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Introduction
Providing local needs housing on suitable sites creates balanced communities, breathes fresh life into 
rural villages and can help ensure that local people can stay in their community, whatever their age or 
circumstances.
Where there is an identified need within a Parish to build more local needs housing, it is necessary 
to find suitable land on which to do so. Traditionally this can be out of the hands of local people as 
developers submit housing schemes with little or no input from local people. This can cause anger 
and distress as well as risking the wrong housing in the wrong place.
The Rural Toolkit helps communities to get together and assess need, find sites, choose sites and 
deliver housing. Cornwall Council is pro-actively using the toolkit across the county but communities 
can also initiate a project on their own or with the assistance of Cornwall Council.
The Rural Toolkit comes in two parts - a summary leaflet that sets out the five key stages with 
checklist, and this more detailed handbook that gives step by step guidance on how to carry out the 
tasks within each stage. The two documents are complementary and should be read together.
There is also a complementary leaflet ‘Local needs affordable housing in my village’ that provides 
useful information on some of the basics of local needs and affordable housing.
The Rural Toolkit has been designed for anybody to be able to use it for help in running a local needs 
housing project. It is designed to be flexible so that communities can pick and choose the parts that 
suit their own needs.
The Rural Toolkit identifies available Resources to carry out the relevant task. Many of the resources are 
available on the Rural Toolkit webpage at www.cornwall.gov.uk/ruraltoolkit or can be obtained form 
the Affordable Housing team.
The Council’s Affordable Housing Team is always ready and willing to assist so please contact us with 
any questions.
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1  Getting Started
 1.1   Holding a launch event

Communities are usually the first to identify the need for affordable housing locally and will then 
engage specialist help to develop this further. A launch event is a great way to involve as many from 
the community as possible at the outset. As the democratically elected body, the Local Council are 
usually central to the process and they will hold an essential role in supporting and promoting the 
delivery process within the local community.    

The launch event can be designed to meet the needs of the community however a workshop style 
event is simple and effective, and can be easy-to-organise. Issues to cover could be:

 What is local? 
 What is affordable?
 Housing need 
 Finding land
 Housing allocations
 Section 106 agreements
 Parish Plans
  Planning process and site Assessment
 Need for landowner competition
 Feedback from existing call for land users (Local Council)

The workshop can be facilitated by Cornwall Council’s  Affordable Housing Team if required. Typically 
a launch meeting would last 1 ½ hours and a record is kept of those who attend, the points made and 
key issues identified. 
The local council could be invited to make arrangements for a suitable venue and date/time. 
The Affordable Housing Officer can make arrangements for relevant council officers to attend. If 
equipment be required such as laptops, projectors, display boards, flipcharts and paper, and other 
stationery the Cornwall Council officers can provide if the local council require.
One of the most important aims would be the creation of a project plan even if in draft form.
A second aim of the launch event is to identify people who are interested in sitting on the project 
team or willing to support the project where and when they can.  The team could be a small group 
of individuals who represent the community, and who would act as the local day-to-day link with 
Cornwall Council’s Affordable Housing Team.

 1.2   Create a project plan and team

                                                                                  Resources: Project Plan template

Project planning is one of the most important stages of any project. The project plan will almost 
certainly change during the course of a project, so it might need to regularly reviewed and updated. 
A project plan allows you to complete a project within a specified timeline and to achieve specified 
goals. It also allows roles and responsibilities to be defined and key milestones to be established. 
A project plan can set out the bespoke model for an affordable local needs housing project in your 
community. The project plan template can be completed at the launch event (workshop) by selecting 
those stages and tools from the Rural Toolkit that are required. It will be important to establish a clear 
set of goals and milestones within the project plan as well as any resources and support required. 
Once the project plan has been drafted a project team can be created and tasks allocated.



6

A common problem discovered during a project is when a milestone is not achieved or not realistic 
based on the estimate. If you discover that this is the case, you must take the appropriate action 
quickly. 
The options you have in this situation are:

 Amend the deadline (project delay). 
 Employ additional resources (increased cost). 
 Reduce the scope of the project (less delivered). 

 1.3  Working with developers and housebuilders
  
The involvement of developers is a critical part of the process and one that need not be feared. 
Traditionally affordable housing has been delivered by Registered Providers (formerly known as 
Housing Associations or Registered Social Landlords). Delivery of affordable housing is increasingly 
through private sector house builders.
Involving developers throughout the project can provide valuable input into issues such as scheme 
design, viability and construction. Involving developers also gives the best chance of delivering at the 
end of the project.
The Affordable Housing Officers can introduce developers to the project at relevant stages. Cornwall 
Council host a Private Sector Developers forum and also attend the Cornwall Housing Partnership; two 
groups that meet on a regular basis with a strong membership of developers and house builders.
Various methods of involving developers can be employed and set out in the project plan and a 
number are highlighted below:

 Preferred Developer: the project may appoint a preferred developer from the outset;
 Presenting Site Opportunities: Developers may respond to a call for land or be promoting a site  

 in the community;
 Scheme Design: Developers can play a valuable role in assisting in the preparation of scheme   

 design;
 Public Consultation: Developers can play a valuable supporting role in consultation events;
 Development Briefs, Planning and Construction: Developers can be involved in the formulation  

 of development briefs for sites and taking them forward to planning applications and ultimately  
 construction of homes.  

 1.4   Probity in Planning

The success of the local and community planning depends on effective communication and partnership 
working between planning applicants, local authorities, local councils, local people and other interests to 
help define and realise the vision for the area.
As a community leader and local representative you will want to be involved in relevant public meetings, 
pre-application discussions and policy production. However, this may create some risks for councillors, 
particularly those who are members of the planning committee, and for the integrity of the decision 
making process. 
You should familiarise yourself with guidance found in the
LGA guide Probity in Planning (update) – the role of councillors and officers, guidance from the 
Standards Board for England which provides an overview of the Model Code of Conduct which applies 
to all members and co-opted members of local authorities and the ACSeS Model Members Planning 
Code.
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The Association of Council Secretaries and Solicitors 
Model Members Planning Code 
www.acses.org.uk/documents/category/4
Local Government Association 
Probity in planning (update): the role of councillors and officers 
www.lga.gov.uk/planning
A LGA update to the highly successful original guidance (published in 1997) on preparing a local code 
of good practice for those dealing with planning matters will be available shortly
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2  What’s the need
 2.1   What is a local need?

     Resources: Cornwall Homechoice Policy, s106 Affordable Housing template,  
                Affordable Housing DPD options draft Sept 2010

Cornwall’s policy aim is to increase the level of affordable housing available to meet the needs of the 
local resident population.

All affordable homes completed in smaller settlements, including hamlets, rural villages and towns 
will be subject to parish local connection criteria.
The Council’s Affordable Housing and Planning policies seek to provide for the needs of the 
immediate community and do not seek to promote the movement of households from a larger 
catchment into much smaller less sustainable communities. For this reason, all rural schemes are 
subject to a strict rural local connection policy. Relevant occupancy controls would be included in a 
section 106 planning obligation.
A connection can be established either through residence or employment and the criteria also 
make provision for other exceptional circumstances. A cascade will operate with homes being let or 
sold initially to households with a parish connection then to households with a connection to the 
adjoining parish then with a the same connection to Cornwall.

 2.2   Establishing the local need

                      Resources:  Parish Housing Needs Survey Template,  
                       Parish Housing Needs Report template

The Cornwall Homechoice register provides a detailed analysis of housing need in a locality. Cornwall 
Council’s Housing Service can provide comprehensive housing needs reports for a parish.

Parish Housing Need Surveys or events can be carried out to support the Homechoice data or to 
obtain more specific information about a parish or community. In discussion with the local authority 
the exact process can be designed to meet the needs of the parish.
The Council actively works with parishes to help facilitate surveys and other forms of housing need 
exercise. Working in partnership can make best use of resources by sharing the costs of housing needs 
surveys in terms of officer time and materials. 
This process is flexible and offers the parish council’s the level of involvement/assistance they want 
from the local authority. The process can also ensure that the findings are independent. 
In addition to more traditional postal surveys housing need events can be arranged with parish 
councils when and where applicable. Admin support would be necessary to liaise with parish council’s 
with regards to booking venues, publicity material within the parish magazine and posters.
The raw housing needs data require a degree of interpretation to establish what the affordable 
housing requirements are. This exercise would benefit from being done in partnership with the 
Council’s Housing Service taking into account issues such as under occupation, mortgage finance 
availability and affordable housing products.
Once specific housing requirements have been established there needs to be consideration of ways 
this need can be met. As well as new build affordable housing there are other approached to meeting 
housing needs such as empty homes and unimplemented planning permissions. Before deciding 
on the most appropriate method, make a full assessment of different solutions that could meet the 
established need.
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3   Finding sites
 3.1   Settlement profiling

                            Resources:  ONS Census Data, Parish Plans, Online mapping

Office for National Statistics
Parish Data can be found on the ONS website and is broken down into Key census statistics, access to 
services, education skills and training, housing, people and society, and work deprivation.
The Lower Layer Super Output Area (LSOA) profiles are designed to provide an overview of the data 
and statistics about an area and compare the area with Cornwall as a whole. Each LSOA covers an area 
with an average population of 1500 people
The profiles include data on population, housing, employment, deprivation and child wellbeing. The 
profiles are available on the Cornwall Council website and can be viewed either by:
1. Using the interactive map. 
Or
2. Use the Cornwall Council online mapping system.
For further information on LSOAs and Parishes please visit the Office for National Statistics website.
Parish Plans
Many Parish Councils have published Parish plans which detail aspirations for their neighbourhood 
based on consultation with parishioners. Parish plans can be accessed from individual Parish Council 
websites or the ‘Community and Living’ pages of the Cornwall Council website.
Using this type of data as well as local knowledge can create a settlement profile that will help all 
those involved to share an understanding of the community in terms of its physical and geographical 
assets but also the social fabric that makes it the place it is. These factors are important to be able to 
integrate a new development with the existing.

 3.2   Site identification

                          Resources: Call for Land Cover Letter, Call for Land questionnaire,     
                                                                                        Unsuccessful letter, Poster template

Site identification does not have to wait until the need has been established, it is possible to undertake 
a call for land or other site identification exercises concurrently with housing need or even ahead  of. 

The local knowledge of the community is likely to be valuable during the site identification process. 
Answering the questions contained within Table 1 overleaf can determine whether there are enough 
potential sites to proceed without a formal Call for Land process.

Table 1.  Site Identification

•	  What sites are the Local Council aware of?
•	  Are the area Planning Officers aware of any potential sites?
•	 Do the Local Council or Cornwall Council own any sites?
•	  Are there any empty buildings with potential
•	  Are there any suitable brownfield sites?
•	  Is there any land or are there any buildings on the market that may be suitable    
  (including commercial where a change of use may be appropriate)?
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The project team including the Affordable Housing Planner are able undertake an initial site 
identification process to as set out in Table 1.  It is important to include a familiarisation visit to the 
main parish settlements and also visit any potential sites.
The settlement profile can help to identify features such as lines of movement, topographical features, 
strong boundaries, landmarks and urban patterns.  The settlement profile can also help identify 
undeveloped land in and around the settlement which can form the areas of search that can be taken 
forward through the site assessment process.  
The decision as to whether to carry out a call for land process will need to be made based on the 
initial site identification process.  Those sites that have been identified as having potential will require 
a discussion over their ability to deliver the number of required homes and any major constraints that 
may limit the deliverability of affordable housing on the site.
If the site identification process in Table 1 results in some realistic potential to delivering the identified 
local housing need within a reasonable time period, it may not be necessary to undertake a ‘Call for 
Land’.  
If the Site identification process does not result in adequate potential to deliver the identified 
affordable housing need, and within a reasonable time period, it will be necessary to undertake the 
‘Call for Land’ process.

Call for Land
Step 1 – Area of Search, Timing and Roles
Having decided that the Call for Land process is the best way of bringing sites forward within the 
Parish, the following matters need to be discussed and agreed with the Local Council: 

 Timetable for the Call for Land (see example),
 Area of search (whole parish or particular settlements with facilities),
 Roles – the degree of input the Project Team wish to have.
 Who is main contact; will there be a small working group set up? If so agree who.
 Where the best place is to place advertisements for the Call for Land i.e. Parish magazine, local   

 newspaper etc.
 The contents of the cover letter and questionnaire to be sent out in response to the Call for   

Land advertising.
Step 2 – Landowner Questionnaire and Database
A questionnaire and cover letter will need to be ready prior to any advertising of the Call for Land, in 
preparation for a prompt response to inquiring landowners.  The questionnaire needs to request the 
following information about the site:

Table 2.  Call for Land Questionnaire Questions 

•		 Size	of	site
•		 Location	of	site
•		 Any	known	planning	history
•		 Current	use	of	land
•		 Any	known	contamination	constraints
•		 Any	known	legal/ownership	constraints
•		 The	estimated	timeframe	for	the	site	being	available	for	development
•		 Whether	the	site	is	brown	field	or	green	field	
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The Affordable Housing Planner will also enter the responses to the Call for Land advertising on a 
database. Once a landowner response has been received, the details contained on the returned 
questionnaire, including the size and location of the site and the landowners contact details should be 
entered in the database. 
Step 3 – Advertising
Good advertising is fundamental to achieving a high level of response to the Call for Land and 
maximising the number of sites submitted.  Ideally, the advertising of the Call for Land will cover as 
many media categories as possible including posters, internet, radio coverage and, if appropriate, local 
news coverage although the latter may be more difficult to achieve, particularly in smaller Parishes.  
Agree a commencement date for advertising the Call for Land with the project team and mark day 1 
of a 6 week period within which landowners can respond with their proposed site/s.

Table 3.  Essential information to be included in the press release, poster, the advertisement  
       and the website posting

	 •	 Brief	description	of	what	is	being	sought	–	i.e.	land	for	local	needs	affordable	housing
	 •	 Who	media	is	being	targeted	at	–	landowners
	 •	 How	–	obtain,	complete	and	submit	questionnaire
	 •	 Name	of	Parish
	 •	 Area	of	Search
	 •	 Commencement	Date	/	Response	deadline
	 •	 Contact	name,	address,	telephone	number,	email	and	Cornwall	Council	web	address
 
Press Release – This is an effective way to launch the advertising of the Call for Land as it potentially 
reaches all media in one hit including television, radio and press.  Cornwall Council Media Relations 
Team will put together a press release based on information provided by the project team.  However, 
the ‘taking up’ of the Call for Land as a story/article is at the discretion of the press and is often subject 
to what other news is available that day or week.  It is therefore not recommended to rely solely on a 
press release to achieve coverage of the Call for Land but also make use of separate advertisements in 
the parish magazine and the local paper.
Parish Magazine – The Local Council will be able to advise on the best placement of an article 
promoting the Call for Land locally.  Some rural areas have a monthly Parish magazine that would 
carry an advert.  Contact will need to be made early with the editor to establish the size, cost and 
deadline for placing an advert in time for the commencement date of the Call for Land.
Local Papers – Similarly, the Local Council might be able to recommend a local weekly paper that 
they feel would best carry an advert to the local community.  The size, content, and frequency of the 
advert for the Call for land will be subject to resources and agreement at the appropriate level at an 
early stage.  Ideally, the advertisement will be first published on the commencement date and then 
every other week for 3 weeks during the 6 week Call for Land search.  
Posters – A simple poster promoting the Call for Land can advertise the event in various prominent 
locations within the area of search, such as village notice boards, local shop windows and school 
notice boards.  The Local Council are normally best placed to undertake the task of displaying the 
posters.  
Internet – Cornwall Council website and, if possible, the Local Council website should include a page/
article explaining the Call for Land process.  It will need to include and contain links to the cover letter 
and questionnaire. 
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Advertising over the 6 week Call for Land search

Media Week 1 Week 2 Week 3 Week 4 Week 5 Week 6
Press Release

Posters Placed

Advert in Parish Magazine

Advert in Local weekly paper

Article on Cornwall Council 
Website

    
Step 4 – Initial Panel Review
Once the Call for Land 6 week period is complete, all of the submitted sites should be initially reviewed 
by a Panel.  A typical panel might be made of individuals from the project team and Cornwall Council 
officers.
Who’s on the Panel?

 The Project Team
 The Affordable Housing Officer
 The Affordable Housing Team Leader
 The Affordable Housing Planner

The Panel will undertake a basic desktop study of all of the submitted sites based on their own 
knowledge of the search area, any planning history or current proposals relating to the site or the 
locality in general, any known constraints or opportunities relating to the sites and any knowledge 
about the landowner and his/her expectations.  The panel will then sift the submitted sites into those 
sites that offer potential and proceed to a detailed assessment and those that offer little realistic 
opportunity for the delivery of local needs affordable housing.  Send a letter to the landowner/agent 
of the latter explaining why their site is considered unsuitable for development.

 3.3 Site assessment
                                        Resources: Site Summary Report Template  

Once the site identification process has been completed the shortlist of potential sites needs to be 
assessed in detail by the Affordable Housing Planner. The flowchart below sets out the detailed 
process of assessing sites and selecting those that are preferred. 
1. Initial Panel Review
The panel can be made up of the individuals from Cornwall Council, The Parish/Town Council and 
members of the project team. It is not set in stone and can be varied.
A typical Panel?

 The Project Team
 The Affordable Housing Officer
 The Affordable Housing Team Leader
 The Affordable Housing Planner

The Panel will undertake a basic desktop study of all of the submitted sites based on their own 
knowledge of the search area, any planning history or current proposals relating to the site or the 
locality in general, any known constraints or opportunities relating to the sites and any knowledge 
about the landowner and his/her expectations.  The panel will then sift the submitted sites into 
those sites that offer potential and are to be subject to detailed assessment and those that offer little 
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Inform  
landowners 
of outcome

Initial panel review

Site visit and assessment

Landowner discussion (1)

Rank sites

Detailed site assessment

Present to project team

Site summary report

realistic opportunity for the delivery of local needs affordable housing.  A letter needs to be sent to 
the landowner/agent of the latter explaining why their site is considered unsuitable or suitable for 
development.

2. Site Visits and assessments; notify unsuccessful - shortlist created
Those sites put forward for site assessment following the site identification process should be visited 
by the Affordable Housing Planner.  A suggested assessment criteria is set out below:

 Sustainability (access to local facilities and public transport)
 Landscape impact
 Impact upon townscape (Conservation areas and Listed Buildings)
 Relationship of site to settlement (permeability and orientation)
 Vehicular access to site
 Flooding constraints
 Ecological constraints (inc. protected trees)
 Impact on neighbouring dwellings
 Mining and contamination
 Any utility or infrastructure constraints
 Relevant planning policy issues
 Any obvious ransom strips which could prevent access to the land for development
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3. Landowner discussions;
It’s a good idea to create good lines of communication with landowners and agents. Discussions with 
landowners could attempt to establish the matters in the landowner checklist below.

         Landowner Checklist

 Ownership
 Any third party ransoms
 Any covenants
 Timing expectations – short/medium/long term
 Tenure – affordable / community land trust / live-work
 Number of homes / mix 
 Family homes / plots (landowner)
 Any community benefits
 Financial expectations – 

	 	 •	 Cross	subsidy
•	 Mix
•	 Overage

 Delivery
•	 DIY (agents/signposting)
•	 Proposed developers/RSL
•	 Council led
•	 Planning process

The discussions with the landowner will give a clear indication as to whether the site is a potentially 
viable option for the delivery of affordable housing development to meet the current identified need.  

4. Rank Sites H/M/L - in shortlist following landowner talks;
The information from the landowner checklist can be used in the report to assess the overall suitability 
of each site and to re-sift the sites under the headings, ‘high’, ‘medium;’ and ‘low’ suitability.

5. Detailed Site Assessment – by Affordable Housing Planner producing Site  
 Summary Report;
The general constraints and opportunities and overall suitability of the shortlisted sites can be taken 
from the report and summarised in Site Summary Reports for presentation to the public.  These short 
reports usually include a map and a photograph of each site.  
6. Report to Project Team and request approval for Public Consultation
The Detailed Site Assessments can be presented to the Project Team at a closed meeting for their 
feedback.  The project team may wish to grant approval for the Site Summary Reports to be displayed 
at the Public Consultation event or else make recommendations for modifications.
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 3.4 Cross subsidy and engaging landowners
                            Resources:  Affordable Housing DPD options draft Sept 2010 

The local planning authority has a power to negotiate for an element of affordable housing on 
development sites within settlement boundaries or on allocated sites. In contrast, previous local plan 
policies have prevented – in almost all cases- the inclusion of open market dwellings on sites outside 
village and settlement boundaries. 
Cornwall Council has been developing a more flexible approach to market housing on such sites and has 
promoted the benefits of this approach where it meets need and has community or parish support. It is 
important that land owners expectations of site value are contained particularly where cross-subsidy is 
required to enable affordable housing to be delivered.
A key ingredient in managing hope value is competition. As far as possible, there should be a healthy 
number of potential sites identified through a call for land or other process.
Mixed tenure developments can bring positive benefits and help create mixed communities. Primarily 
however, they assist in creating additional scheme revenue and value which can fund – either wholly or 
in part –  affordable housing on site, without requiring additional subsidy from either the Council or the 
Homes and Communities Agency. This is a key objective and if the market housing cannot or does not 
generate any value to “cross subsidise” then there is little rationale for its inclusion.
The general approach for officers in negotiating the inclusion of market housing is to begin by 
appraising a 100% affordable housing scheme and then working back until the appropriate mix of 
affordable housing (tenure type and size) can be delivered on site without reliance on public subsidy. 
Clearly there will be an element of judgement in this assessment and this is unavoidable.
It is important that the final decision about any purchase price to be paid is determined by the ultimate 
provider/developer and the land owner.
Since the preliminary contact with the landowner, the sites have been fully assessed and the contents 
of this assessment discussed at a recent project team meeting.  This second meeting/discussion only 
needs to take place with the landowners/agents for a number of ‘preferred sites’ identified as a result of 
the consultation event. The meeting can be used to update them on the results of the assessment and 
to resolve any issues that were identified as possibly constraining the potential of the site.  This meeting 
will also be an opportunity to re-assess the landowner’s   expectations and commitment and to carefully 
promote competition between the landowners.  The landowners/agents of any sites that have not been 
placed on the ‘Preferred Sites’ list should be contacted and an explanation given in writing.
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4  Selecting a site
 4.1 Prepare a scheme

              Resources:  Development Brief template 

The site assessment process will have included ideas about the design of a scheme. This section sets 
out the process of preparing and designing a housing scheme in more detail, taking account of the 
benefits and constraints of each site, and helping to select the best sites for delivery. This can be done 
in different ways.
Development brief
It may be appropriate to prepare a development brief where there is not a developer or agent leading 
the scheme and the landowner is looking to market the site. The development brief is an opportunity 
to be prescriptive if there are important components that need to be included in the scheme. 
Covering a number of issues such as:

 Appropriate site density 
 Identification of site specific constraints and opportunities
 The site adjoins a Conservation Area
 The site forms the setting of a Listed Building
 The site will form a key part of the townscape of a village
 The site is prominent with an Area of Outstanding Natural Beauty or within the World Heritage Site.
 The site is prominent within the coastal landscape

Based on the Development Brief, the Affordable Housing Officer can approach the landowners/agents 
of the preferred sites to suggest that they produce a draft development layout for their site. This can 
assist with consultation and initial pre-application discussions.  At this stage it will also be appropriate 
to test viability of the development proposals in order to ensure deliverability. The Affordable Housing 
Officer can advise the landowner on how to progress towards a development layout and offer help 
with useful contacts.  

Developer or Housing Association led
If the scheme is being led by a developer or Registered Provider, without a development brief 
then the traditional pre-application route can be followed where schemes are discussed with the 
Affordable Housing Officer, Affordable Housing Planner and Development Management Officers. 
Affordable Housing Officers can assist this process by following up responses from internal consultees 
and help to address any issues that arise. The project team and local council remain an integral part 
of the negotiation and production of a scheme. Again it is essential that a viable and deliverable 
development layout is produced for consultation purposes. 

Commissioning drawings:
The Council’s Affordable Housing Planners, Urban Designers or Housing Associations and architects 
may be able to provide indicative sketch schemes or concept layouts to support consultation or 
preparation of briefs. Architects could be requested to work at risk at this stage. When commissioning 
an architect it is essential to be clear with your objectives, a well prepared development brief will be 
advantageous to this process and ensure your objectives are met
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 4.2 Public consultation events

  Resources:  Site summary reports for all sites assessed (inc. Site plan and 
photo) Large overview map of Parish/settlement showing all sites assessed 

(Good, Medium, Poor), Sketch schemes [desirable], Brief summary/definition 
of local needs affordable housing, Parish Housing Needs data, Parish Plan (if 

available), Settlement Profile, School roll data, Public consultation questionnaire 
template, Site Prioritisation Plan (example), Public Consultation Summary 

Report template, www.communityplanning.net and www.cornwallrcc.org.uk/

The public consultation exercise offers the community the opportunity to feed into the site selection 
process by offering their views on the sites that have been assessed.  Its recommended to agree the 
draft questionnaire with the project team and the council officers. A public consultation is usually a 4 
week period where materials can be accessed via the internet, in person at the local Cornwall Council 
One Stop Shop and also at local exhibitions.
Consultation is an important way of engaging people, building trust and ensuring the views of all 
sectors of the community are heard.
It is important that consultation is not simply a way to ‘give information’ to residents but rather to 
actively engage with them. There are many resources available to assist in running consultation events 
as well as help from the Affordable Housing Team, Cornwall Rural Community Council has number 
of useful community planning resources. Community Planning website also provides a wealth of 
resources on holding public consultation events. For projects where Cornwall Council are involved 
there is an informal procedure for running consultation events and the process is outlined below but 
can be modified to meet the specific needs of a community. 

Stage One: Site Identification / Prioritization (scheme concepts)
Wherever possible, consultation events should be run jointly between the Local Council and Cornwall 
Council to ensure community continuity and to establish a sense of local ownership of the process. 
The public consultation exercise offers the community the opportunity to feed into the site selection 
process by offering them the chance to express their views on the sites that have been assessed.  
Arranging a suitable local venue is important to ensure maximum attendance and can be agreed in 
consultation with the local council; parish, church, school or community hall’s are all practical options 
and are well known to the community. Give thought to access and whether or not the venue has a 
large enough capacity for the anticipated attendance. 
Consider promotion and advertising at least 2 weeks advance of the event, giving sufficient notice for 
residents where necessary to make alternative arrangements for childcare, work etc. Again the local 
council and ward member are well positioned to be able to assist in getting the word out about the 
event. All promotion material needs to advise residents that if they are unable to attend the event 
they can still view the proposals and comment online through Consultation Finder. The following are 
recommended methods of promotion; 

 Issuing a press release – Cornwall Council Communications will be able to assist and have a   
number templates. 

 Posters & Flyers – distributed locally by the local council and ward member the use of parish   
notice broads, shops, schools, community venues and pubs is encouraged to reach a wide   
section of the community. 

 Online on the Council’s website
 Local Council and/or ward member news letter / magazine
 Word of mouth by engaging with Local Council, ward member, school and local shops etc
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Further details on consultation methods can be found below; however the main objective of the 
consultation is to give the community the opportunity to view and comment on potential site options 
and where possible scheme layout detail. The recommended format to achieve this in the majority of 
cases is to display each Site Summary Report and also facilitate space for each landowner / developer 
/ RP to display their site proposals; and provide scope for community comment which can be centrally 
collated and feedback to the community and landowners / developers / RPs alike by the Affordable 
Housing Officer’s. 
Once the 4 week consultation period for questionnaire responses is complete, the Affordable Housing 
Officer will be available if required to meet once again with the Local Council to feedback the results of 
the consultation exercise and agree on the next steps.  When ready the Public Consultation Summary 
Report can be produced by the Affordable Housing Officer and made available to the Local Council 
directly and the public via Consultation Finder.  The Local Council may wish to adopt this report.  
The Public Consultation Summary Report shows the results of the public consultation exercise and can 
play a key role in determining which sites to be recommended as preferred sites.  

Public Consultation Timeline
The timeline below sets out the preparation and implementation stages of the public consultation 
period. This model can be modified to meet the specific requirements of individual parishes, 
particularly where there are multiple settlements or a dispersed population.

Public Consultation Timeline

Action Start 
Date

Week 
1

Week 
2

Week 
3

Week 
4

Week 
5

Week 
6

Consultation 
Day (1 day)

Weeks:

1      2     3     4
Media – 
Poster/Parish 
magazine 
advert/ CC 
website

Inform 
Landowner of 
event

1 Day 
Exhibition

Questionnaire 
Responses 
Time

Presentation 
and 
consultation 
material to be 
posted on CC 
website
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Public Consultation Framework
 Website consultation (4 weeks)
 Public Exhibition (1 day)
 Location:  village hall or other local public building

Material to be presented
 Site summary reports for all sites assessed (inc. Site plan and photo)
 Large overview map of Parish/settlement showing all sites assessed (Good, Medium, Poor)
 Sketch schemes [desirable]
 Brief summary/definition of local needs affordable housing
 Parish Housing Needs data

Other available material
 Parish Plan (if available)
 Settlement Profile
 School roll data

Consultation Material
 Public consultation questionnaire

It should be noted that although pre-application community engagement by applicants is not 
mandatory and the Council could not refuse to register an application on the basis that it has not 
been carried out. Applicants need to be strongly reminded of the importance of local engagement 
especially in terms of “departure sites” (refer to Affordable Housing DPD draft Sept 2010 p.38 for 
explanation) where local support is essential and that by involving the community at an early stage, it 
can assist in the preparation of a scheme that is for more acceptable to the community. 
NB: Please see Delivery Section for stage two consultation; Detailed Scheme Consultation 
(Prior to submission of planning application)  
Methods:
Open House Events
An ‘Open House’ event involves using a local venue as a drop in centre, allowing people to gather 
information and share their views. 
Events are usually run over an extended period of time; such as an afternoon running into the 
evening, allowing different people to access the event. The principle is that people are able to attend 
whenever and for as long as they wish, making involvement more accessible to a wider cross section 
of the community. 
At the event, people have the opportunity to gather information; for example through displays and 
handouts etc, as well as share their views for example through comment sheets or sticky’s etc. People 
are able to choose which parts of the event they participate in. 
The Open House approach requires good planning, and consideration of accessibility and ease of 
participation for all. You will also need funding for hiring venues and staff time to participate in the 
event. 
Interactive Displays
Interactive displays offer people the opportunity to make comments and give feedback on 
information or options presented to them through the display. 
Interactive displays can be run in a range of different ways. Firstly, it could simply involve giving people 
the opportunity to ask questions about the display. Other methods can also be used to great effect, 
such as stickers, comment cards or graffiti/comment walls which allow people to write or present their 
views on the display. Other more interactive examples of these methods are the use of token tubes; 



20

where residents are given a coloured token to deposit in the corresponding tube indicating their site 
preference and sticker plans; where residents can express their site preferences by placing coloured 
stickers (green/good, yellow/medium, red/poor) on the site options detailed on a A0/A1 aerial location 
plan of the settlement. 
Interactive displays can be a useful technique for involving people who are not used to being 
consulted on their views, or who may be less confident about expressing their views using more 
traditional engagement methods. In particular, methods such as graffiti/comment walls can prove an 
innovative way of gathering the views of young people. 
These techniques work best when forming part of an Open House Event and alongside other 
methods which gather more qualitative feedback as well. Supervision and photographic evidence of 
the display is recommended to ensure that it is not being abused and records are evidenced. 
Formal Comment
Questionnaires provide a good opportunity to gather detailed qualitative feedback from residents. Care 
does need to be taken to ensure questionnaires are not so laborious that it prohibits response rates and 
asks the right questions that provide the feedback which was originally sought. It is useful to provide 
scope for residents to fill in questionnaires on the day or takeaway to consider and post/email back later.
Electronic Comment  
Increasingly the Council is making more effective use of electronic forms of communicating with local 
residents; this is set to expand further with the rollout of the rural broadband initiative. The Council’s 
Online Consultation Finder enables officers to consult local communities on site identification and 
scheme proposals. Providing resident’s opportunity to register there interest, review proposals, 
submit comments and see results of previous consultations. The use of online or electronic methods 
may improve feedback from hard to reach groups such as HomeChoice applicants; who, more often 
than not are not well represented at Open House Events. The ability to review plans, proposals, fill-in 
questionnaires and comment online at their own convenience away from what can be perceived as a 
hostile environment, may be welcomed by this group and others who are unable to attend the event in 
person. 
Other ideas to strongly consider; 

 Local Council involvement at pre-application meetings / design panels. 
 Involving hard to reach groups – directly inviting local connection HomeChoice applicants to   

consultation events ensuring a more balanced community attendance. 
 Community stakeholder invites – engage with the local school, youth groups and business   

they all have a valuable contribution to the debate, being directly or indirectly affected by   
proposals. 
In addition to the main consultation events it is essential that the project team/local council is kept 
informed of progress with regular updates. 
Contacts & Links:
Kathryn Byfield 01872 322594 kbyfield@cornwall.gov.uk Advertising through Consultation Finder 
on CC website
Shirley Northey 01872 322187 snorthey@cornwall.gov.uk Press releases  
Martin Bunt 01872 322637 mbunt@cornwall.gov.uk Preparing plans and marketing material 

 4.3 Public Consultation Summary Report
                              Resources:  Public Consultation Summary Report template

A summary report of the public consultation period can be prepared using the template. The report 
summarises the key findings of the consultation both in statistical form and the comments that have 
been made. Recommendations for ‘preferred sites’ could be made on the basis of the representations 
of the public and considered by the site selection panel. 
The report is typically split into three mains sections:
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Overview of key statistics and issues – following on from the introduction, the key statistics are 
set out and a number of primary issues that have arisen as a result of the feedback and highlighted. 
These are usually things like the level of services and amenities, school numbers, public transport 
and employment but can also be very specific for example if a village has a Conservation Area then 
members of the community may be concerned about the impact of housing development.
Statistical summary – the detailed statistical analysis is set out, preferably in a table and/or charts.
Comments – any other comments are included verbatim and this usually includes comments about 
the project as a whole, site specific issues or recommendations for other sites.  
To conclude the report it is usual to set out the next steps and a projected timescale.

 4.4 Economic Viability
                  Resources: Three Dragons Economic Viability Toolkit, Homes and  
                                          Communities Agency Economic Appraisal Tool

Land for affordable housing needs to be made available at an affordable price. This is crucial 
to achieving a successful project, and needs to be made clear during the site identification and 
assessment stages. By identifying and exploring the potential of several possible sites, there will be 
competition between landowners and an appropriate lower land value achieved.

Financial Viability Appraisal
Scheme Revenue (total of all property sales values) £
Scheme Costs (total costs of developing the site) £
            Construction (foundations, materials, labour)
            Professional Fees (architects, QS, project manager)
            Overheads (costs of running the site, office, staff)
            Finance (cost of borrowing the development finance)
            Legal Fees 
            Exceptional Costs (e.g. decontamination, mine shaft capping)

£
£
£
£
£
£

            Profit (typically 20% on cost) £
Residual Land Value (what is left when you subtract cost from revenue and therefore 
what the land is worth)

£

Working in partnership in the way of open book accounting allows us to not only look at what 
improvements are possible, but also how to achieve the best value for money. There is a need for 
transparency and openness between parties when considering the viability of potential schemes coming 
forward although commercially sensitive information remains confidential between the planning case 
officer, Affordable Housing Officer and the landowner/developer. The rural toolkit approach is intended to 
provide scope for the sale of land that would otherwise carry a residential or ‘hope’ value. Such land can 
then be sold at prices that are above current use but below open market values.

 4.5 Selection of final preferred site(s) 

The panel will consider the full range of scheme issues including the detailed Site Summary Reports, 
Public Consultation Summary Report, scheme design and mix, and scheme viability. A final preferred 
site or combination of sites as required to meet the established need shall be encouraged to prepare 
and submit planning applications.

Alongside the selection of a preferred site(s) it is advisable to set a timescale within which delivery 
would reasonably be expected. Furthermore a process for revisiting other sites in the event of non 
delivery could be stated at the same time as announcing the preferred site(s). 



22

 

5  Delivery
 5.1 Stage two public consultation; 
              Resources:  Site summary reports for all sites assessed (inc. Site plan and 
photo), Sketch schemes [desirable], Public consultation questionnaire template 

Detailed Scheme Consultation (Prior to submission of planning application)  
If a further consultation on preferred sites be needed then a detailed scheme consultation can be 
held. This consultation stage can serve two purposes:
Selection of a preferred site(s): if further detail is required to be able to make a decision on which 
site(s) to encourage applications then an exhibition or consultation on a more detailed scheme design 
and layout can be held. This could follow the format set out in the Public Consultation section and be 
led by the landowner, agent or developer.
Influence the application: a workshop style event could be held to seek views on elements of the 
scheme at a stage where the application can attempt to incorporate the feedback. At this stage there 
may be site or policy constraints that limit how much influence can be had, and financial viability 
also presents a potential obstacle. There are many issues that often provoke a response from local 
residents such as parking provision, open space, boundary treatments, streetlighting, surveillance, 
footpaths, overlooking, use of materials etc. It may be possible to incorporate changes to the scheme 
with regard to those issues and therefore attempt to deal with any issues prior to the submission of an 
application.

 5.2 Availability of subsidy
   
The Affordable Housing Officer will liaise with the Strategic Affordable Housing Manager and the 
Homes and Communities Agency regarding the availability of subsidy. However, this is generally 
reserved for affordable housing schemes in larger towns where developments tend to be more 
complex and expensive. Using the Rural Toolkit process, schemes should be delivered as a section 
106 planning obligation and aim to be financially viable without relying on subsidy. Where grant does 
become available, it could be used to alter the tenure, or improve the scheme in some way.

 5.3 Local lettings plan

                                                                    Resources:  Local Lettings Plan template

Each rural affordable housing scheme will be subject to a s106 planning obligation, which is a legal 
document setting out all of the details about what kind of homes are being provided, how much 
they will cost to rent or buy, and who will qualify for them. It is also possible to supplement the s106 
agreement with a ‘local lettings plan’ which sets out in more detail those arrangements, and how they 
relate to the local community.
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Where can I find out more?
Homechoice
For further information visit www.cornwall.gov.uk/homechoice.   
Alternatively call 0300 1234 161 and ask for the Homechoice Team.

Local affordable housing in my community 
Please ask us for the leaflet or see the website.

Rural Toolkit handbook 
Please ask us for the practical guide to delivering local needs housing or see the website.

Affordable housing policy
Please ask us for the current affordable housing policy documents or see the website. 
www.cornwall.gov.uk/affordablehousing

 5.4 Housing need surgery

                                            Resources:  Cornwall Homechoice application forms

A housing need surgery is usually held at a local venue for an afternoon/evening a few months prior to 
the allocation and completion of homes. Any person can drop in and ask questions about the scheme 
but the target audience is those local people who are seeking one of the new homes. If they are 
already registered with Cornwall Homechoice then they may wish to confirm the process of bidding 
when the properties are advertised. If a person is not registered Housing Officers will be in attendance 
to assist people in competing the application form.



If you would like this information in another 
format or language please contact:  
Cornwall Council, County Hall, Treyew Road, 
Truro TR1 3AY
Telephone: 0300 1234 100    
Email: enquiries@cornwall.gov.uk    
www.cornwall.gov.uk

27606 09/11

Contact us
Mid Cornwall  
Truro office 01872 224438    St Austell office 01726 223686 
Email: affordablehousing.mid@cornwall.gov.uk

East Cornwall  
Liskeard office 01579 341381    Bodmin office 01208 265630 
Email: affordablehousing.east@cornwall.gov.uk

West Cornwall  
Camborne office 01209 614085 
Email: affordablehousing.west@cornwall.gov.uk

You can also contact your local parish council for further 
information on projects in your area www.cornwall.gov.uk/
parishcouncils

Follow us on Twitter @cornwallcouncil

Follow us on Twitter @cornwallcouncil

Join us on Facebook

Join us on Facebook

Follow us on Twitter @cornwallcouncil


