
 
 
 

Save the Cambridge Green Belt Campaign 
www.greenbeltsos.org.uk 

 
How to submit your objections to the City Council’s 

Draft Local Plan via the City Council’s website. 
 
To find the right starting point, either type “Cambridge City Council Local Plan 2014” into Google and select the first search result, or click the following 
link: 
 
https://www.cambridge.gov.uk/draft-local-plan-2014 
 
This will take you to the City Council’s homepage for the Local Plan. 
 
You will find the link to the online consultation about halfway down the page, highlighted in blue (see below): 
 



 
 
Click the link to go to the online consultation’s starting page. 
 
The first thing to do here is to register with the site, which you have to do before you can submit any comments.  To do that, click the registration link, 
highlighted below: 



 

 
 
Clicking this link will take you to the start of the registration process.  You need to make sure that you’ve highlighted that you are registering as an 
individual (click on the little black dot to the left of that statement to activate that selection), and then click the button marked ‘continue’ (see below): 



 
Now it’s time to enter your personal details.  
 
Look at the next image, you’ll see that highlighted inside the red box are some boxes.  Click with your mouse into each box in turn and type in your details.  
You only have to provide information where the text field title is highlighted in bold blue text, i.e. ‘Email address’, ‘Password’ (which you create yourself 



and type in), ‘Password again’ (just type in the same password you’ve just created in the field above), ‘How would you prefer to be contacted?’, ‘First 
Name’, ‘Surname’, ‘Address’ and ‘Postcode’:  

 
 
After completing that information, scroll further down the page using the downwards black triangle in the bottom right hand corner of the picture above 
and you’ll see the rest of the boxes, as per the image below. 



 
At this stage all you need to do is click on the ‘submit’ button (highlighted below): 

 
 
At this point you should see the ‘registration successful’ page (as below).  Click the highlighted link to return to the main Local Plan online consultation 
page. 



 
 
Congratulations! You are now registered and able to submit comments on the Local Plan. 
 
Next, you need to review the Plan itself.  The link to the document is highlighted in the window below.  Click it to be taken to the Local Plan page. 



 
 
The Local Plan homepage looks like this: 
 



 
 
To see the contents list of the plan, scroll down to the sections list.  It’s recommended that you take the time to read as much of it as you can, certainly 
Section 1 (the Introduction) and Section 2 (which covers policies 1 to 8).  When you’re making an objection, you are doing so against a specific Policy, 
which is itself categorized in a section.  It’s important to remember that you must make a representation against a specific policy for it to be considered 
within the second round Consultation.   



 
Section 3 is where the Green Belt proposals are included, in Policy 26.  You can scroll down to the Policy 26 link and then click it (highlighted below): 
 
 

  
 



Once you’ve click the link, you’re into the document itself.  The best way to think of it now is as if it was each section was a giant scroll, and you’ve been 
taken directly to the point in Section 3’s scroll that you’ve expressed an interested in.  When you click the link to Policy 26, you’ll see the following: 

 
 
In this picture (above), you can see that the policy itself is inside a blue box.  Every policy has a statement of the policy (inside a blue box) and then 
supporting text and any graphics.  You can scroll up the page back through all the other policies, in Section 3.  As Policy 26 is the last one in Section 3, if you 



scroll right down to the bottom of the page, you’ll find a link to the ‘previous chapter’, which is Section 2 and to the ‘next chapter’ which is Section 4.  To 
start with, you might want to view the comments that other visitors to the website have made on section 26.  To do that, click the little picture of a 
magnifying glass (highlighted inside the red keyline above). 
 
Clicking the magnifying glass takes you to a long list of all the comments submitted so far.  You’ll see that the comments are titled with a colour-coded 
green for support and red for an objection.  It is worthwhile having a read of the other comments to see whether or not there are additional points you 
would like to make. 
 
To make your own comments, just point your mouse pointer at the main title on the page which says: ‘Representations on Cambridge Local Plan 2014 – 
Proposed Submission – Policy 26: Site Specific Development Opportunities’. When you move it onto the text, you’ll see that it changes colour to black, 
showing that the text is a link back to the starting point of Policy 26 (see below): 
 



 
 
To make your own comments, you need to click the picture of the pen that was next to the magnifying glass: 
 



 
 
When you click the pen, you’ll be taken to the page that allows you to type your comments in.  The first thing you need to do on this page is to click the 
little black triangle in the middle of the screen alongside the text that says ‘Support / Object’.  When you click that triangle, you get a ‘dropdown list’ which 
shows you the choices you have to pick from.  You need to click with your mouse on the ‘Object’ option in that little dropdown list.  The dropdown list is 
highlighted in the picture below: 



 

 
 
When you select ‘Object’ from the list, you’ll see that the rest of the contents of the page change.  This is to allow you to make comments, and also suggest 
alternative wordings if you basically support the Policy and would fully support it if there was a slight rewording.  Rewordings are unlikely to result in any 
adjustments to the plan at this stage and our recommendation is to just object with your comments.  



 
To do so, type your comments into the field entitled ‘Written Justification’.  You need to be as concise as possible.  We have been advised that you should 
try to keep your comments to just 100 words as only the first 100 words will be accepted.  You can make longer representations, but if you do so you need 
to provide a 100 word summary along with it, and it is this 100 word summary that will be included in the results.  This doesn’t mean that your longer 
submission disappears - it will still be supplied to the Inspector – but given that there may be many thousands of submissions, the sad fact is that you do 
run the risk that your full submission is not read.   We would suggest pick one small part of Policy 26, make your submission, and then make another 
separate submission for your next point.  This should allow you to keep your text down to 100 words per submission. 
 
You can see the boxes shown below, with the key one highlighted: 
 



 
 
Underneath the big red box, you can see that there are two other ‘dots’ that need to be selected, first the one marked ‘Do you consider the Plant is Legally 
compliant?’ to which you should click on the dot next to ‘No’ and then also click on the dot next to ‘No’ under the question ‘Do you consider the Plan to be 
Sound?’ 
 



Once you have made your comments, you need to decide how best you would like to be represented.  You have the choice of just submitting the written 
comments you are making now, or whether you would also like to appear at the main Examination in front of the Inspector, when you may (given time 
availability) get the chance to make your point in person.  Pick which one from the two ‘dot’ options you want: 
 

 
 



Also highlighted in red in the picture above are the notification choices you have.  You may want to ensure that your document is submitted to the 
Inspector, and when the Inspector’s Report is published and when the document (including any changes the Inspector requests) is adopted by the Council.  
We would suggest that you select ‘Yes’ from each of the ‘dropdown lists (select using the little black downward pointing triangle alongside each little 
option box and picking ‘Yes’ from the options that appear). 
 
Finally, you need to decide whether or not you want to submit your comments straight away, or just save them to allow you to edit them before you 
submit them.  There is an option at the bottom of the page: 
 



 
 
As you’d expect, the ‘Submit’ is when you have your comments finalized, and ‘Save as Draft’ should be used if you want to come back and change it before 
you submit.  If you click ‘Save as Draft’, you’ll see a confirmation window: 
 



 
 
If you close the window now, you can always come back to your draft at a later date by following the web page link at the start of this document, following 
the link to the Online Consultation System, and then instead of clicking ‘Register Now’, type your email address and password into the boxes underneath 
the ‘Register Now’ link and clicking the ‘Login’ button immediately to the right of the password box. 
 



Once you’ve done so, you’ll see your own name and identification number in the blue bar above the page main text (in the picture immediately above it 
shows “Jeremy Jones, [4913]”, but you will see your own information there.  To the right of your name, you will see ‘My Drafts’.  If you click this text, it will 
take you to a page listing all draft submissions you have.  See below: 
 

 
 



Click where it says ‘Edit and Submit’ (see above) and you’ll be taken back to the submissions page with all of your comments already in place.  Once ready, 
click ‘Submit’. 
 
And you’re done!  Congratulations and thanks for supporting the Save the Cambridge Green Belt campaign. 


