Consultation Plan for Education SPD
Timetable 
· Consultation periods (4 weeks); 3-31 March 2026
· Adopt at Exec Board 12 May 2026

	Task
	Task details
	Task Notes
	Assigned
	Complete

	Consultation documents
	General letters
Open Space letter 
	

	SR
	Emailed out in 2 batched from LDF mailbox
6/2/26
 

	
	Microsoft Forms for SPD


	
	SR
	Form online and open

	
	Covering email to developers
	

	SR
	Emailed out SR 6/2/26

	
	Explanatory note for public at all deposit points
	KP combined as single note for all deposit points, inc instruction for staff
	KP
	

	Planning Committee
	Item is on the (Date here) Committee agenda (Jane/Phil Wye) and report (attach hyperlink when completed) has been uploaded to RMS with appendices.  
	
	
	

	Inovem consultation database email list

	· List
	MT provided list (check re postal preferences
	
	Added to xls

	Letters to post  
	Check if any postal preferences stated on lists above from Inovem and create and send letters. 
	
	
	MT sorted postals only from inovem (3 letters oin total as per xls

	E-mail lists

	Developers
· Contacts from Uniform (Matt Anderson) applicants/agents for all major apps received from the last 2 years. 

· Paul T previously had 2 lists, SHLAA and call for sites. – required (need latest extraction?)

[bookmark: _Hlk175664032]
Master xls sheet of email consultees

	
MA provided xls 



Paul provided xls 
	
	Email address provided by PaulT and Matt A added to xls along with inovem extract

	
	Open space specific email contacts here
	Save to folder
	
	

	
	Send email to all Cllrs (from Karen Shaw or Matt ? ) 

	In the NCC address book, press ‘to…’ on the email, type ‘All City Cllrs’, and a group email will appear.
	MJG
	MJG sent 6/02/26

	
	Deposit points (Loxley and all libraries?)
	Owing to nature of limited technical update to SPD it is not considered appropriate to despatch to all libraries.
	
	SR left doc and covering note at Loxley reception and new central Library 6/2/26 

	
	Statutory Consultation database consultees list. Form Inovem list includes Statutory consultees
	
	
	

	
	Draft email to internal consultees
	. 
	
	Internals provided by kate added to general list SR

	Web site
	Draft text used for web site
· Open space SPD text 
Including latest news page

	ALL
	
	SR liaised with web team added 5/6/26 (including on latest news) 

	
	Web addresses here – friendly URLs
· open space web site friendly URL
	
	
	Sorted
SR

	Email auto response 
	?
	
	
	

	Engage Nottingham
	Engage Nottingham form 
	Send to Aaron Simpkin 
	KP
	KP dealing with it 

	Press release
	Are we doing a Press Release? 


	Not required
	
	Not required

	Responses
	Recording responses 
	
	
	

	Reminder email
	Two weeks before end of consultation?
	
	
	



