Information Notice Templates - Falkirk Council 
Information Notice Templates
Introduction
Before submitting a local place plan to the Council, the community body is required by Regulation 4(1) of The Town and Country Planning (Local Place Plans) (Scotland) Regulations 2021 (“the 2021 Regulations”) to send a copy of the proposed local place plan and a notice containing specific information to:
· Each councillor for the local place plan area,
· A community council any part of whose area is within, or adjoins, the local place plan area.
This specific information is:
· a brief description of the content and purpose of the proposed local place plan, 
· information as to how and to whom any representations on the content of the proposed local place plan should be made and the date by which they should be made. 
Regulation 4(3) of the 2021 Regulations state the minimum period allowed for making representations is 28 days after the date of the information notice is sent to the relevant councillors and community council(s). 
The two templates in this document include the sections required for an information notice. You can copy and paste the text into your respective email or letter and send this along with a copy of your proposed local place plan to the relevant councillors and community councils.  You can also adapt the templates to invite other people and organisations (such as Falkirk Council) that you want to comment on your proposed local place plan. 
A copy of your proposed local place plan could be hard copy or a digital copy as an attachment or a short weblink. 
Contact Details of Relevant Councillors and Community Councils 
Falkirk Council’s map of wards, and published list, can help you identify the councillors for your Local Place Plan area and obtain their contact details. 
The community councils map can help you identify the community councils any part of whose area is within, or adjoins, your Local Place Plan area, and the list of community council email contacts will help you find their contact details. Please note some areas do not presently have a community council. 


Information Notice Template (Councillors)
Subject:  Information Notice: Consultation of [add the name of your Local Place Plan]
Dear Councillors,
[bookmark: _Hlk195618432]I am contacting you on behalf of [add the name of your community body here]. We have prepared a proposed Local Place Plan for [add the name of your Local Place Plan area here]. The proposed Local Place Plan is [available at (add web address if your proposed Local Place Plan has been published online)] / [attached (if you are attaching a PDF of your proposed Local Place Plan to your email to the Councillors)]. 
We are legally required to send each Councillor for our Local Place Plan area this information notice under Regulation 4 of The Town and Country Planning (Local Place Plans) (Scotland) Regulations 2021.

Brief description of the content and purpose of the proposed Local Place Plan
The proposed Local Place Plan contains proposals for [add a broad description of the types of proposals contained in your Local Place Plan].
The purpose of our proposed Local Place Plan is to [add why you have prepared a Local Place Plan, including the main aim or purpose of the plan, for example to redevelop a derelict site or improve our park and/or to influence the Falkirk Local Development Plan].

Information as to how and to whom any representations on the content of the proposed Local Place Plan should be made and the date by which they should be made
If you have comments on our proposed Local Place Plan, please email them to us at [insert email address of community body].
The deadline for comments is [add a deadline for responses that allows responders no less than 28-days in which to submit feedback].
We are sending similar information notices to [(add reference to active community council(s) whose area is within or adjoining the Local Place Plan area] as required by the regulations.

Please let us know if you have any queries.
Kind regards
[Insert your name and the name of your community body]
Information Notice Template (Community Councils)
Subject:  Information Notice: Consultation of [add the name of your Local Place Plan]
Dear Community Councils
I am contacting you on behalf of [add the name of your community body here]. We have prepared a proposed Local Place Plan for [add the name of your Local Place Plan area here]. The proposed Local Place Plan is [available at (add web address if your proposed Local Place Plan has been published online)] / [attached (if you are attaching a PDF of your proposed Local Place Plan to your email to the community councils)]. 
[bookmark: _Hlk195617043]We are legally required to send each community council whose area is entirely or partly within our Local Place Plan area, or adjoins it, this information notice under Regulation 4 of The Town and Country Planning (Local Place Plans) (Scotland) Regulations 2021
This information notice has been sent to the following community council: [add the names of all the relevant Community Councils]. We have also sent a similar notice to each of the ward councillors for the Local Place Plan area. 
Brief description of the content and purpose of the proposed Local Place Plan
The proposed Local Place Plan contains proposals for [add a broad description of the types of proposals contained in your group’s Local Place Plan].
The purpose of our proposed Local Place Plan is to [add why you have prepared a Local Place Plan, including the main aim or purpose of the plan, for example to redevelop a derelict site or improve our park and/or to influence the Falkirk Local Development Plan].
Information as to how and to whom any representations on the content of the proposed Local Place Plan should be made and the date by which they should be made
If you have comments on our proposed Local Place Plan, please email them to us or submit them via the feedback form [amend this sentence according to how your group wishes to receive comments].
The deadline for comments is [add a deadline for responses that allows responders no less than 28-days in which to submit feedback].
Please let us know if you have any queries.
Kind regards
[Insert your name and the name of your community body]
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