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Telford & Wrekin Draft Local Plan 2023 Help Guide 

The Consultation Portal 

The purpose of this guidance is to set out the steps for registering an account on our consultation 

portal for consultation events at Telford & Wrekin Council.   

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. How to make comments and submit 

5. Once your comments have been submitted 

6. Frequently 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: You will now be on the home page of the Council’s Local Plan website.  

Step 2: Scroll down to the box titled ‘Consultation of the Draft Local Plan (Regulation 18)’ and click 

the highlighted green text ‘consultation portal’ this will then take you through to the draft Local Plan. 
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Step 3: As shown below you will be directed to the Draft Plan Consultation Home Page with two tabs 

‘About this Consultation’ and ‘Proposal’.  

Two the left hand side you will see ‘More Information’ and ‘Supporting Files’   

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

 ‘Supporting Files’ includes this guidance  

 ‘About the Draft Local Plan Consultation’ gives a brief overview of the document where there 

is also a clickable hyper link which will take you straight to this ‘Help Guide’ as well as to the 

council’s ‘Frequently Asked Questions’.  

 

Step 4: 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.   
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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 consultation portal 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’.  

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’.  

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.  

 

 

Additional Note: If you are a planning agent that is responding on behalf of a client, please also click 

‘I am registering as an agent’ please do not click this option if this is not relevant to you.  

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 or the Draft Local Plan Consultation Home 

Page.  

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

successfully. 
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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: How to make comments and submit 

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

‘ADD COMMENT’ to the top right of the relevant consultation point. Alternatively please click the blue 

box next to the consultation point 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. You do not need to fill in any details that are not mandatory if you you do not wish to do 

so. 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 consultation point. 
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Stage 3: To allow consultees to comment on all aspects of the plan you are able to comment on the 

following:  

 Policies; 

 Sections; 

 Paragraphs; 

 Figures;  

 Maps; and 

 Tables.  

All of the above points are also shown within the contents to the left of the page.  

 

 

 

 

 

 

 

 

 

Step 4: When you click on ‘ADD COMMENT’ you will be taken to the page shown below. On the left 

of the page will be the relevant consultation you have clicked on and on the right will be a set of 

questions for you to answer.  
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Step 5 and Optional Step: At the bottom of the questions if there is any additional material you wish 

to submit please click on the ‘Drop a file here or browse’ once complete and you are done answered 

the questions click ‘Complete Comment’ 

 

Note: If you wish to come back to the comment before submitting click ‘Save Draft’ if you want to 

delete the comment entirely click ‘Discard’. 
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Step 6: if you have clicked ‘Compete Comment’ this will now show as ‘Commented’ whilst browsing 

the document. In addition, if you have clicked ‘Save Draft’ this will also appear as ‘Uncompleted’  

 

Note: If you have completed a comment this will now show in the contents as a blue box. If you 

have saved your comment as a draft this will equally show up as a red box. This is shown in the 

image above.  

Step 7: Once you have finished answering questions, please refer to the top heading which shows 

‘Review’ and ‘Submit’ clickable boxes. 

 

Note: If you click ‘Submit’ you will not be able to review your questions. You will be asked ‘Have you 

provided all comments?’ if yes click ‘SUBMIT NOW’ if not click ‘ADD MORE COMMENTS’ 

 



11 
 

Step 8: When you click ‘Review’ you will be able to see 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’. If not click ‘Add More Comments’ 

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. 

 

Note: On the review page, if you are looking to add further comments please click ‘Back’, this will 

take you back to the document and its contents. Do not press ‘Cancel’ as this will discard all of your 

comments.  

 

Step 9: Once submitted you will receive a ‘Thank You’ indicating you have submitted the comments, 

as well as a confirmation email. Please refer to Section 5 to find out what happens next. 
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Section 5: 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.  

 

Step 2: Click ‘MY SUBMISSIONS’ on the drop down menu. 

Step 3: You will now be able to view your previous submissions (including any you submitted during 

previous consultations), 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.  
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Section 6: Frequently Asked Questions 

Q: There is an option when registering on the council’s consultation portal to register as an agent. 

What does this mean and do I need to click this?  

A: Agents provide planning advice for their clients. As part of the consultation agents will submit 

comments on behalf of their client/clients. If this is not relevant to yourself, please do not click ‘I am 

registering as an agent’ when registering on the councils consultation portal.  

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.  

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.  

 


