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Introduction 

This guide has been produced to assist those who wish to make 
representations on the ‘soundness’ of the Wirral Local Plan 2021-2037, 
and the supporting Sustainability Appraisal and Habitat Regulations 
Assessment using the Council’s online consulation portal.

It is important that this Guide is read in conjunction with the accompanying 
Guidance Notes on Submitting a Representation which can be viewed and 
downloaded here www.wirral.gov.uk/newlocalplan and provides further 
information on how to complete the representation form.



Data Protection and Privacy

To ensure an effective and fair examination, it is important that the 
Planning Inspector/s appointed to carry out the independent examination  
and all other participants in the examination process are able to know who 
has made representations on the plan. The Council will therefore ensure 
that the names of persons or organisations making representations can 
be made available (including publication on the Council’s website and or 
consultation portal) and taken into account by the Inspector. 

We are unable to accept anonymous representations. All duly made 
representations, together with the names of respondents, will be made 
available on the Council’s website. Personal information such as 
telephone numbers, addresses, and email addresses will not be 
published. By submitting a representation, you are confirming that you 
understand that your response will be published in full, together with your 
name, including on our website.

The information you provide (including address, telephone numbers, 
e-mail addresses, etc.) will also be shared with the Programme Officer  
and the Planning Inspector/s, to be used only for the purposes of 
conducting the examination. 

If you choose not to provide data for this purpose, or ask us to erase your 
data, you will be unable to participate in the Local Plan Examination pro-
cess. You have the right to access your personal data and to ensure 
the Council is processing it in the correct way. For further information 
about how we and the Planning Inspector use your personal 
information, please visit the privacy policy on the Council’s website: 
https://www.wirral.gov.uk/planning-and-building/local-plans-and-plan-
ning-policy/forward-planning-privacy-notice



Step 1

Please go to https://wirral-consult.objective.co.uk/kse

Step 2: 
Register, Login or Just 
learn more
You can chose to Login or to 
Register here (in which case 
you will not be prompted to 
login later when making a  
representation)  or you can 
go straight to the Local Plan 
document by clicking the 
‘Learn More’ Button.

Step 3: 
Click on the ‘Learn More’ 
button



Step 4: 
Supporting Files

There will be a number of 
supporting files here which 
you can refer to in making 
your representations

Step 5: 
Click on ‘Go to Event’ button 



Step 6: 
Reading the document

You can read the Local 
Plan document by selecting 
the chapter or section you 
want here 

Step 7: 
Representation Form Points 

Throughout the document you will see 
this symbol         This is where you 
can make a representation by clicking 
on the symbol.

We have placed them in each section 
and each policy for convenience but 
you can use the form for any part of 
the document.   

When you are ready to make a 
representation please click on the 
symbol.

Please refer to the general guidance 
notes on making a representation 
which will be available in Supporting 
Files (Step 4)



Step 8: 
Login, or Register

At this point, if you haven’t 
logged in or registered you 
will be prompted to do so.

The Council cannot accept 
anonymous representations.

Step 9: 
Check your details 

When you  make your first 
representation of a viewing session 
you will be prompted to check your 
details.  You will be asked to do this 
again if you log out and back in.

If you are happy with your details then 
please click ‘Next’ and you will be 
taken to the main representation form 

Sections with this symbol are mandatory and must be filled in



Step 10: 
Fill in the Representation 
Form
Please complete the 
Representation Form (Q’s 
3 to 7 and supplementary 
question as appropriate)

Please remember to be as 
succinct as possible
   

 
Please note that you need to complete 
a separate form for every aspect of 
the Plan that you wish to make a  
representatation on.  

You can make as many 
representations as you like.

Sections with this symbol are mandatory and must be filled in!



Step 11: 
Complete your comment 
(Saving your comment)

 
Once you are happy with your sub-
mission and have answered relevant 
questions you can click ‘Complete 
Comment’ this will save your 
comment.  You can log off and back 
on if needed once you have saved 
comment. If you log off without 
pressing complete then you will lose 
your work 

Sections with this symbol are mandatory and must be filled in.

If you click ‘complete comment’ without 
completing mandatory questions you 
will see this symbol. You will need to 
click on it and complete  the missing 
information before you can submit



Step 12: 
Reviewing and Editing 
Representations

 
You can review and edit representation/s before you submit them by clicking on 
the review button. 

Representations that are 
saved are indicated by this 
symbol. You can save 
numerous representations 
before reviewing them and 
submitting them

 
If you are happy with your representation and don’t wish to review or edit you 
can click the ‘submit’ button.  However, please note if you click ‘submit’ your rep-
resentation/s will be submitted to the Council and you can’t change it. 
However you can submit another representation. If you do make a mistake 
please contact us using the details below to arrange for a submisison to be 
deleted.

Editing Representations



 
To edit your representation click on the pen symbol for appropriate questions.

 When you have completed your review and changes-click on the save disk 
symbol or ‘save’ button.



Step 13: 
Submitting your representations 

 When you are ready to submit your representation/s please click on the Blue 
‘Submit’ Button.  The warning message above will appear asking whether want 
to make further changes to your representation or to ‘submit now’.  Click ‘Submit 
now’ to complete your submission.

If your representation is 
submitted successfully you 
will see this message.

Please click ‘ok’ and you 
will returned to the main 
event page.  You can make 
further submissions by 
logging out and then back 
in and starting the process 
again.

Please note that if you have 
saved multiple representations 
and click ‘submit’ then they will 
all be submitted. If you have 
made multiple representations 
in one session -please review all 
before pressing ‘submit’



Step 14: What Happens Next and checking your representation/s

 You should receive an email from the Council’s consultation portal confirming submis-
sion. If you do not receive the email, please check your junk or spam 
folder.  You can see your representation/s by clicking on your account here

and then click on ‘My Submissions’

When the Council validates your representations online (which may not take place until 
after the end of the representation period) you will receive another email and your 
representation together with your name only will be posted on line and can be viewed 
by all visitors to the portal who click on the portal event and the ‘What People Say’ but-
ton.  Your representation and name will also be made available for public viewing via 
the Examination web page when set up.

Further Help or Information 

If you need any further help please contact us:

By email:  localplan@wirral.gov.uk  or
Telephone: 0151 691 8235

Representations must be received by 
5pm on 25th July 2022
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