut down 
for the event 

Keep all stalls 
and activities 
away from 
bushes / stingers 

APC/CF Throughout – 
First Aid 

 

Sharp objects 
protruding from 
ground - and 
guide rope from 
gazebos 

Everyone APC to remove 
before event and 
stall holders to 
place guide ropes 
carefully 

Uneven ground 
sign to beware 

SH Throughout – 
First Aid 

 

Weather Everyone Indoor venues in 
use and flooring 
can be laid in event 
of wet in marquee 

If storms / bad 
weather event 
will cease or be 
cancelled 

JM 1 week before 
and throughout 

 

Dog excrement 
and dogs in 
general 

Everyone APC to check and 
clean day of event. 
And all to be aware 
of dogs in public 
park 

All to be aware APC/CF Throughout  

Alcohol Everyone No alcohol on sale 
on the day. 
Games and prize 
stalls advised to not 
have it as prizes 

Vigilant of those 
who bring it on 
the day 

JM Before event 
with 
instructions and 
on day 

 

Injury on any of 
the activities 

Activity 
providers 

Risk assessment. 
Providers asked for 
Public Liability. All 
given instructions 
and told ground 
uneven 

Have copy of PLI 
to APC 

JM Before event 
and on day – 
First Aid 

 

 
Initials  
APC - Appleton Parish Council  JM – John Miles   LF – Lynn Forsythe 
CF – Colin Fox    SH – Siobhan Hunt 
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Appendix xi. 
 

Links to Parish / Community plans and advice websites 
 
Below is a selection of links to parish / community plans from around the country. There is 
a variety of large and small villages and some county websites which have links to their 
own parishes / towns and advice on creating Community Plans. 
 
Northamptonshire Parish / Community Plans: 
 
Broughton Parish Plan: 
http://www.kettering.gov.uk/site/scripts/download_info.php?fileID=4410 
 
Hartwell Parish Plan: 
http://www.hartwellvillage.org.uk/groups/Hartwell-Parish-Plan 
 
Higham Ferrers 
http://www.highamferrers-tc.gov.uk/Article/Detail.aspx?ArticleUid=7183dfea-2785-4f82-
bac5-47d835ae8e8f 
 
Holcot 
http://northantsacre.org.uk/files/2012/06/Holcot-Parish-Plan.pdf 
 
Little Harrowden 
http://www.littleharrowdenparishcouncil.gov.uk/community/parish-plan 
 
Spratton Community Plan 
http://northantsacre.org.uk/files/2012/06/Spratton-Parish-Plan.pdf 
 
Stanwick Parish Plan:  
http://www.stanwickpc.moonfruit.com/#/parish-plan/4553770812 
 
Titchmarsh Parish Plan: 
http://www.titchmarsh.info/assets/parishplandocument.pdf 
 
Useful advice websites: 
 
Leicestershire Rural Community Council (information on creating Parish/Community 
Plans): 
http://www.ruralcc.org.uk/parish-and-community-plans.html 
 
Rural Community Council of Essex (information on creating Parish/Community Plans): 
http://www.essexrcc.org.uk/Our_work_with_Communities/Community_Led_Planning.aspx 

 
Northamptonshire ACRE 
http://northantsacre.org.uk/community-work/community-planning/parish-plans/parish-
plans/ 
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Contact details of key organisations 
 
Please find below the contact details for some key organisations that may be of help to 
you with the community planning process. 
 
East Northamptonshire Council services: 
 
East Northamptonshire Council Community Partnerships department – All enquiries and 
support with developing a Community Plan – 01832 742244; 
communitydevelopment@east-northamptonshire.gov.uk 
 
East Northamptonshire Council External Funding Manager – All funding advice and 
support - 01832 742191; externalfunding@east-northamptonshire.gov.uk 
 
East Northamptonshire Council Planning Policy and Conservation department – Advice on 
development plans, supplementary planning documents and Neighbourhood Plans - 
01832 742000 and ask for a member of the planning policy team; planningpolicy@east-
northamptonshire.gov.uk 
 
East Northamptonshire Council Communications department – Advertising news stories 
and events in Nene Valley News – 01832 742217; nvn@east-northamptonshire.gov.uk 
 
East Northamptonshire Council Policy and Performance department – Advice on equality 
information – 01832 742265; pandp@east-northamptonshire.gov.uk 
 
Other key organisations that work within Northamptonshire: 
 
Northamptonshire County Council (NCC) – Services including highways, schools and 
libraries – www.northamptonshire.gov.uk; 0300 126 1000 
 
North Northamptonshire Joint Planning Unit (NNJPU) – Information on the Joint Core 
Spatial Strategy and they provide the overall development framework for North 
Northamptonshire – www.nnjpu.org.uk; 01832 742137; localplan@east-
northamptonshire.gov.uk 
 
Nene Valley Community Action (NVCA) – Provides services that develop opportunities, 
supports and builds capacity, enables and helps people and communities – 
www.ncva.org.uk; 01933 396382; info@nvca.org.uk 
 
Service Six – Youth service provider, support on youth engagement and counselling 
services – www.servicesix.co.uk; 01933 226602; help@servicesix.co.uk 
 
The Wildlife Trust - Bedfordshire, Cambridgeshire and Northamptonshire – Gives advice to 
landowners, local groups and councils.  Run events, activities and volunteer opportunities 
–www.wildlifebcn.org; 01604 405285; northamptonshire@wildlifebcn.org  
 
Environment Agency – Advice on flooding, waterways and pollution – www.environment-
agency.gov.uk; 03708 506506; enquiries@environment-agency.gov.uk 
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Community Rights – Giving people more power over what 
happens in their neighbourhood. 
 
 
The Government has recently introduced a suite of powers for communities to enable them to 
have more power over what happens in their neighbourhood and in planning local development. 
 
A simple guide has been produced by the Department for Communities and Local Government 
in September 2013. 
It covers: 

• Neighbourhood Planning 
• Community Right to Build 
• Community Right to Bid 
• Community Shares 
• Our Place! 
• Community Right to Challenge 
• Town and Parish Councils 
• Right to Manage and Community Cashback 
• Right to Reclaim Land 

And can be found at : 
 
https://www.gov.uk/government/publications/youve-got-the-power-a-quick-and-simple-guide-to-
community-rights 
 
or www.east-northamptonshire/localism 
 
For information on community led developments visit: 
 
Community Land Trust Network  
www.communitylandtrusts.org.uk 
 
Locality 
www.locality.org.uk 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/youve-got-the-power-a-quick-and-simple-guide-to-community-rights
https://www.gov.uk/government/publications/youve-got-the-power-a-quick-and-simple-guide-to-community-rights
http://www.east-northamptonshire/localism
http://www.communitylandtrusts.org.uk/
http://www.locality.org.uk/


© East Northamptonshire Council 2014   Page 81 of 84 
Community Plan Resource Kit – version 2.1  (May  2014) 
Author: Community Partnerships Team 

Appendix xii. 
 

Project planning 
 
It is important that developing a Community Plan (CP) is kept on track.  Quite often groups 
do not spend much time planning out what will happen and at what stages.  It may seem 
like too much time talking but the CP project is more likely to succeed if a project plan is in 
place. 
 
The stages of planning the project 
 
Four key stages are usually identified as being part of the ‘Planning Cycle’ 

1. Defining: What need will the project meet, what will it do? 
2. Planning: How will it be done? 
3. Delivery: Doing it 
4. Evaluation and review: How well did it meet the need? 

 
1. Defining: what and why? 
 
In creating a project plan for a CP you have already answered the first question of what the 
project is but it is also good to think about what you want to achieve from the doing the 
Plan and the benefits for having it. 
 
2. Planning: how? 
 
The project group needs to agree what will be done, by when and by whom.  Also try and 
speak to others who have done a Community Plan before as they may be able to share 
their experiences and good practice. 
 
Split your project into SMART objectives.  (See page 18 for information on SMART 
objectives) For each action you should be clear: 

• What is to be done 
• Who will do it 
• By when 
• What resources are needed 

 
Look at what you will need for the project, including help from others e.g. volunteers or 
experts and professionals, funding needs, meeting places etc.  Some of these may come 
free while others will be at a cost so a budget should be developed. (See page 10 and 
Appendix x budget considerations and a sample budget) 
 
Share the workload.  Try to spread tasks around the group as one person can’t and 
shouldn’t do everything.  See what skills there are in the existing group or who knows 
someone that can help with a specific task.  This way you can share the load, involve more 
people and perhaps save money. 
 
As part of your planning you may find you need to do things you had not originally thought 
of.  These may include further research on community information, finding out what 
organisations could help with the project or researching funding sources.  These will then 
be additional actions to be carried out. 
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3. Delivery: doing it 
 
If there are a number of people working on actions you will need to work out a way of 
keeping in touch particularly if some actions depend on others.  You might decide to 
designate a single person as overall co-ordinator or have regular meetings. 
 
In general it is a good idea to keep everyone up to date with progress so there is a sense 
of moving forward, particularly if some actions are proving difficult to do. 
 
Stay flexible as you may have to change your plans such as including more consultation 
activities to get a better picture of community needs.  As you deliver the project try to 
remember to record what you have done by taking photographs, videos and keeping 
copies of any press coverage, attendance forms and feedback.  This will help with the next 
stage of the project planning process. 
 
4. Evaluation and review: did it work? 
 
Once the CP is complete with a final draft and action plan it would be a good idea to spend 
some time looking back at what was done.  Talk amongst yourselves and use any 
feedback from others.  Ask yourselves did it all go to plan.  If not, why not?  Would you 
have done something differently and most importantly, did you achieve the end result you 
wanted? 
Answering these questions will help you learn for when the CP undergoes a future refresh.  
Also don’t forget to celebrate what you have achieved and thank everyone who has been 
part of the CP process. 
 
Useful template 
 
There is a useful template that you could use to keep your project on track.  The project 
timeline template (on following page) sets out the tasks against the timeframe needed to 
complete the project.  It also includes RACI – this allows you to set out all of the key tasks 
you need to do as a group and identifies who will be: 

• Responsible - The person(s) who will actually do the job.  Responsibilities can be 
shared 

• Accountable - The person who is ultimately accountable. Only one ‘A’ can be 
assigned to an activity. The accountable person can also be responsible (R) but can 
choose not to be 

• Consulted - The person(s) who needs to be consulted prior to a final decision or 
action being taken.  This involves two-way communication 

• Informed - The person(s) who needs to be informed after a decision or action is 
taken.  This involves one-way communication 
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Project planning and RACI template. 
 
Project Name: Community Plan for ……………                                                                               Project Timeline 
 
R
A
G 

Activities / Milestones Dependencies R A C I Start 
Date 

End 
Date 

 1. 

Activity: a task, action or decision that is 
one of several steps in the completion of 
a process 
Milestone: a significant event (date) in the 
project.  Milestones are used to monitor 
progress of the project 

Reference 
number of 
activities / 
milestones that 
must be 
completed prior 
to this e.g. 3, 7 

      

 2.         
 3.         
 4.         
 5.         

 6.         
 7.         
 8.         
 9.         
 10.         
 11.         
 12.          
 
    Responsible, Accountable, Consulted, Informed   
Key        
R Red, behind schedule 
A Amber, in progress 
G Green, completed 



 


	Phone: 01832 742244
	Stage 1 and stage 2 (initial meetings) are linked in that the need for a CP will be identified through meetings, hearsay, written evidence to the local council or authority.
	 Form a steering group and nominate a Chair and Note taker / Secretary
	 Identify consultees and engage partners
	 Agree timescales
	 Agree consultation methods
	 Agree venues
	 Set a budget / apply for funding
	 Research
	 Marketing / branding
	Steering Group
	A small steering group needs to be formed with a wide representation of the community – businesses, young people, key individuals, councillors. The group needs to consider how it wishes to be established, either as a sub group of the Parish or Town Co...
	Identify consultees and partners
	The CP should engage the whole community; residents, businesses, schools, voluntary organisations, community groups, decision makers, public sector agencies e.g. health centres, police etc. The greater the engagement, the higher the quality of the CP....
	Partners will be organisations that work / serve the parish /town and who will have an interest in the CP and its delivery. Engage the local media to maximise publicity.
	Engage partners
	Once the group has decided who the consultees and partners are, it is a good time to let the partners know that you are undertaking a CP, what the contact details are, timescales etc.
	Agree timescales
	The time the process can take should never be underestimated. It is reliant on the goodwill of volunteers, their commitments and partner organisations. Factors such as the distribution of the questionnaires, the input of the results and who will do it...
	Consultation methods
	(See Stage 4, page 13 for examples of consultation methods and Appendix 8 for sample questionnaires)
	Think carefully about consultation methods as the more varied they are, the more likely you will get a better level of interest from a wide range of the community.  You can also make sure that certain groups are not excluded from the consultation if o...
	If you have a significant transitory population e.g. travellers in your parish, it is worth bearing in mind that a standard questionnaire being used elsewhere in the parish may not be an appropriate method and you may get a lower response rate from th...
	Sometimes a prize draw is used to additionally motivate as many people involved as possible.
	Remember to consider safety measures for those involved in / attending community events and when distributing questionnaires. (See Appendix x for safety factors to consider and an example risk assessment)
	Depending on what methods of consultation you have chosen will depend on how you involve the community. It is important to let the community know the timescales.
	This list is not exhaustive and there will be others relative to your community.
	Agree venues
	How will the group fund the cost of room hire for meetings – can different organisations host the meetings to avoid a cost? Can a calendar of events for the parish be looked at to see how the process could piggy back on to it? e.g. a launch event at t...
	Budget and funding
	(See Appendix  v  for budget considerations and a sample budget.) (See page 11 for external funding information)
	Sources of funding:
	How we can help:

	Research
	Look at information that already exists about the parish / town.  This may include previous plans and surveys; census data; mosaic data; and information held by councils and other organisations. Perhaps a neighbouring parish may be interested in doing...
	Marketing and branding
	Publicity (See Appendix vi for tips on building a brand and creating professional looking publicity material) is very important; a successful CP will reach and engage as many sectors of the community as possible. It needs to be consistent, clear, coor...
	Does a sub group need to be formed to write press releases, tweet and post on social media?
	Advertise everywhere within the community and through all local clubs, schools and businesses, using all types of communication methods (posters, newsletters, word of mouth, community website, press releases and social media networks).
	This should be done at another event to allow for further information about priorities, possible solutions, actions and volunteers to be gathered.
	The event should include:
	 bold pie charts and graphs with a selection of the comments grouped into the chosen themes
	 factual information about service provision
	 post-it notes for ideas to tackle any issues highlighted
	 opportunity to vote on priorities
	 any conclusions / proposed solutions
	 sign up forms for focus groups / volunteers
	Stage 9: Draft CP with actions
	There is no one way to write an Action Plan and the format may vary, however please see Appendix xi for an example Action Plan.
	From the comments received, the CP can now be drafted together with an Action Plan.
	The CP should include:
	 description of the village/town
	 brief description of the community plan process, surveys etc. number of respondents, efforts made to encourage participation from all sectors of the community
	 consultation methods and findings
	 action plan
	The Action Pan should include the following information:
	 What actions or changes will occur
	 Who will carry out these changes
	 By when they will take place, and for how long
	 What resources are needed
	Over a specified period of time, the recommended minimum being 8 weeks, make the draft document available to as many members of the community as possible for their comments. Do this in many formats to make it accessible.
	If participation has been low it may be necessary to hold another event to gather feedback on the draft plan.  This is also a good opportunity to look at who made comments in the earlier stage of consultation – if there is a group represented in your ...
	This should also be distributed to strategic partners (local authority, police, ward members etc.) to gather comments and confirm their input into actions before it is finalised.
	After the consultation, review the comments and finalise the plan. Sometimes an event is held to launch the plan, raise its profile and celebrate what the community has achieved so far.
	A summary (minimum of one A4 sheet) should be sent to every household containing the actions in the plan and referring them to where they can see the full document.
	Several copies of the full report should be made available to the residents and lodged at local shops, Village Hall etc., sent to all strategic partners, published on the website, and announced through the various communication channels within the com...
	It is also important to let the Community Partnerships team and the Planning Policy & Conservation team at East Northamptonshire Council have a copy of the plan and let them have regular updates on the progress of the actions.
	At this stage, if many planning related issues have been raised, it is time to progress with a Neighbourhood Plan. Please contact Planning Policy at East Northamptonshire Council on 01832 742000 or email: communitydevelopment@east-northamptonshire.gov...
	The town or parish council will have been involved with the process every step of the way and will now adopt the plan. They will monitor and review the actions at regular intervals, updating the plan when necessary.
	It is important to provide regular feedback to the community on progress with the plan. Inform them of completed actions and progress on longer term projects. As well as celebrating success, be open about any setbacks that occur.
	The Chair of ACP takes a monthly report to Appleton Parish Council.
	Note taking will be done on volunteer basis.
	Before the Meeting:
	During the Meeting
	At the End of the Meeting

	Building participation starts before the event – the more people who are involved in the planning, the more people who will be interested in promoting it. Make the meetings warm and welcoming and have plenty of refreshments on offer. Try to involve a ...
	Community events should be seen as a method of community participation and are an opportunity to encourage more volunteers and register interest.
	Here are some things a community event should or can do:
	 Promote community spirit
	 Provide useful information
	 Let people have their say on issues that may affect them now and in the future
	 Provide support for people
	 Link people to organisations that can help them
	 Bring organisations to the community
	 Respond to a important local development
	 Raise awareness
	 Raise funds for projects
	 Recruit more members / volunteers
	 Find out more about what the community needs
	 Highlight issues that may need dealing with
	 Get new ideas for project and initiatives
	 Launch a new campaign / project
	 Get feedback on something that has happened
	 Build links with other partnerships and organisations
	 Appeal to all age groups
	Involve the local community in the:
	 Planning
	 Distribution of leaflets and posters
	 Social media alerts
	 Allocation of jobs on the day
	Some things to bear in mind:
	 Choose a date, location and time carefully, make sure it doesn’t clash with anything else!
	 “Piggy backing” on a well attended event – could help save venue hire and publicity costs and ensure a good audience
	 Make sure you have plenty of time to publicise and to sell the benefits of a CP
	 Cover the whole community
	 Take the event to the people, use a focal point such as the Green or community building
	 Ensure the venue / place is accessible
	 See if you can afford to provide free refreshments or face painting for children to encourage people to attend
	 Use as many methods as possible to communicate the event, have a logo and brand and produce the same leaflet / poster in different sizes (See Appendix xi  for tips on how to build a brand and creating professional looking publicity material)
	 Make sure a risk assessment and Public Liability Insurance is in place and some nominated First Aiders (See Appendix x1 for an example risk assessment)
	Here are some suggestions for ensuring maximum participation on the day:
	 Have a couple of “meet and greeters” at the front door/ entrance to welcome, introduce and explain the purpose of the event / hand out information/ comment sheets
	 Have a map of the parish close to the entrance and ask people to put a sticker where they live. This will give you an idea of where you may need to target later in the process.
	 Have boards around the room with the various themes. Have a couple of volunteers at each so they have time to talk to people.
	 Ask questions, get issues from residents, and start building up a picture of what people think of their community.
	 As simple as “Like” and “Dislike”; have some volunteers asking people to fill in prompt cards or post it/sticky notes about their likes and dislikes.
	 Try and have some incentives relative to the age groups
	 Have something to attract the teens and something to occupy children.
	 Always have some spare volunteers to “float” in case it gets busy to welcome / talk to people
	 Where possible advertise timelines - when the next event will take place or when results will be displayed
	 Try and capture people’s email / postal addresses so you can notify them of follow up activity
	After the event:
	 Thank all the volunteers as soon as possible
	 Contact any new recruits
	 Have a follow up meeting

