
APPENDIX B

The following appendix lists the 
contents necessary for completing 
an Urban Design Report. It must 
be used by applicants to meet 
the Town’s expectations.
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URBAN DESIGN REPORT TERMS OF REFERENCE

PURPOSE

Urban Design Reports provide a design 
framework for new development that is 
realized through the creation of an overall 
vision and implementation objectives. The 
Urban Design Report (the Report) should 
support but is recognized as being separate 
from the detailed engineering design review 
and approval process. The engineering 
design process will supersede the Report 
in the areas of design and construction of 
rights-of-way and municipal infrastructure.

An Urban Design Report is a policy 
document that must be approved by Council 
in relation to a specific development. It 
identifies an overall design vision for the 
proposed development that is unique 
to the site and complements, enhances 
and fits within the context of the site 
and its surroundings. A UDR indicates 
clearly how the vision will be achieved in 
detail by the proposed development by 
providing supportive design documentation 
(drawings, narratives, etc.). The UDR must 
be written to provide clear direction that 
can be implemented and monitored in the 
final design and development stages.

The Urban Design Report will provide the 
Town with information to conduct an efficient 
review of development proposals in a 
comprehensive fashion that considers existing 
conditions, planning policy, and design 
objectives for the public and private realms. 
It will assess the merits of the proposed 
design strategy against design standards 
defined by policies and guidelines, as well as 
how it prioritizes and balances site-specific 
design considerations that result from the 
interrelationship of policy, public realm, built 
form, transportation, cultural heritage, natural 
heritage and other town-building inputs.

The purpose of this Terms of Reference 
(TOR) is to establish clear expectations and 
requirements for the preparation of an Urban 
Design Report submitted to the Town. The 
applicant must use the Report to organize 
and document the design justification in 
support of the proposed development. It is 
also key tool to assist staff and the public 
in the review of the proposal. Compliance 
with the TOR will help expedite review times 
and mitigate the need for further revisions 
and submissions. Failure to satisfy the 
requirements set out in this TOR may result 
in an application being deemed incomplete. 
If an application is deemed incomplete, the 
Town will return it to the applicant to satisfy 
the necessary submission requirements.
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WHEN IS AN URBAN DESIGN REPORT 
REQUIRED

Urban Design reports are 
required for the following:

•	 Site Plans (more complex sites only)
•	 Plans of Subdivision
•	 Zoning By-Law Amendment (exception: 

a change in use which does not 
increase height or massing)

•	 Official Plan Amendment
•	 Master Plan
•	 Block Plan
•	 Any other planning applications, 

as determined by the Town
•	 The need for an Urban Design Report 

as part of a complete application 
will be identified during the pre-
application consultation review.

QUALIFIED PERSONS

An Urban Design Report shall be prepared 
by an Urban Designer who is a qualified and 
competent professional in good standing 
in one of the following disciplines:

•	 Urban Design
•	 Registered Planner (RPP/MCIP)
•	 Licensed Architect (OAA)
•	 Landscape Architect (OALA) 

The report must identify and be signed by 
the author(s) and, where prepared under 
the direction of a qualified professional, 
the signature of the reviewer of the report. 
The Report introduction is to include the 
qualifications of who is preparing the report. 

A one-page Curriculum Vitae should also 
be appended to the report. The qualified 
professional who has signed the report 
shall take professional responsibility 
for its contents and the accuracy of 
the information contained therein.

EVALUATION

All planning applications will be evaluated 
through the lens of the following chapters 
of the Urban Design Guidelines:

•	 Chapter 01 – Introduction
•	 Chapter 02 – Context
 
Site Plans will also be evaluated using:

•	 Chapter 04 – Site Design
•	 Chapter 05 – Building Design
 
Plans of Subdivision, Master Plan, Block Plan, 
Zoning By-Law Amendment and Official Plan 
Amendment will also be evaluated using:

•	 Chapter 03 – Community Design

All Urban Design Reports are expected 
to refer to the appropriate Chapters of 
the Urban Design Guidelines. Portions of 
these Chapters can be less relevant or non-
applicable for certain projects. The exact 
required content can vary for different 
types of projects depending on complexity 
and context. Applicants should discuss this 
with staff at the Pre-Application meeting.
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REQUIRED CONTENT

It is expected that the Urban Design Report 
will be highly visual with the extensive 
use of graphics to demonstrate how the 
proposed development contributes to 
the Town’s sustainable community vision. 
Written explanations and descriptions 
should be provided in addition to drawings, 
analysis diagrams and/or illustrations to 
support the proposed development. 

The length of the Report will vary based on 
the size and complexity of the development 
but generally should be concise and no longer 
50 pages. Depending on the nature and 
scale of the development, the Report could 
include, but is not limited, to the following:

•	 Context drawing
•	 Site Plan
•	 Elevation drawings
•	 Floor Plans
•	 Landscape Plan
•	 Concept diagrams
•	 Circulation Plan
•	 3D coloured perspectives of the 

site and surrounding area
•	 Figure-ground drawings
•	 Phasing Plan
•	 Site and precedent photographs
•	 Sun/shadow analysis drawings
 
The Report content should be organized 
using the following structure:

Introduction
The introduction should include the following:

•	 Applicant information
•	 Name and qualifications of who 

is preparing the Report
•	 Site address and the extent 

of the study area
•	 Short executive summary
 
Vision and Principles
Provide a vision statement that is succinct 
and clearly relates to the Town’s vision for 
sustainable community building. It must build 
on the site’s inherent assets and potential 
strengths to support the overarching intent 
and objective for urban design. The vision 
sets the direction for the project and the basis 
for all subsequent urban design interventions.

Provide an overview of the principles that 
are used to guide urban design decisions 
and achieve the desired vision for the site. 
Indicate how the development integrates 
within the existing context and how it 
contributes to creating a unique sense 
of place through its proposed building 
form and landscape treatment.

The vision and principles should explicitly 
relate to Section 1.1 (Vision) and Section 
1.4 (The Principles) of the Urban Design 
Guidelines as well as other relevant policies.
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Policy Context
Succinctly address how the development 
proposal will integrate and respond to 
applicable design policies, standards and 
guidelines. Highlight how the following will 
specifically relate to the development: 

•	 The Town’s Strategic Plan priorities
•	 Official Plan policies
•	 Town-wide Urban Design Guidelines
•	 Relevant Policy, Design Studies and/or 

Guideline documents for specific areas 

Justify areas of non-compliance and 
explain why there is non-compliance.

Site Analysis, Opportunities and Constraints
To address how the development proposal 
will integrate into the local existing and 
planned context, provide a description 
and analysis of the site and surrounding 
context. Using at least a 400m radius 
from the site, note any attributes and 
considerations including, but not limited to:

On Site:

•	 Site location, boundary and area
•	 Existing natural features, 

topography and vegetation
•	 Lot fabric
•	 Street/block pattern 

(including block lengths)
•	 Built form character 

Surrounding Context:

•	 Surrounding land uses
•	 Built form character
•	 Views and vistas to and from the site
•	 Existing or planned landmarks 
•	 Cultural and heritage features
•	 Existing or planned transportation 

networks (including vehicular, 
cycling, pedestrian, transit, etc.)

•	 Linkages to open spaces
•	 Utility corridors and easements
 
As a conclusion to this section, include a 
diagram summarizing the opportunities 
and constraints for the site.

Design Concept
To demonstrate how the vision and principles 
will be achieved, explain how the design 
proposal addresses each of the following 
design considerations that apply to the site:

Community Design

Structure and Identity:

•	 Overall density and number/
mix of units and uses

•	 Building height distribution
•	 Neighbourhood focal points
•	 Location of community facilities
•	 Planned and existing transit 

stops and facilities
•	 Heritage features
•	 View and vistas
•	 Gateways 
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Open Space Network:

•	 Greenway System
•	 Parks, plazas, squares and parkettes
•	 Trail Network
•	 Stormwater management areas
•	 Naturalized areas for biodiversity
•	 Privately Owned Public Space (POPS)
•	 Public art
Street Network:

•	 Existing and proposed public 
and private streets

•	 Street connections to the 
surrounding context

•	 Laneways
•	 Public walkways and sidewalks
•	 Cycling network and types 

of infrastructure
 
Blocks:

•	 Block dimensions (length, 
width, perimeter, area)

•	 Mid-Block connections
•	 Location of Priority Lots
•	 Types of lots with dimensions 

Complete Streets:

•	 Sidewalks
•	 Green infrastructure
•	 Vehicular and transit lanes
•	 Intersection safety features
•	 Furniture
•	 Patios
•	 Lighting
•	 Public art 

Site Design

Responding to Context:

•	 Existing and new views and vistas
•	 Existing and altered topography 

Building Placement, Orientation 
and Streetscape Interface:

•	 Building edges and streetwalls 
with setbacks

•	 Interface between the public 
and private realm

•	 Semi-public spaces (front yards, shared 
amenity areas, gardens, courtyards)

 
Adjacent Relationships:

•	 Landscape transition measures to address 
changes in land uses adjacent to the site

•	 Building massing transition measures to 
address the surrounding context 

Heritage:

•	 Existing heritage features and their 
integration into the design

Site Circulation and Parking:

•	 Pedestrian accesses and circulation
•	 Vehicular accesses and circulation
•	 Location of all parking, driveways, 

ramps and drop-off areas
•	 Landscape and architectural 

measures to mitigate visual and 
environmental impacts of parking

•	 Cycling facilities
•	 Lighting features 
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Landscape Design:

•	 Existing and new trees as well 
as any that will be removed

•	 Landscaping treatment 
and planting species

•	 Open space design elements (furniture, 
materials, etc.) 

Loading, Servicing and Utilities:

•	 Location of servicing areas (loading, 
garbage, storage, utilities, etc.)

•	 Screening strategies 

Managing Rainwater and Urban Heat:

•	 Location of Low Impact Development 
and Green Infrastructure features

•	 Urban heat mitigation features (tree 
canopy, shade structures, light-coloured 
materials, etc.) 

Signage and Wayfinding:

•	 Coordinated signage themes
•	 Wayfinding elements and themes 

Building Design

The following information must be 
provided for all building types:

•	 Setbacks from adjacent 
properties and street

•	 Building heights (number of 
storeys and height in metres)

•	 Massing articulations including 
vertical and horizontal breaks

•	 Building typology
•	 Enhanced treatment of Priority Lots 

and buildings located at view termini
•	 Location of parking, driveways 

and garage entrances
•	 Location of utilities and 

mechanical equipment
•	 Location of windows and entrances 

including ground floor transparency 
ratio and blank walls

•	 Human-scaled architectural features 
and details on first three storeys

•	 Treatment at grade for pedestrians 
including residential thresholds 
and weather-protected spaces

•	 Grading and ground floor height and 
elevation in relation to the street

•	 Projections and encroachments (porches, 
stoops, balconies, canopies, awnings, etc.)

•	 Roof configurations and treatment 
(including green, white and cool roofs)

•	 Exterior materials
•	 Exterior building lighting (ie. safety, night-

time illumination, etc.) 
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The following additional information 
must also be provided for mid-
rise and high-rise buildings:

•	 Building floor plates (area)
•	 Distinct base, middle and top
•	 Separation distances (10 

storeys and above)
•	 Shadow impacts on the public 

realm and other buildings (buildings 
six storeys and above)

•	 Angular planes
•	 Transition in massing scale
•	 Podium street wall and stepbacks
•	 Mechanical penthouse integration 

Additional considerations for 
heritage and adaptive reuse:

•	 Integration of the heritage components 
with existing buildings and context

The present Urban Design Report Terms of 
Reference was last updated: October 2023.
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