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[bookmark: _Toc237958910]Consultation response document – template
[bookmark: _Toc237524512][bookmark: _Toc237958911]Preliminary information 
Drafting note: provide the airspace change proposal title, reference number and, if more than one version has been submitted to the CAA, version control information including the document version, date, and a summary of changes since the previous version.
[bookmark: _Toc237524513][bookmark: _Toc237958912]Introduction 
Drafting note: provide a brief introduction to the document, including who the sponsor is and the purpose of the document.
[bookmark: _Toc237524514][bookmark: _Toc237958913]Executive summary 
Drafting note: provide a brief overview of this document. 
[bookmark: _Toc237524515][bookmark: _Toc237958914]Consultation summary 
Drafting note: provide a brief overview of the consultation process, including: 
· The scope of the consultation, what was being consulted on. 
· Who was consulted and how they were identified. 
· When the consultation was held and why the consultation length was appropriate. 
· An overview of the consultation materials used, including any issued in alternative formats. 
· How stakeholders were consulted, including details of any consultation activities and any online communication tools used. 
· Details of how stakeholders were invited to respond to the consultation.
· How stakeholders were informed of the consultation, with evidence provided in an annex. 
· How stakeholders engaged with the sponsor’s communication channels (for example, press coverage, social media analytics), with evidence provided in an annex. 
· Details of any actions taken during the consultation period, such as reminder notifications sent or publication of FAQs. 
· An explanation of any divergence from the consultation strategy and the reason for it. 
· Details of any unexpected events or challenges and how they were responded to. 
[bookmark: _Toc237524516][bookmark: _Toc237958915]Consultation questionnaire 
Drafting note: a copy of the questions asked in the consultation questionnaire. 
[bookmark: _Toc237524517][bookmark: _Toc237958916]Who responded 
Drafting note: an analysis of respondents to the consultation, for example how many stakeholders responded, who they were, where they were located, and the channels they used to respond. 
[bookmark: _Toc237524518][bookmark: _Toc237958917]How the responses were categorised and analysed 
Drafting note: sponsors should explain the approach used to categorise and analyse responses. 
[bookmark: _Toc237524519][bookmark: _Toc237958918]Analysis of feedback 
Drafting note: this should demonstrate how the sponsor has understood and considered the feedback received during the consultation, including the key themes identified through quantitative and qualitative analysis of the consultation feedback. 
[bookmark: _Toc237524520][bookmark: _Toc237958919]Response to the feedback 
Drafting note: an explanation of how the sponsor has considered and responded to the feedback received and how it did or did not influence the final airspace design. This must include which feedback or themes the sponsor carried forward to Stage 3 for further consideration, and these did or did not influence the final design. No matter the outcome, the sponsor must record whether the feedback or themes they identified from the consultation did, or did not, lead to an amendment to the proposed design, proposed operating procedures, or other aspect, with an accompanying rationale. 
[bookmark: _Toc237524521][bookmark: _Toc237958920]Conclusion and next steps 
Drafting note: a summary of the sponsor’s conclusions from the consultation and a brief explanation of the next stages in the process and expected timelines, where known. 
[bookmark: _Toc237524522][bookmark: _Toc237958921]Annexes 
· Annex A: evidence of how stakeholders were informed of the consultation. 
· Annex B: evidence of how stakeholders engaged with the sponsor’s communication channels. 
· Annex C: categorisation of consultation responses. 
Drafting note: any additional annexes, as required. 
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