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Development Permit Application
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Developer Best Practices | Development Officer Approval

The timeline below outlines the City's service standards for development permits approved at the discretion of a Development
Officer. The service standards are only applicable when a submission conforms to the General Plan, Zoning By-law, and
Municipal Design Guidelines.

Permit Issuance

v Appeal Period
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SERVICE STANDARD
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SERVICE STANDARD

+ 2-3 WEEKS

SERVICE STANDARD

By approaching each step carefully and ensuring all requirements are met up front, developers can keep their projects moving
smoothly through review. The following checklist provides a summary of basic steps to follow and common mistakes to avoid.
It is intended for anyone preparing to apply for a development permit involving new construction of any of the following
projects:

(a) any residential project up to 12 units;

(b) an addition to an existing dwelling;

(c) a secondary suite;

(d) non-residential projects less than 1,000 m?; and

(e) amendments to Development Permits with GFAs less than 100 m? and/or six (6) or fewer dwellings added.

Use this checklist as a guide when planning your permitting process and assume that the timeline will be impacted as
estimated below, if the practice is not followed.

Element Best Practice Timeline Impact if Best Practice is Not Followed

Pre-Application
O Meeti
eeting

Engage in a pre-application meeting
for complex files to clarify specific
requirements and set expectations.

+1-2 months: Early skips invite issues
later, often causing lengthy rework.

Submission
Requirements

Research and confirm with staff all
submission requirements for your
unique project.

+3-4 months: Incomplete submissions
are not processed and must be redone,
heavily delaying progress.

O General Plan

Comply with the General Plan, Lot
Development Standards, and closely
follow Core Area Urban Design
Guidelines.

+1-4 months: Non-conformity results
in blanket rejections and massive
revisions. If provisions cannot be met,
a General Plan Amendment may be
required and will further increase
timelines.

O Zoning By-law

Ensure strict conformity with the
Zoning By-law from the outset.

+1-4 months: Zoning errors require a
full resubmission and compliance
check. If provisions cannot be met, a
Zoning By-Amendment may be
required and will further increase
timelines.

Municipal
O Design
Guidelines

Integrate all municipal guidelines
(drainage, servicing, access) into
initial drawings.

+1-2 months: Changes after
submission slow review and extend
timelines.

Plan Details &

Submit detailed, metric plans
featuring site context, full

+1-2 months: Missing details cause

O . dimensions, and a “required-vs- repeated comments and additional
Zoning Table " . .
proposed” zoning stats table on the review cycles.
cover page.
Revision Minimize revisions by fully +1-4 months: Every extra revision cycle
O Process addressing comments; one round is pushes approval scheduling further

ideal.
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Submission Requirements

STANDARD REQUIREMENTS: Consult with your assigned City Planner to determine which of the following required plans and
studies may be required for your development permit application. The general contents of each requirement are listed on the
subsequent pages. Note that while every effort is made to be proactive, some submission requirements can evolve through
the permitting process when new information becomes available.

o Site Plan
For all Development Permit applications beyond the scope of a Site Sketch.

o Floor Plans
Typically required for Development Permit applications with a building component.

o Elevation Drawings
Typically required for Development Permit applications with a building component.

m| Grading and Drainage Plan
Required for most Development Permit applications that have a fill component or abut drainage infrastructure.

o Civil Key Plan - Piped Water & Sewer Services
Required at application intake for all Development Permit applications requiring new service connections.

o Civil Key Plan - Trucked Water & Sewer Services
Required at application intake for all Development Permit applications building on trucked services.

o Development Site Servicing Plan - Piped Services
Must be submitted after City approval of the Civil Key Plan; stamped by a qualified Civil Engineer.

UPON REQUEST: The following items are less likely to be required for development permits approved at the discretion of a
Development Officer but may be requested at any point during city staff review if deemed appropriate.

o Transportation Impact Study
May be required for applications with major usage, as and when requested by the Development Officer.

o Snow & Wind Study
May be required for applications with a major building component, as and when requested by the Development Officer.

o ESA Phase 1
May be required where there is known or suspected contamination.

o Designated Substance Report for Demolition
Required for all Development Permit applications that include demolition.

o WSCC Compliance for Demolition
Required for all Development Permit applications that include demolition.
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Site Plan

For all Development Permit applications beyond the
scope of a Site Sketch.

Elevation Drawings

Typically required for Development Permit applications
with a building component.

O Property boundaries 0 All building sides
Include full legal description and all measurements. Provide detailed drawings of each building elevation.
O Setbacks O Material and finishes
Clearly indicate compliance with zoning setbacks for Clearly label exterior materials, finishes, and colors.
front, rear, and side yards. O Height measurements
O Building locations and dimensions Include building heights from grade to roofline and
Show all existing and proposed buildings on-site and overall structure height.
in-context, with labels and dimensions. O Architectural features
O Tundra areas Highlight key features like windows, doors, eaves, and
Identify existing tundra, vegetation patterns, and any overhangs, with measurements.
hardscaping features. O Context
O Garbage enclosures Show adjacent buildings to demonstrate compatibility
Indicate the location and design of garbage storage in design and scale.
and enclosure areas. - .
, Grading and Drainage Plan
O Utilities and services
Show water, sewer, power, and any underground Required for most Development Permit applications that
infrastructure. . . .
have a fill component or abut drainage infrastructure.
0 Driveways, parking, and circulation
Illustrate vehicular, pedestrian, and snowmobile access O Existing and proposed contours
and movement patterns. Provide pre- and post-development elevations.
0 Snow storage areas O Stormwater management
Designate areas for snow accumulation that do not Show drainage patterns, ditching, and culverts.
obstruct movement or drainage. 0 Downspouts and surface flow
O Existing and proposed grading Indicate the direction of water runoff from buildings
Include spot elevations or contours at key points. and impervious surfaces.
O  North arrow O  Snow melt impacts

Ensure the site plan includes a north arrow for
orientation.

Floor Plans

Typically required for Development Permit applications
with a building component.

Address how snow accumulation and melt will be
managed to avoid flooding or pooling.

Civil Key Plan - Piped Water &
Sewer Services

Required at application intake for all Development
Permit applications requiring new service connections.

O  Scale and layout

Provide detailed plans for each floor of the proposed O Connection points

structure. Clearly mark where the development connects to the
O Room labels and uses municipal piped water and sewer systems.

Identify rooms by name and intended use (e.g., O Peak Demand Flows

kitchen, bedroom, storage). Specify peak demand flows of the proposed
O Dimensions development for both Water and Sewer.

Show room dimensions and square footage for each O Fire protection measures

space. Include fire hydrants or other fire suppression systems
0O Windows and doors as necessary.

Clearly mark and measure all window and door O Utility coordination

locations and sizes. Demonstrate coordination with utility providers and
O Fire exits and egress adherence to municipal standards.

Identify emergency exits and compliance with safety
codes.
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Civil Key Plan - Trucked Water &
Sewer Services

Required at application intake for all Development
Permit applications building on trucked services.

O Service access routes
Show access points and truck maneuvering paths for
water and sewage services.

O Tanks and storage
Indicate locations and capacities of water storage and
sewage holding tanks.

O Health and safety standards
Ensure all equipment and facilities meet
environmental health regulations.

O  Truck schedule
Provide estimates of trucked service frequency based
on expected water use and waste generation.

Development Site Servicing
Plan - Piped Services

Must be submitted after City approval of the Civil Key
Plan; stamped by a Canadian Civil Engineer.

O  Full utility layout
Show detailed servicing plans AND drawings for
water/sewer and off-site installation such as mains,
new Access Vaults, or related infrastructure.

0O Main connections
Provide specifications for how the development
connects to the city’s main utility systems or Access
Vaults.

O Fireflow requirements
Demonstrate that water supply meets fire suppression
flow standards.

Transportation Impact Study

Required for applications with major usage, as and when
requested by the Development Officer; stamped.

O Traffic volumes
Estimate vehicle traffic increases, including seasonal
variations like snowmobile use in winter.

O Pedestrian safety
Analyze how pedestrians will interact with vehicle
traffic.

O Snowmobile connectivity
Incorporate wintertime snowmobile traffic and assess
its impact on roads and pedestrians.

O  Public transit
Consider access to and integration with any local
transit options.

Snow & Wind Study

Required for applications with a major building
component, as and when requested by the
Development Officer.

O Snow and wind analysis
Calculate the anticipated snow load on structures and
how snow shedding will be managed.

0 Mitigation measures
Recommend design solutions for snow and wind,
including roof designs and windbreaks.

ESA Phase 1

O Historical site review
Provide a review of the historical use of the site to
identify potential environmental contaminants.

O On-site inspection
Include details of an on-site inspection to assess any

visible contamination or environmental risks.

O Risk assessment
Provide an initial risk assessment of the site's potential
for contamination, including recommendations for
further testing or remediation.

Designated Substance Report
for Demolition

Required for all Demolition permit applications.

O Hazardous materials identification
Provide a report from a qualified environmental
consultant identifying designated hazardous
substances (e.g., asbestos, lead).

O Mitigation strategies
Outline procedures for safely removing and disposing
of these substances.

O Evidence of Removal
Submit a post-remedial report from a qualified
environmental consultant.

WSCC Compliance for
Demolition

Required for all Demolition permit applications at
application intake.

O OHS New Operations and High Hazard Work Sign
Off
Provide a copy of the sign-off sheet signed by the Chief
Safety Officer of WSCC. That clears potential hazards,
such as asbestos, dust, or falling debris.



