Administrative Process Flow Chart - Site Alteration and Fill By-Law #2024-116

Applicant

o Retains Qualified Person (QPesa)

e Review By-Law 2024-116, as amended

¢ Review Guidelines

e Gauge Permit Requirements

o Contact Town Staff for Pre-Consultation meeting

Town Staff

Director

Engineering Staff

Town'’s Peer Review Consultant, if required
Arrange Pre-Consultation Meeting

Determine Appropriate Site Alteration Category &
Project Complexity

* Provide Guidance to Applicant

Incomplete Application

Applicant

« Prepare Application and Site Alteration Plan
with supporting requirements

Make complete Application submission
Provide Application Fees, Plans and Reports
Examination Fee & Cash Deposit as required

Administration Reception

Engineering Administrative Assistant
Engineering Project Manager
Review Application & Documents for completeness

When complete, assign Application # & time stamp
Log into System

Notify Applicant if submission is deemed incomplete

Town Staff

Director

Engineering Project Manager

Brief technical review & confirm project complexity

Circulation to Relevant Town Departments & other agencies

If complex, forward to the Town's Peer Review Consultant for
detailed review

If not complex, In-house detailed review is conducted in
consultation with Town's Peer Review Consultant, as required.
Preparation of technical comments and recommendations
including supporting requirements to bring Site Alteration Plan in
good standing

Town Staff

Engineering Project Manager
Advise Applicant to proceed with Notice &
Signage Requirements

Coordinate Public Information Consultation
Meeting, if required
e Post Application to Town’s Website

Applicant
Small Scale Site Alteration (less than 1,000m?)

o Draft and distribute notices and erect signage

Applicant
Small Scale Site Alteration (less than 1,000m?)

Address & respond to Town and Public comments
in resubmission of Sita Alteration Plan to be
deemed in good standing

Prepare & submit the Fill Management Plan
including meeting supporting requirements for
review

Applicant
Large Scale Site Alteration (1,000m® or more)

Coordinate public Information consultation meeting
details with Town Staff

Draft & distribute notices & erect signage

Prepare materials for public Information
consultation meeting

Attend meeting with Consultant(s), Qualified Person
(QPesa)

Applicant
Large Scale Site Alteration (1,000m® or more)

e Address & respond to Town and Public comments
in resubmission of Sita Alteration Plan to be
deemed in good standing

Applicant
Replacement of Topsoil for Agricultural Purposes

* Coordinate public Information consultation meeting

details with Town Staff

Draft & distribute notices & erect signage

Prepare materials for public Information

consultation meeting

* Attend meeting with Consultant(s), Qualified Person
(QPesa)

Applicant
Replacement of Topsoil for Agricultural Purposes

e Address & respond to Town and Public comments
* Resubmit all supporting requirements including the
Sita Alteration Plan & Justification Report to be
deemed in good standing

Prepare & submit the Fill Management Plan
including meeting supporting requirements for
review

Town's Peer Review Consultant

Professional Engineer (P. Eng). that is a Qualified
Person (QPesa) and Other Technical Specialists as
required

Detailed Peer Review of Submission

Liaison with other Agencies with Jurisdiction
Preparation of technical comments &
recommendations including additional requirements

Town Staff

Engineering Project Manager

Compile Comments & Recommendations
Forward to Director

Respond to Applicant

Administration Reception

Engineering Administrative Assistant

Engineering Project Manager

Confirm applicable Fees & Deposit received

Provide Receipt(s)

Log into System

Calculate & advise Applicant of financial obligations
required further into the process (when application is
approved to proceed)

Town Staff & Town's Peer Review Consultant

Director

Engineering Project Manager
Town’s Peer Review Consultant (when required)

Legal

Review of Fill Management Plan including supporting requirements
Draft Permit and Agreement (when applicable) conditions

Compile Comments & Recommendations

Forward to Director

Respond to Applicant

Administration Reception

Engineering Administrative Assistant
Engineering Project Manager

Brief review for completeness

Time Stamp & Log into System

Applicant - If Application Approved
Small Scale Site Alteration (less than 1,000m?®)

If required, address Town comments & resubmit
to be deemed in good standing

Submit Insurance documents, Security &
Municipal Fee requirements

Review Draft Permit conditions

Respond to Town Staff

Applicant — If Application Approved

e Submit all certified supporting requirements including the Fill Management Plan

Town Staff & Town’s Peer Review
Consultant

Engineering Project Manager

Engineering Administrative Assistant
Town’s Peer Review Consultant

Confirm Notice distribution and signage
Post Notice to Town’s Website

Coordinate public Information consultation
meeting with Applicant

Respond to any Public enquiries

Attend meeting & compile public comments
Compile all comments for Directors review
Respond to Applicant

Draft Council report

Town Staff & Town’s Peer Review Consultant

Engineering Project Manager

Engineering Administrative Assistant
Town’s Peer Review Consultant (if complex)
Confirm Notice distribution and signage
Post Notice to Town’s Website

Coordinate public Information consultation
meeting with Applicant

Respond to any Public enquiries

Attend meeting & compile public comments
Compile all comments for Directors review
Respond to Applicant

Administrative Process Flow Legend:

Pre- Consultation || Detailed Review || Public Engagement | | Approvals

| | Financial

Town Staff Administration Reception
* Engineering Project Manager o Engineering Administrative Assistant
o Director « Engineering Project Manager
« Engineering Administrative Assistant o Brief review for completeness
¢ Confirm Notice distribution and signage o Time Stamp & Log into System
* Post Notice to Town’s Website
« Respond to any Public enquiries
* Compile all comments for Director’s review Town Staff
* Respond to Applicant
o Director

Engineering Project Manager
Review application and
requirements met

* Respond to Applicant, whether
the application is approved
subject to the Applicant
meeting the requirements or
deny the application

Staff — If Application Denied

Director

Engineering Project Manager
Respond to Applicant

Close file

Applicant - If Application Denied

o Opportunity to contact the Town Clerk to
request a deputation to Council to appeal
the Director’s decision

Council & Applicant

Committee members (Council)

Applicant and/or Agent(s)

Director

Town's Peer Review Consultant (if required)
Decision of Council shall be final

Town Staff

Director

Engineering Project Manager
Review application and
requirements met to date

o Draft & bring forward a Council
report for available Committee
of the Whole meeting
Respond to Applicant

Notify general public of
Committee of the Whole
meeting Agenda item via the
Town’s website and social
media.

Council

Committee or Council members

Director

Town's Peer Review Consultant (if required)
External Agencies (if required)

Receives Staff report

Receives deputations by General Public &
Applicant and/or Agent(s)

Decision to direct Staff to process the
application, defer the application to obtain
additional information or deny the
application.

Decision of Council shall be final

Applicant - If Directed to Process Application

e Submit all certified supporting requirements
including the Fill Management Plan

Staff — If Application Denied

Director
Engineering Project Manager
Respond to Applicant

.
.
.
e Close file

Applicant - If Additional Information Required

* Submit information to Town staff to forward in
supplementary Additional Information
Memorandum to next Council meeting

Applicant & General Public

« Applicant and/or Agent(s)
¢ General Public

« Opportunity to attend the Committee of the Whole meeting to make a deputation

Applicant — If Application Approved

e Submit all certified supporting requirements including the Fill Management Plan

Town Staff

Director

Engineering Project Manager
Review application &
requirements met

* Respond to Applicant, whether
the application is approved
subject to the Applicant
meeting the requirements or
deny the application

Staff — If Application Denied

Director

Engineering Project Manager
Respond to Applicant

Close file

Applicant — If Application Denied

e Opportunity to contact the Town Clerk to
request a deputation to Council to appeal
the Director’s decision

Council & Applicant

Committee members (Council)

Applicant and/or Agent(s)

Director

Town's Peer Review Consultant (if required)
Decision of Council shall be final

Town Staff

Director

Engineering Project Manager
Legal

Finalize Permit conditions

Issue Site Alteration & Fill Permit

Applicant - If Application Approved
Large Scale Site Alteration (1,000m® or more)

If required, address Town comments & resubmit
to be deemed in good standing

Submit Insurance documents and security
requirements

o Review Draft Permit conditions & Agreement
Respond to Town Staff

Town Staff

o Director

« Engineering Project Manager

e Legal

o Finalize Permit conditions & Agreement

o Calculate Security and Municipal Fees

o Draft & bring forward a Council report for
available Committee of the Whole meeting

* Respond to Applicant

Council

Committee or Council members

Director

Town's Peer Review Consultant (if required)
Receive Staff report

Resolution & execution of Agreement
Respond to Applicant

Town Staff

Director

Engineering Project Manager

Legal

Finalize Permit condition with Applicant
Register executed Agreement

Issue Site Alteration & Fill Permit

Applicant - If Application Approved
Replacement of Topsoil for Agricultural Purposes

If required, address Town comments & resubmit to
be deemed in good standing

o Submit Insurance documents, Security & Municipal
Fee requirements

Review Draft Permit conditions

Respond to Town Staff

Administration Reception
Town Staff
* Engineering Administrative Assistant
* Director « Engineering Project Manager
* Engineering Project Manager e Confirm Insurance, Security &
e Legal Municipal Fee requirements
* Finalize Permit condition with Applicant e Provide Receipt
o Issue Site Alteration & Fill Permit e Log into System




