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Review of the Telford & Wrekin Local Plan - Issues & Options Consultation 

Help Guide: Using the Consultation Portal 

The Consultation Portal 

The purpose of this guidance is to set out the steps for making comments through the consultation 

portal on the Issues & Options Consultation as part of the Review of the Telford & Wrekin Local Plan.  

Key Guidance* 

1. Locating the Consultation Event and opening the document 

2. Registering a new account to provide comments 

3. Previously registered but can’t remember login details 

4. Locating questions within the document  

5. How to make comments and submit 

6. Saving draft comments for later use  

7. Once your comments have been submitted.  

8. Commonly asked questions  
 

*Please click any of the above points to skip to the section relevant to you.  

Section 1: Locating the Consultation Event and opening the document 

Step 1: From the Telford & Wrekin Council home page scroll to ‘Planning’ and click ‘More services’ 

Alternatively: Please enter www.telford.gov.uk/localplanreview and proceed to Step 4.  

 

 

 

http://www.telford.gov.uk/localplanreview
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Step 2 & 3: Click on ‘Planning policy’ and then click ‘Development Plans’ 

 

Step 4: Click on ‘Review of the Telford & Wrekin Local Plan’ this will take you to the ‘Introduction’ of 

the Local Plan Review. Please then click on ‘Issues and Options’ tab next to the introduction tab.  
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Step 5: Once you have clicked on the ‘Issues and Options’ tab scroll down the page to ‘How do I 

comment’ and click on ‘View and comment on the Issues and Options consultation’.  

 

Step 6: You will now be on the home page of the Consultation Portal. On this page is a brief 

introduction to the portal and a privacy notice. Below this you will see the live documents and surveys 

that are currently in consultation. Clicking ‘LEARN MORE’ button under Issues & Options 2020 this will 

direct you to ‘About this Consultation’  
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Step 7: As shown below you will now see ‘More Information’, ‘Supporting Files’ and ‘Recent 

Comments’  

‘Recent Comments’ will show others who have had their comments processed by Telford & Wrekin 

Council. You can also access this via the ‘WHAT PEOPLE SAY’ tab.  

‘More Information’ contains contact details for the Strategic Planning Team, ‘Supporting Files’ 

includes both a ‘Question List’ and this guidance.   

‘About the Issues and Options Consultation’ gives a brief overview of the document.  

 

Step 8: If you click ‘READ AND RESPOND’ you will be directed to the ‘PROPOSAL’ tab which will allow 

you to read the document and make comments.  

Please note: You will need to log in to provide comments, please scroll to Section 2 below for further 

detail. 
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Section 2: Registering a new account to provide comments 

Please note: If you have already registered with us then please scroll down to Section 3 below.   

Once you have successfully located the document you will now need to log on (if you haven’t done 

already) to be able to provide comment. 

Step 1: Locate the ‘Sign In’ button to the top right of the web page.   

 

Step 2: You will be taken to the login page, please go to ‘First time here? Register’.  
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Step 3: You will now be able to see a new window titled ‘Register to Take Part’. You will see two check 

boxes with one titled ‘I agree to the Terms and Conditions’ and ‘I agree to your Privacy policy and 

would like to register as a consultee/agent’. 

Please check both boxes and proceed to fill in a ‘Username’ ‘First Name’ ‘Last Name’ ‘Password’ 

‘Confirm Password’ and ‘Email’.  

Please note:  You will need to fill in all the required fields before you can proceed to ‘Register’.  

Please also ensure that your ‘Password’ matches the ‘Confirmed Password’.  

Additional Note: Utilising the Facebook and Twitter links will allow you to quickly fill in your details if 

you have either platform. Note this will not post anything on either site.  

 

Step 4: Once you have filled in the required fields please click ‘Register’. You will then be shown the 

image below and you will receive an ‘activation link’ via email (please check your junk folder in case 

the email has arrived there). Please click the link in the email to complete the registration process.  

 

Step 5: Once you have clicked the ‘activation link’ sent to you via email you will be taken to the image 

above. Once here please click ‘login’.  
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Step 6: You will now be directed back to the Login Page (as shown in Step 2) where you will now be 

able to input your ‘Username’ and ‘Password’. Once complete please click ‘Login’ and you will be 

directed back to the home page of the Consultation Portal.  

Please note: The top right corner should show your first name, indicating you have logged in 

successfully. 

 

Section 3: Previously registered but can’t remember login details 

In the event you are unable to remember your details, please click ‘Forgot Password’ on the login 

page and an automated email with a new password will be sent to the relevant email address linked 

to your account.  

Please note: Once you have received the new password you should now be able to login.  

If you are unable to remember your username or encounter any issues, please contact the Strategic 

Planning Team (e-mail: localplan@telford.gov.uk or Phone No: 01952 384241) and a member of the 

team will send over your details via email.  

 

mailto:localplan@telford.gov.uk
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Section 4: Locating questions within the document 

There are a number of questions contained within the Issues & Options Consultation document. The 

questions (yellow boxes) have been placed in the relevant chapters and can be found as you scroll 

through the document. See below image for example.   

Please note: You are not obligated to answer every question in the document; however, we encourage 

you to read the document and select which questions you wish to respond to.  

 

Further explanation: As an example, if you would like to comment on the ‘Natural Environment’ you 

will need to go through the contents on the left of the page to ‘Review of development management 

policies’ and click the drop down menu ().  
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Further explanation continued: Once you have clicked the drop down menu (), then click on 

‘Natural Environment’ and the page will take you to that section of the Issues & Options Consultation 

Document.  

 

Please Note: A list of the questions will be located in the ‘Supporting Documents’ located on the 

‘ABOUT THIS CONSULTATION’ page for reference purposes.  

Please also note: Questions can also be seen in the contents on the left side of the page under their 

relevant section.    
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Section 5: How to make comments and submit 

Step 1: Once you have located one of the questions you would like to comment on please click on 

‘ADD COMMENT’ to the top right of the yellow question box. Alternatively please click the blue box 

next to the question in the contents.  

Please note: you will need to ‘login’ if you wish to submit a comment.  

 

Step 2: Before you can submit a comment you will need to fill in some ‘Personal Details’ such as your 

address, postal town and postcode which are all mandatory fields and will need to be filled in before 

proceeding. Once complete click ‘Next’.  

Please note: You will not need to fill in your Personal Details again once you have done this for the 

first question.  
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Step 3: You will then be asked to answer some questions on ‘Age’ ‘Gender’ ‘Disability’ and ‘Ethnicity’. 

These questions are not mandatory and if you do not answer them you will still be able to proceed. 

Click ‘Next’.  

Step 4: You are now able to answer the consultation questions. Once complete please click 

‘COMPLETE COMMENT’. 

Please note: You are also able to drop files into the dotted box below, however please use this for any 

information that is additional to your comments for example maps or images.  

 

Step 5: Once you have clicked ‘COMPLETE COMMENT’ you will be taken back to the Local Plan Issues 

& Options Consultation document and the top right of the question will now say ‘COMMENTED’ 

 

Step 6: Once you have finished answering questions, please refer to the top heading which shows 

‘Review’ and ‘Submit’ clickable boxes.  
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Step 7: When you click ‘Review’ you will be able to see your ‘Personal Details’, additional questions 

on ‘Age’ ‘Gender’ ‘Disability’ and ‘Ethnicity’ as well as each question you have commented on.  

Once you are happy please click ‘Submit’ at the top of the page, you will then be asked ‘Have you 

provided all the comments?’ If you are happy click ‘SUBMIT NOW’. 

Please note: Once you have clicked ‘SUBMIT NOW’ you will not be able to add any further comments 

to this current submission – you will be able to make further submissions should you wish to.  

 

Step 8: Once submitted you will receive a ‘Thank You’ indicating you have submitted the comments, 

as well as a confirmation email. Please refer to Section 7 to find out what happens next.  

Section 6: Saving draft comments for later use 

Step 1: Alternatively to the ‘COMPLETE COMMENT’ action for each questions you can ‘SAVE DRAFT’. 

This action allows you to leave the consultation page and return at a later date.  

Please Note: If you click ‘DISCARD’ you will first be sent ‘Are you sure you want to cancel?’ If you 

confirm, your comment will be deleted.  

 

Step 2: Once you ‘SAVE DRAFT’ you will receive a comment above the question stating ‘The page has 

been saved successfully’.  
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Step 3: On your return to the document you will need to complete said question(s) which will show a 

red box symbol indicating UNCOMPLETED you need to complete the question. This is shown in both 

the contents and the document itself.  

Please note: You will need to complete all your comments before proceeding to ‘Review’ or ‘Submit’.  

 

Step 4: To finish submitting your comments, please complete the process set out in Section 5 of this 

guidance.  

Section 7: Once your comments have been submitted 

Step 1: You will now be able to view your submissions in the top right of the page where your name 

is. Click on the drop down menu.  

Please note: The page will also tell you when your last submission was.  
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Step 2: Click ‘MY SUBMISSIONS’ on the drop down menu.  

 

Step 3: You will now be able to view your previous submissions, click ‘VIEW’ to open.  

 

Please Note: Your comments will now be sent to Telford & Wrekin Council for processing by our 

Strategic Planning Team. This process can take time as all comments need to be taken into account 

before they can be shown publically.  

Once all of your comments have been processed they will appear on the ‘WHAT PEOPLE SAY’ tab  

 

Section 8: Frequently Asked Questions 

Q: I’ve submitted comments for a consultation before do I still have an account?  

A: Your account details from previous consultations are saved on our system. If you contact the 

Strategic Planning Team we will send you the details along with a new password via automated email.  



15 
 

Q: I’ve registered an account but I still can’t log on to the system?  

A: Please make sure you have inputted the details correctly. If you still have trouble try refreshing the 

page. If you still encounter problems please contact a member of the Strategic Planning Team and 

someone will assist you.  

Q: I’ve submitted comments but I’ve decided I want to make another submission. Am I able to do this?  

A: Yes, the system allows people to make multiple submissions, however, you will need to allow a 

short amount of time in-between submissions. Although we recommend submitting all your 

comments at one time if possible. 

Q: I represent several consultees. Am I able to submit comments for each of them?  

A: Yes, if you have registered as an agent or are writing on behalf of an organisation, you will be able 

to add consultees on ‘MY CONSULTEES’ on the drop down menu under your details in the top right of 

the page.  

Q: I can’t reach the consultation page, what should I do?  

A: The website is most likely encountering technical issues, and the Council will be working to fix this. 

Please try coming back later, however, if the problem persists please contact a member of the 

Strategic Planning Team.  

 

 


