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Welcome to Argyll and Bute Council’s Consultation Toolkit 
 

Argyll and Bute Council is committed to working with as well as for our customers and communities. 

Public understanding and involvement are particularly important in times of significant change, as local government 
is experiencing now: 

 local views help the council reach the best decisions about what we do and how we do it. 

 
When and why you should use this toolkit 

Please read through this toolkit if you think you need to do a consultation. 

This toolkit provides tips and advice on planning, designing and developing effective consultations. 

It draws on lessons learned from previous council consultations so we can all do more of what works well. 

It also draws from best practice set out in the National Standards for Community Engagement. 

Please note:  

 this guidance supports non-statutory consultation exercises; statutory consultations will have set 

criteria to follow. 

 As we ask members of the public to get involved with a wide range of consultation exercises, it is 

important to make exercises practical and proportionate. Please therefore apply the following 

guidance as suits the scope and nature of your exercise. 

 
First key points to check 

Do you need to do a consultation? 

 Has anyone already carried out a consultation on your topic? Is there information you need already 
out there? 

o We are producing a consultation planner to help with this. In the meantime have a look at 
the consultation section of the website to see if any other relevant consultations have 
already been done. This will avoid unnecessary exercises and consultation fatigue. 

 

 Are you doing this consultation to give an opportunity for the views of people to influence decisions 
or are you simply providing information? 

o If you are simply providing information, then this is not a consultation. Proper consultation 
involves asking people what they think, and reflecting what they tell us in making 
decisions.  

http://www.voicescotland.org.uk/Seven-NS/
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Step 



http://intranet.argyll-bute.gov.uk/sites/default/files/do_and_dont_guide_to_consultation_questions_0.pdf


 

 

 

Step 2: Deciding how to reach the people you need to ask 

When deciding on consultation methods, you should take into consideration the following: 
 

 What are the types of questions you need answered? This will determine what consultation method you 
use.

 What methods will best suit your target audience? You may need to consider more than one method (for 
example consultation event and survey).

 What resources are available to you? In terms of budget, resource and services that might help.

 Are you ensuring people can be included – especially those who are seldom heard?

 
Enabling the seldom heard to take part 

 

Before choosing your method, you should consider if there are any key barriers preventing people from taking part, for 
example:  

 

 Physical inaccessibility (e.g. disability, older or frail people)

 Language (e.g. immigrants and asylum seekers)

 Cultural views and traditions (e.g. ethnic minorities)

 Geographic remoteness
 Poor or no IT facility

 
Consultation Methods 

 

On the following pages, you will find a list of consultation methods. We’ve listed the pros and cons for each to help 
you decide what’s best for your target group and how to get the information you need. 

 
 
 
 







 

 

 
 

Deciding how to reach the people you need to ask 
 

Now that you’ve 

http://intranet.argyll-bute.gov.uk/corporate-communications-team
http://intranet.argyll-bute.gov.uk/plain-english-getting-your-point-across
mailto:press@argyll-bute.gov.uk
https://www.argyll-bute.gov.uk/community-life-and-leisure/community-development
https://www.argyll-bute.gov.uk/council-and-government/community-planning-partnership
mailto:subscriptions@argyll-bute.gov.uk
mailto:communitycouncils@argyll-bute.gov.uk


 

 

 
 

Step 3: Making your consultation work – planning and analysis 
 

Now that you’ve decided how and who you’re going to consult, you need to plan the delivery of your consultation. 
 

From the number of consultations we’ve undertaken, we’ve learned a lot of lessons. Here are some of the 



https://www.argyll-bute.gov.uk/moderngov/uuCoverPage.aspx?bcr=1
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Analysing and interpreting the statistical data requires varying levels of expertise depending upon the complexity of 

the research. You must be confident that you have, or have access to, the skills required to do this. If in doubt, seek 

help from the Insight and Research Officer. 
 

Qualitative Data 
 

For relatively simple consultations, qualitative data can be gathered together under broad headings which will help 

analysis later on. 
 

Analysing and interpreting quantitative information requires a good level of knowledge upon the complexity of the 

research. You must be confident that you have, or have access to, the skills required to do this. If in doubt, seek hehelp 

from the Insight and Research Officer. 
 

The next steps are to acknowledge and draw attention to areas of agreement and disagreement, using the results of 

the consultation. You should consider them carefully, together with other evidence and considerations, before 

decisions are made. 
 

To do this you should identify key messages. One way of doing this is to think about the following questions: 
 

The overall picture 
 

 What are the main findings?

 Are people satisfied/ dissatisfied?

 What are the areas on which there is a majority consensus?

 Where do views and opinions differ?

 Are there patterns of response in relation to the responders? For example, because of their protected 

characteristics; their geographies?

 
Others questions to think about: 

 
What are the priorities for the public and their expectations? 

 

 How are we doing on each of these?

 What can we do to meet these?

 How can we improve?

 What can we do little about?

 
Benchmarking 

 

 Can we show improvement against our own past performance?

 Can we benchmark against other local authorities?

mailto:planningourfuture@argyll-bute.gov.uk


 

 

 

Our expectations: 
 

 What results did we expect?

 Which results were a surprise?

 
Identifying trends: 

 

 Can we identify any trends – either upwards, downwards or have results stayed the same?

 Can we compare results with others who have asked the same question/used the same method?

 Are we moving in the same direction as national trends?

 

Producing the results 
 

When producing the results think about: 
 

 Which things can we change in the short term? Identify "quick wins", especially those that can be done 
within existing budgets or timescales. This demonstrates that you can and will act on the outcomes of 
consultation.

 Which things can we not change in the short term? How do we tell people? Popular recommendations that 
cannot be taken forward require an explanation as part of your feedback.

 Which findings do not require action?

 Which findings highlight the need for action?

 What are the next steps? Who needs to know? Does funding need to be identified? Is further consultation 
needed? When can decisions be taken?

 Which results highlight the need for more communication? What is the issue? How we will communicate it, 
to whom and where?

 
This always takes longer that you think so allow plenty of time. 



 

 

 
 

Step 4: Providing feedback and evaluating your consultation 
 

It is important that once you have analysed the results of your consultation, you share the results with everyone 
who has given up their time to take part. If stakeholders see nothing happening as a result of their involvement, they 
will be less willing to take part in other council consultation exercises. 

 
 

Here is a simple guide to follow for 

mailto:press@argyll-bute.gov.uk
mailto:genna.lugue@argyll-bute.gov.uk
mailto:planningourfuture@argyll-bute.gov.uk
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