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What is a
Development
Permit?
A Development Permit is a tool
established through the Local
Government Act that can be used to:
•

Achieve the desired form
and character of commercial,
industrial, or multi-unit
residential development;

•

Revitalize commercial areas;

•

Prevent development from
creating hazardous conditions;

•

Protect the natural environment;

•

Promote water and energy
conservation; or,

•

Promote the reduction of
greenhouse gas emissions.

The Official Community Plan
establishes each Development Permit
Area within the city and includes
guidelines relevant to that area.

When is a Development
Permit Required?
Development Permits are required
for new buildings or major additions,
as well as for façade improvements
and changes to the building envelope.
However, if the proposed work is
considered a minor addition or façade
improvement, a simpler process
may be used (more information is
available on page 4 of this guide).
Development Permits are also
required for Laneway or Carriage
Houses, but the application process is
slightly different. More information
is available on the Laneway and
Carriage House webpage.
Additionally, Development Permits
are required for development in
the Queensborough Flood Hazard
Development Permit Area, but the
application process also differs. Please
contact the Planning Division for
more information.
If the proposed project requires
variances to permitted use, density
or other Zoning Bylaw regulations,
a Zoning Bylaw Amendment or
Development Variance Permit may
be necessary. More information
is available on the Making a
Development Application webpage.

Development Permits facilitate changes to
building facades.

Before you Submit
Before preparing and submitting an
application, it is important to meet
with staff in the Planning Division.
Planning staff will discuss other
policies and regulations that may
affect the application. The applicant
may be advised to secure the services
of qualified professionals for various
components of the application, such
as Engineers, Biologists, Architects,
Landscape Architects, or Planners. To
assist in this preliminary discussion, a
letter outlining the proposed changes
to the property and a simple sketch of
the property, including the location
and size of existing and proposed
buildings, is helpful.

Pre-Application Meeting
and Review
Depending on the scope and
complexity of the project, a formal
pre-application review may be
beneficial. The formal pre-application
is an opportunity for a more detailed
discussion and review of the project
concept with the City.
Staff will discuss with the applicant
how the proposal addresses or
needs to address community goals
and objectives. The proposal will be
reviewed in brief for its conformance
to the City of New Westminster
Official Community Plan. Staff
will also review the project in the
context of other bylaws, policies,
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and regulations that may affect the
application. Feedback from other
City Departments may be provided
at this time. The pre-application will
also be presented to the Land Use and
Planning Committee for comment.
A site plan, development statistics,
photos of the site and surrounding
properties, and elevations must
be provided as part of the preapplication submission. If the site
has special considerations such as
buildings on the property that are
more than 50 years old, parking, or
tree retention, information on these
should be provided to avoid later
costly surprises.
See the Pre-Application Guide on the
Making a Development Application
webpage for more information.

Formal Application
Review
Following conversations with staff or
a pre-application review, the formal
application may be submitted.
Upon receipt of the Development
Permit application, staff will write a
preliminary report to the Land Use
and Planning Committee and Council.

Application Requirements
Applicants should contact the
Planning Division to make an
appointment to submit their
application. Incomplete applications
will not be accepted.
Note: Further information about
Development Application Fees,
Letters of Authorization, and other
submission guidance is available
on the Making a Development
Application webpage.
The following information is required
for an application:
Development Permit Application
Form signed by all persons whose
names appear on the Title Certificate
or an authorized agent. The
application form will be provided at
the time of submission.
A Current Title Search, including a
copy of any ‘legal notations’ or ‘legal
encumbrances’ registered on title
which may impact the development
of the site (e.g. restrictive covenants,
rights of ways, easements).

The City uses Development Permits to review
the new buildings around Sapperton SkyTrain
station in the Brewery District.

A Title Search Summary that outlines
the impact of each of the registered
agreements and/or encumbrances
may be requested by Planning
staff, depending on the scale and
complexity of the development.
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A Letter of Authorization signed
by the owner(s), if an applicant is
applying on behalf of the owner(s)
registered on the Title Certificate.
The Application Fee for the
Development Permit.
A Project Summary Letter and Design
Rationale describing the project
concept and design, and how the
submission satisfies the intent of
the Development Permit Area, and
is compatible with the surrounding
context.
Architectural Drawings and a
Landscape Plan that are sealed
and dimensioned in the following
formats:
•

two (2) 11 x 17 sets; and,

•

a PDF of the design package
scaled appropriately to 11 x 17.

Additional drawings may be
requested.
A Tree Permit application will be
required at time of submission. Tree
permit applications and submission
requirements can be found at the
Tree Permit webpage.
A Completed Site Profile, where
required, including the site profile
processing fee. For more information,
refer to the British Columbia Ministry
of Environment.

New Tree Permit
Requirements
A Tree Permit application,
instead of an arborist report and
tree survey, must be submitted
as part of a Development Permit
application. This change will
simplify the application and
review process.
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A Comprehensive Sign Plan may be
required, including the processing fee.
The sign plan must include:
•

A description of the signage and
how the signage is consistent
and compatible in size, height,
character and design.

•

Elevations showing the number,
location, type, size and height
of all proposed signs, including
free-standing signs.

•

two (2) 11 x 17 sets; and,

•

a PDF of the design package
scaled appropriately to 11 x 17.

Additional materials may be
required depending on the scope and
complexity of the project.

Note
The application form can only
be generated at the time your
complete application is ready for
submission. All owners on the
Title Certificate must either be
present at the time of submission
to sign the form or a Letter of
Authorization must be signed
by all owners not present at
submission.

Application Review
Planning staff will coordinate the
application review, which may
involve other City departments and
committees. Additional information
may be required through this process
and, once feedback is received,
changes to the application may be
required.

Public Consultation
The applicant must consult with the
community and stakeholders as part
of the Development Permit Process
process. For example, a community
open house may be required and
proper notice of the open house must
be provided. A presentation to the
neighbourhood residents’ association
may also be required. Planning
staff may also require additional
consultation depending on the scale
and complexity of the project.
The applicant should discuss the
consultation program with Planning
staff early in the process.

The New Westminster
Design Panel
For most development projects,
a presentation to the New
Westminster Design Panel (NWDP),
an architectural and landscape design
peer review panel, is required.
The NWDP will make comments and
recommendations, which may require
changes to the design. This comment
and revision process may occur more
than one time depending on how
well the committee’s concerns are
addressed and the complexity of the
proposal.
See the New Westminster Design
Panel Guide on the NWDP webpage
for more information.

Land Use and Planning
Committee

Reports typically go to LUPC when
they are initially received by
Planning Division staff. If required,
there may be a second report
after the application has been
through the public consultation
and the NWDP review process but
before it is presented to Council for
consideration.
More information about the LUPC,
including meeting schedules, is
available on the LUPC webpage.

Reporting to Council
Planning staff may prepare several
reports to Council throughout the
application process, as necessary. In
the final stages of the process, staff
will prepare and present a report that
provides Council with an opportunity
to consider the application. After
reviewing this report, Council will
approve or reject the application, or
will request more information from
staff.

Permit Registration
If Council decides to approve the
Development Permit, the Planning
Division staff will register the Notice
of Permit with BC Land Title &
Survey. The title of the property will
then carry a notice stating that the
Development Permit applies to the
property.
At this time, any required landscape
securities will also be collected,
as well as the registration of any
required legal documentation.

Development Permit Applications
are also presented by staff to the
Land Use and Planning Committee
(LUPC) to receive feedback and
recommendations.
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Application Timing
The time required for processing an
application depends on the type, scale
and complexity of the project, the
number of applications in progress,
committee meeting schedules,
approvals from outside agencies and
the ability of the applicant to provide
materials and information when
required. Where possible, associated
applications may be processed
concurrently; however, some
applications may be legally required
to be approved before another can be
considered.

Minor
Development
Permits
If the proposed work is considered
a minor addition or a façade
improvement, it can go through a
Minor Development Permit approval
process, which is simpler, faster, and
less expensive.

What is a Minor Addition
or Façade Improvement?
A minor addition or façade
improvement is:
•

An addition of floor
space less than 1,000 square feet
or 10% of the floor space of the
building, whichever is greater;

•

A façade renovation for
buildings affected by water
penetration; or

•

Additions or exterior
improvement which do not
exceed $100,000 in value.

Minor Development Permit
Application Process
The approval process for Minor
Development Permits is similar
to that of Development Permits.
However, it is different in the
following ways:
1.

A smaller application fee is
required.

2.

We no longer require
Sustainability Report Cards for
any application. .

3.

A Site Profile is not required.

4.

Public consultation is only
required when it is deemed
necessary by Development
Services staff.

5.

Applications are only presented
to the NWDP when it is deemed
necessary by the Director of
Development Services.

6.

The Director of Development
Services has authority to approve
or reject the application. Council
review is not required.

Applicants should still contact the
Planning Division before submitting
and application and consider a formal
pre-application process.

Notes

In Queensborough, Development Permits
are used to ensure that living space is not
constructed in the floodplain.

1.

A Development Permit is not a Building Permit. Before construction,
the applicant must obtain a Building Permit. Please consult the
Building Division for further details at 604-527-4580.

2.

The Development Permit application process may require the
submission of a Landscape Letter of Credit to ensure that construction
respects the approved design.

3.

If construction does not substantially commence within a specified
time after the Development Permit issuance date (typically 24
months), the Development Permit will lapse.
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