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NOTE: 

Although every attempt has been made to provide accurate information at the 

time of printing, it is subject to change without notice and is provided as a guide 

only.  It is not intended to be used instead of current Municipal By-laws or the 

current edition of the Ontario Building Code. 
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Part 1:  Understanding why you need a Building Permit 

 

1. Why do I need a Building permit?  
 

A building permit is a means of regulating development in the community so that 

health, fire, structural integrity and general safety standards to protect individuals 

and the community as a whole, are met.  It is illegal to start work without a building 

permit and, anyone who starts work without one is in contravention of municipal by-

law and the Ontario Building Code Act and is therefore, subject to financial and legal 

consequences.  

 

2. When do I need to obtain a building permit?  
 

Building permits are typically required for, but not limited to, the following projects: 
 

 new buildings over 10m2 (107-½ ft2) 

 new buildings under 10m2 (107-½ ft2) that contain plumbing 

 building additions 

 renovations (including finishing a basement) 

 building demolitions 

 installation of prefabricated structures 

 installation of mobile homes and park model trailers 

 plumbing systems 

 HVAC systems (heating, ventilation and air conditioning) 

 miscellaneous residential structures e.g. fireplaces, chimneys, private hot tubs, 

pool enclosures including inflatable pools, decks, carports, lean-tos, etc.) 

 outdoor public pool, outdoor public spa 

 temporary buildings (incl. tents over 60m2 (645.8 ft2) 
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 structures designated under Section 1.3.1.1 Division A – Part 1 of the Building 

Code, e.g.: 

o pedestrian bridges appurtenant to a building 

o retaining walls exceeding 1000mm (3ft-4 in) in height adjacent to a public 

walkway or access to a building 

o solar collectors equal to or larger than 5m2 (53.8 ft2) mounted on a building 

o signs  

o exterior storage tanks that are not regulated by TSSA 

  

 

NOTE:  Regardless of the need to obtain a building permit, all structures must 

comply with municipal zoning requirements.  Check with Planning and 

Development before proceeding.  For example, a 106ft2 shed may not require a 

building permit but it would need to meet minimum setback requirements.  

 

3. What is the Building Code?  
 

The Building Code is a set of minimum provisions respecting the safety of buildings 

with reference to public health, fire protection, accessibility and structural sufficiency.  

It was put into place to ensure that all construction meets these provisions.  

 

According to 1(1) of the Building Code Act (BCA): 

“Construct means to do anything in the erection, installation, 

extension or material alteration or repair of a building and 

includes the installation of a building unit fabricated or moved 

from elsewhere.” 

In addition, Section 8(1) states that: 
 

 “No person shall construct or demolish a building or cause a 

building to be constructed or demolished unless a permit has 

been issued therefor by the chief building official”. 



   

 

Phone: 705-728-4784 Building Services Fax: 705-728-2759 
Ext 2017  Page 5 of 24 

4. What could happen if I don’t obtain a Building Permit?  
 

Failure to obtain a Building Permit prior to commencing construction may place both 

the property owner and the contractor in contravention of the Building Code Act, 

which means both parties are breaking the law. 

a) Once discovered, you will still need to apply for a permit, and your building permit 

fees may be doubled in accordance with the Municipal Building By-Law. 

b) It may be necessary to uncover components of your project so that these items 

can be inspected (e.g. remove drywall so that insulation and framing can be 

inspected etc.). You may need to hire an engineer (at your expense) to review 

the completed work. 

c) You may be required to pay for any costs incurred by the Township that is 

associated with the unapproved construction, including investigation and 

enforcement. 

d) The Building Code Act also provides the following penalties: 

“36(3) Penalties.  A person who is convicted of an offence is 

liable to a fine of not more than $50,000 for a first offence and 

to a fine of not more than $100,000 for a subsequent offence.” 

“36(4) Corporations. If a corporation is convicted of an 

offence, the maximum penalty that may be imposed upon the 

corporation is $500,000 for a first offence and $1,500,000 for a 

subsequent offence and not as provided in subsection (3).” 

 

“3(6) Continuing Offence. Every person who fails to comply 

with an order made by a Chief Building Official under 

subsection 14(1) or clause 15.9(6)(a) or 15.10.3.(8)(a) is 

guilty of an offence and on conviction, in addition to the 

penalties mentioned in subsections (3) and (4), is liable to a  
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fine of not more than $10,000 per day for every day the 

offence continues and after the time given for complying with 

the order has expired.”  

 
 
 

 
 
 

 
  

Remember, ignorance of the law is no excuse.  There are legal 

implications for you and your contractor if construction is started 

without a permit! 
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Part 2:  Getting Started 

 
1. Will there be any restrictions such as maximum height, lot coverage or 

building size that I need to take into consideration?  

 

Some projects are subject to review under the Planning Act and the Municipal 

Zoning By-law.  It is through these documents that items such as applicable height, 

lot coverage and building size etc., are applied.  It is our recommendation that you 

consult with Planning and Development early in the process to ensure compliance 

with applicable regulations. 

 
2. What is the minimum distance between a septic system and any other 

structure? 

 
As per Part 8.2.1.6. of the Ontario Building Code (OBC) the following minimum 
dimension must be maintained: 

 
 Distance from any structure to the distribution pipes is 5m (16ft-5in) 

 Distance from any structure to the septic tank is 1.5m (5ft) 

 

NOTE:    Ontario Building Code requirements are different subject 

to the type of septic system being installed; for example, a “raised 

septic system” will require increased separation distances.  If you 

need to install a raised bed or if you are not certain of the distances 

that apply to your proposed septic system, please contact a building 

inspector or your septic designer to verify minimum separation 

distances. 

 
 
3. What is a Site Plan? 

 
Basically, a Site Plan is a drawing of the full extent of your property showing the 

clearly labelled location and all dimensions of all existing and proposed structures, 

including placement of septic system (if applicable) and well (if applicable).  Site 

plans are required for all building projects affecting land area, and must include, but 

are not limited to, the following information: 
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 Location of all property lines 

 Location of the proposed structure and any/all existing structures  

 Dimensions of all proposed and existing structures 

 Separation distance between structures, septic and well from each other and 
from property lines 

 Proposed/existing location of septic bed (if applicable) 

 Proposed/existing location of septic tank (if applicable) 

 Proposed/existing location of well (if applicable) 

 Distance between proposed septic bed and neighbour’s well (if applicable) 

 All water courses, steep slopes, drainage ditches, municipal drains 

 Location of all non-municipal services (e.g. hydro wires/gas line etc.) 

 Existing and proposed elevations referenced to a benchmark 

 All other relevant information  
 

4. What is a lot grading plan? 
 

A lot grading plan is similar to a site plan; however, in addition to siting information, it 

also includes applicable elevations and lot drainage plans, sump pump location and 

tree preservation plans (e.g. noting an area of the property that must conserve 

existing trees).   If the property is in a registered plan of subdivision, this plan must 

be prepared by the developer’s engineer for that subdivision.  For all other properties 

please review the current Township of Springwater Building By-law.   

 

Please note that lot grading plans are required at permit submission so we suggest 

that you initiate this process early in the planning stage to avoid delays in 

processing.  In many applications, a site plan and a lot grading plan are included on 

one drawing. 

 

 

 
 
 
 
 
  

NOTE:  The approved lot grading template is available on our website in pdf 

format.  A CAD version of the form is not available through our website, but -

may be requested from Building Services by phone (705-728-4784 Extension 

2017) or by e-mail at building@springwater.ca. 
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Part 3:  Obtaining the Building Permit 

 

1. Who should obtain the permit; the property owner or the contractor? 
 

The property owner is responsible for obtaining the permit and generally, he/she 

does apply for the permit; however, the property owner may authorize a contractor 

or other person to apply on their behalf.  In this case, the property owner must then 

provide a written letter of authorization clearly stating that the applicant has been 

authorized to act for the owner and identify the specified works for the project – eg 

apply for a permit and to construct a deck on my property, etc.  This letter must be 

submitted with the permit application.  Discuss and decide who will be responsible 

for the application process prior to signing any work contracts. 

 

 A red flag should go up if you hear the following: 

 “You don’t need a permit if you hire a professional contractor.”    

 “I’ll pick up a permit tomorrow and we can start right away.”         
 

Both of these statements are false! 

 

2. How will I know if the Contractor has obtained a Building Permit? 
 

The Building Permit card must be posted where it can be seen from the street before 

any work can begin.  If your contractor has not provided you with a permit that 

includes an inspections list, do not let him/her begin construction.  Building permits 

are green and white, pool enclosure or hot tub permits are blue and white.  

Conversely, if the homeowner was to pick up the permit and it is not posted, do not 

begin construction until it has been posted.  The building permit must remain posted 

on site until the file is closed by the municipality. 
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3. Are there other permits that I may require? 
 

This will depend on your project and may include but is not limited to the following: 

 Entrance Permits from the township, county or province - depending on property 

location.  Forms are available at the Township of Springwater Administration 

Centre. 

 Cut and Fill Permits – available from Township of Springwater Public Works 

 Provincial Land Use Permits may be required – depending on property location. 

 Temporary Road Occupancy Permit – available from Township of Springwater 

Public Works  

 Special Occasion Permits – available from Township of Springwater Clerk’s 

Department 

 Sign Permits – from the Township of Springwater Clerk’s Department 

 Electrical Permits – which can be obtained through the Electrical Safety Authority 

(ESA).  (Note:  Electrical inspections are also carried out by the ESA.) 

 Nottawasaga Valley Conservation Authority (NVCA) land use permits – 

depending upon property location. 

 All other Applicable Law agencies as required by the Ontario Building Code must 

be met.    
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Part 4:  The Application Process 
 
  
1. How do I obtain a Building Permit? 

 
In order to apply for a Building Permit you may need to provide forms and support 

documents that may include but are not limited to the following: 

 
 
a) Application Forms: 

 Application for a Permit to Construct or Demolish (5 pages) including: 

o Schedule 1:  Designer Information 

o Schedule A:  Structure Details 

o Schedule A2: Multi-residential or non-residential applicants only 

o Schedule C:  Plumbing Fixtures (if applicable) 

o Declaration by Applicant 

 Application for a Permit to Construct or Demolish – Septic (if applicable) 
including: 

o Schedule 1: Sewage system designer 

o Schedule 2: Sewage System Installer Information  

o Schedule 2A and 2G: Sewage System information and calculations 

o Section H:  Declaration and Acknowledgement 

 Change of Septic Use application (as applicable) 

 County Entrance Permit (as applicable) 

 Township of Springwater Entrance Permit Application (as applicable) 

 Ministry of Transport Ontario (MTO) Entrance Application (as applicable) 

 Ministry of Transport Ontario (MTO) Building/Land Use Permit (as applicable 
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b) Support Documents: 
 
Support Documents differ from project to project, but all projects will 
require the following: 

 Copy of deed (or proof of ownership if property recently transferred) 

 Letter of Authorization (if property owner is not applying for the permit) 

 Plans (two complete sets) including but not limited to the following: 

o foundation plan 

o floor plan (for each floor) 

o cross section plan 

o elevations 

o detailed site plan/lot grading plan (as applicable) 

o all other relevant plans calculations and specifications 

o planning certificate 

o any applicable law approvals that apply to your project 

 

 
 
 
 
 
 
 
 
 

 
 

2. Will I get the building permit right away? 
 

No.  Your permit application will be processed (accepted, stamped and entered into 

our tracking system) and routed to the appropriate township departments, where 

your application will be reviewed to ensure compliance with applicable regulations. 

If permit application is complete, our goal is to have residential projects ready to 

issue within ten business days of the date the permit returns to Building Services 

after Planning and Development has completed their review.  Timelines for non-

residential permits vary, see Building Services staff for further information. 

Notes:   

If any of the required information is missing when the 

application is submitted, the permit application may 

not be accepted.  

Sample drawings are available in most of our help 

guides. 
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3. When should I apply for my Building Permit? 

 

A good “rule of thumb” is to apply for your permit six to ten weeks before your 

anticipated start date.  Although this is not our typical process time, we do 

recommend this to allow for unexpected delays.   

 
 
 
 
 
 
 
 

4. What are the most common things that delay obtaining a Building Permit? 
 

a) Missing information (e.g. application is incomplete, dimensions are missing not all 

drawings provided, etc.). 

b) Poor quality of plans (due to lack of knowledge of drafting techniques resulting in 

missed information or poorly drawn diagrams). 

c) Inaccurate or incomplete septic information (if applicable). 

d) Schedule 1:  Designer Information page of application form is not completed or 

not signed. 

e) Volume of applications (greatest volume is received between May and 

September). 

 
 
  

Note:  Additional time may be required if, for example, your 

project requires a minor variance, special agreement, 

approval from the conservation authority or when the project 

falls under site plan control. 
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Part 5:  Building Permit Fees 
 
 
1. How is the cost of a building permit determined? 

 
Building permit fees are determined by an established cost per square foot, and/or 

by established flat fees as detailed in the current Building By-law.  Plumbing and 

septic fees are also assigned from this By-Law.  The Fee Schedule is on the last few 

pages of the Building By-law document. 

 

 

 

Depending on the building project, other fees that may apply include, but are not 

limited to entrance permit fees, development charges, water and sewer levies, lot 

grade deposits, re-inspection fees, etc.  Currently, all permit and permit related 

fees are due and payable when the building permit is issued.   
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Part 6:  The Drawings 
 
 
1. May I draw the plans myself? 

 
For most residential projects, such as dwellings, additions, garages, decks, and 

finished basements, the property owner may draw the plans themselves, provided 

they complete the Schedule 1:  Designer Information sheet and all required 

information is included on the drawings.  

 

Generally, complicated projects such as commercial or industrial projects need to be 

completed by qualified individuals with a Building Code Identification Number (BCIN) 

and/or with professional designations such as Architect or Professional Engineer.  In 

all cases, the drawings must use standard drafting techniques.  Single line drawings 

are not acceptable.  The individual drawing the plans should have a good 

understanding of the Ontario Building Code (OBC).  Applications may be delayed, 

cancelled or refused as a result of drawings that provide incomplete or inaccurate 

information.  If you are not familiar with standard drafting techniques or do not have 

a good understanding of the Ontario Building Code, please hire a qualified 

professional.  This will not only assist with plans review by township staff, but will 

also help to save time, material and aggravation throughout your project.   

 
 

2. What is a BCIN? 
 

BCIN stands for Building Code Identification Number.  A designer is “qualified” after 

he/she (or a company), has passed required examinations for various design 

categories and is registered with the Ministry of Municipal Affairs and Housing 

(MMAH).  These individuals or companies are then assigned a (5 or 6 digit) BCIN 

and are listed in the MMAH “Quartz” database.  The database can be accessed by 

the public through the MMAH website at www.obc.mah.on.gov.ca to see if your 

contractor/builder is qualified to design your plans. 

  

http://www.obc.mah.on.gov.ca/
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3. If my brother-in-law does the drawings for me, may I submit them as my own? 
 

No.  This is fraud, is against the law and is a contravention of the Ontario Building 

Code Act.  Such an act may be subject to the same fines and penalties as building 

without a permit (see part 1).  

 

Schedule 1: Designer Information is part of the Application to Construct or Demolish 

form.  The schedule 1 must be completed and signed by a qualified designer and will 

be reviewed with your plans during plans examination.  If we suspect that the 

information provided is incorrect or fraudulent, your permit will not be issued and 

may be forwarded to legal counsel for further action. 

 
 

4. My contractor says they are qualified but they do not have a Building Code 
Identification Number (BCIN).  What should I do?  

 
The contractor cannot provide “design services” for construction if they do not have 

a BCIN.  Look for another contractor or designer that does have a BCIN.   
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5. What if my contractor offers to do the drawings as long as I complete the 
Schedule 1? 

 
This too is fraud.  Find a reputable contractor and a qualified designer. 
 

 
6. What do I include in the Architectural Drawings? 

 
In most cases, if you have to ask this question, you should probably hire someone 

who is qualified to draw the plans for you.  Architectural drawings (using standard 

drafting practices) must provide all material information and dimensions so that the 

plans can be reviewed in accordance with the Ontario Building Code.  

 

Think of it this way:  Using only the information that I have provided, will an 

individual who has never seen my property or talked to me about the plans, 

be able to determine: 

 where the construction is to take place 

 the use of the space 

 the location and type of component(s) to use 

 the finishing material of the space 

 how to complete the construction without coming back to me for further 

details 

 
 

7. What happens if I want to make a change to my plans?  
 

Any changes to the approved plan must be reviewed before implementing the 

change.  Submit two copies of the revised plan to Building Services so that staff can 

make certain the changes will comply with requirements for planning/zoning and the 

Ontario Building Code.  Typical examples of changes made after issuing a permit 

are: 

 Change pitch of roof 

 Increased wall height 
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 Change from engineered trusses to conventional framing (2 x 4 etc.) 

 Additional window or change a window to a door opening 

 Change the size or location of a building 

 
Please be aware that re-review of any plans takes time and may include approval 

by more than one department.  There is a fee for this service (See the updated 

Schedule “C” from the Building By-law for details.).  To avoid delays such as 

longer plan review time, construction interruptions and additional costs, it is 

best to ensure that your plans are “ready-to-go” before you submit them to 

Building Services. 
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Part 7:  Issuing The Permit  
 
 
1. How will I know when the permit is ready? 

 
We will call you when your permit is ready for pick-up.  At that time, we will also 

confirm all fees. Fees are due and payable when the permit is issued.  Acceptable 

payment methods for amounts over $500.00 include cash, debit and cheque only.  

Payments for amounts under $500.00 can be made by cash, debit, cheque and 

credit card (MasterCard or Visa only). 

 
 
2. What do I get when I pick up the permit? 

 
When the permit is issued, at minimum you will receive: 

 Building Permit with an inspection list.  Inspections for your project will be 

marked.  Must be signed by owner or authorized agent. 

 Copy of your plans (stamped and signed by municipal staff with required 

changes noted in red – if applicable) 

 Receipt for all permit fees and development charges paid 

 
 

3. What are the obligations of the homeowner/contractor during construction? 
 

 Post the Building Permit so that it is visible from the street.  Inspections will 

not be held if the building permit is not posted. 

 Install  9-1-1 sign as directed (if not already in place) 

 Ensure a copy of your approved plans is available on the construction site. 

 Call for inspections as required (in most cases, next business day inspection 

is available provided you contact Building Services by 3:00 on any business 

day) 

 Notify Building Services of any changes to your plan before making the 

change. 

 Remember to call for a Final Inspection so that the permit can be closed. 
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Part 8:  Inspections  
 

4. When do I call for inspections? 
 

The Building Permit you sign when you pick up your permit includes a list of 

inspections for most building projects.  A brief description of when each required 

inspection is on the back of the Inspection list.  The inspections that apply to your 

project will be marked.   You should also make yourself aware of the prescribed 

inspections that are required under the Building Code. 

 
 

5. Who do I call when I am ready for an inspection? 
 
Contact Building Services staff at 705-728-4784 ext. 2017.  If you call by 3:00 pm on 

any business day, we can generally provide next business day inspection; if you call 

after 3:00 pm the inspection will be scheduled for two business days later. All calls 

recorded on voice-mail are time-stamped.  If you don’t speak to a staff member, we 

will still know when you called and will be able to book the inspection based on that 

time.  Please have the following information at-hand when requesting inspections: 

 Building permit number 

 Project address 

 Type of inspection 

 Contact name and phone number 

 
 

6. Is it possible to book a specific or general time for my inspection? 
 

No.  It is not feasible, efficient or even safe for municipal staff to make appointments 

or to specify general time periods. The Township of Springwater currently has over 

400 km of roadway and there may be as many as 30 inspections scheduled for one 

day.  Each day’s route is determined by logical progression from one part of the 

township to another.  If the inspector gets held up on any one site, the entire 

schedule after that is affected.  As a result, we state that generally, all inspections 
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are conducted between 10:00 a.m. and 4:00 p.m.  Note that there may be days 

when we need to deviate from these times.  Please schedule your trades 

accordingly.  

 
7. How will I know whether or not the inspection passed? 

 
The Inspector will complete a “Report of Inspection” after each inspection.  A copy 

will be given to you or your contractor following the inspection.  If no one is on site at 

the time of inspection, the report can be left in the plastic envelope that contains 

your posted building permit.  This report will state whether you can proceed with 

your project or whether corrections must be made (and re-inspected) before you 

proceed. 

 

If the inspection did not pass, make the corrections as noted on the inspection report 

to bring your project into compliance with the Ontario Building Code.  When the 

corrections are completed, contact Building Services to book a re-inspection before 

proceeding with your project. 

 
8. What is an Occupancy Permit? 

 
An Occupancy Permit is approval from the municipality to use a building or part of a 

building for its intended purpose (house, business etc.).  It means that the minimum 

requirements have been completed and inspected by the municipality and that the 

building is safe to occupy.  

 
 
9. When is an Occupancy Permit required? 

 
An Occupancy Permit is required for all new dwellings and non-residential buildings.  

We don’t generally issue occupancy permits for additions. 
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10. What is a Final Inspection? 
 

A final Inspection is conducted when all work has been completed on the project.  

Successful completion of a final inspection means that your project is finished and 

the file can be closed 

 
 
11. When is a Final Inspection required? 
 

A Final Inspection is required for all building and septic projects.  Call for a final 

inspection when all of the work to complete the project has been finished. 
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Part 10:   Guide packages are available for the following 
types of projects: 

 
I’d like to suggest changes to the names of our guides as follows: 

 Add a fireplace to my house, a guide 

 Building a deck, a guide 

 Building a house, a guide 

 Building a detached accessory building, a guide 

 Building an addition to my house, a guide 

 Demolition of a structure, a guide 

 Finishing my basement, a guide 

 Installing a hot tub, a guide 

 Installing a pool enclosure, a guide (See also: Pool Review Policy) 

 Installing a septic system, a guide 

 Installing a temporary tent, a guide 

 Septic “As Constructed” Drawings  

 Septic Change of Use, a guide 
 
 
Pamphlets also available: 

 The who, what, where, when and why of building permits 

 The who, what, where, when and why of building permits in campgrounds 
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Notes and questions: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

  

 
 


