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Bylaw No. 
File No. 

Adopted Amendment Purpose 

2545 
 

10-5110 
 

February 
16th, 2017 

General text amendments to 
include revised schedules for ALR 
Referrals and Calculation of 
Securities; in addition to minor 
amendments for extended referral 
periods and public notification. 

To enable clarity of process 
and increase decision making 
transparency in land use. 

2617 
 

10-5110 

September 
20th, 2018 

General text amendments to 
include new schedule for Liquor 
and Cannabis Retail Licensing 

To enable clarity of process 
and increase decision making 
transparency in responding to 
liquor and cannabis retail sales 
license referrals from the 
Province.  

2682 
 

10-5110 

May 21st, 
2020 

Text amendments to body of 
bylaw, new definition of Qualified 
Professional, new sections: 8, 9, 
25, 26 & 27, and replacement of 
schedules.  

To increase the clarity of the 
bylaw regulations, the 
efficiency of the included 
procedures, and the level of 
communication to the public.   

2737 
 

10-5110 

February 
18th, 2021  

Text amendment to Schedule ‘A’ 
Fee Schedule.  

To amend fees for assignment 
and change of address and 
optional signage.  

2839 
 

10-5110 

June 16th, 
2022 

Text amendments to body of 
bylaw to update procedures, 
advertising requirements, security 
deposit calculation process, and 
fees outlined in Schedule ‘A.’ 

To increase the clarity of the 
bylaw regulations, the 
efficiency of the included 
procedures, and amend fees 
for advertising and 
applications based on non-
compliance. 

2919 
 

10-5110 

August 17th, 
2023 

Text amendments to body of 
bylaw (fees) as well as Schedules 
‘A’, ‘D’, ‘L’, ‘M’, and ‘P’. 

To better align bylaw with 
legislation, improve clarity, 
and reflect actual costs 
associated with subdivision 
referrals and ISED concurrence 
letter requests. 

 
August 2023 
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REGIONAL DISTRICT OF CENTRAL KOOTENAY 

PLANNING PROCEDURES AND FEES BYLAW NO. 2457, 2015 
 
 

A Bylaw to establish procedures and fees within the Regional District of Central Kootenay in 
accordance with Part 10.1 and Part 14 of the Local Government Act. 

 
 
WHEREAS the Board has adopted Comprehensive Land Use Bylaws, Official Community Plans, Zoning 
Bylaws, a Floodplain Management Bylaw, and a Subdivision Bylaw; 
 
AND WHEREAS the Board has designated areas within which Development Permits and Temporary Use 
Permits are required; 
 
AND WHEREAS the Board has a duty, under the Agricultural Land Commission Act, to provide 
information and a resolution regarding Agricultural Land Reserve applications within the RDCK; 
 
AND WHEREAS the Board must, pursuant to Section 460 of the Local Government Act, by Bylaw establish 
procedures to amend a plan, bylaw, or issue a permit; 
 
AND WHEREAS the Board may, under Section 502 of the Local Government Act, require that the 
applicant for a permit under Division 7 and 8 of Part 14 of the Local Government Act provide security in 
an amount stated in the permit by an irrevocable letter of credit or the deposit of securities in a form 
satisfactory to the local government; 
 
AND WHEREAS the Board may, under Section 154 of the Community Charter delegate its authority for 
the purposes of issuance of a Development Permit and for the purposes of commenting on Referrals;  
 
AND WHEREAS the Board may, under Section 462 of the Local Government Act, by Bylaw establish fees 
for applications and charges related to the provision of services; 
 
NOW THEREFORE the Board of the Regional District of Central Kootenay in open meeting assembled, 
HEREBY ENACTS AS FOLLOWS: 
 
Titles 
 

1. This Bylaw may be cited for all purposes as Regional District of Central Kootenay Planning 
Procedures and Fees Bylaw No. 2457, 2015. 

 
Schedules 
 

2. The following Schedules, are attached to, and form part of this Bylaw: 
Schedule ‘A’ – Fee Schedule 
Schedule ‘B’ – Notice of Development Sign Specifications 
Schedule ‘C’ – Land Use Amendment Procedure 
Schedule ‘D’ – Development Permit Procedure 
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Schedule ‘E’ – Development Variance Permit Procedure 
Schedule ‘F’ – Board of Variance Procedure 
Schedule ‘G’ – Temporary Industrial and/or Commercial Use Permit Procedure 
Schedule ‘H’ – Site Specific Floodplain Exemption Procedure 
Schedule ‘I’ – Soil Removal and Deposit Permit Procedure 
Schedule ‘J’ – Manufactured Home Park Permit Procedure 
Schedule ‘K’ – Strata Title Conversion Procedure 
Schedule ‘L’ – Subdivision Referral Procedure 
Schedule ‘M’ – Industry Canada Referral Procedure 
Schedule ‘N’ – Local Government, Crown, Forest, Notice of Works Referral Procedure 
Schedule ‘O’ – Accretion Referral Procedure 
Schedule ‘P’ – Agricultural Land Reserve Application Procedure 
Schedule ‘Q’ – Security Deposit Calculation Procedure 
Schedule ‘R’ – Liquor and Cannabis Retail Licensing Procedure 

 
Definitions 
 

3. In this Bylaw: 
 

APPLICANT means an owner of land or his/her authorized agent applying for approval of an 
amendment to a Regional District bylaw, or the issuance of a permit under Part 14of the Local 
Government Act;  
 
QUALIFIED PROFESSIONAL means an applied scientist, technologist, or similar expert acting 
alone or together with another qualified professional, where: 
• The individual is registered and in good standing in British Columbia with an appropriate 
professional organization constituted under an Act, acting under that association’s code of ethics 
and subject to disciplinary action by that association. 
• The individual’s area of expertise is recognized by the Regional District as one that is acceptable 
for the purpose of providing all or part of an assessment report in respect of that development 
proposal; and, the individual is acting within that individual’s area of expertise. 
 
REGIONAL BOARD means the Board of Directors of the Regional District of Central Kootenay 
(RDCK); 
 
REGIONAL DISTRICT means the Regional District of Central Kootenay (RDCK); 
 
SECURITY DEPOSIT means an unconditional irrevocable letter of credit or the deposit of 
securities in a form satisfactory to the RDCK. 

 
Scope 
 

4. This Bylaw applies to Procedures and Fees for the following: 
a. Amendment of a Comprehensive Land Use Bylaw (CLUB), Official Community Plan (OCP), 

and/or Zoning Bylaw 
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b. Issuance and/or Amendment of a Development Permit, Development Variance Permit, 
Board of Variance, Temporary Use Permit, Site Specific Floodplain Exemption, Soil 
Removal and Deposit Permit, Manufactured Home Park Permit, and/or Strata Title 
Conversion 

c. Review and Approval of Applications referred to the RDCK for the purposes of 
Subdivision, Industry Canada, other Local Government, Accretions, Crown, Forest, Notice 
of Works, and applications to the Agricultural Land Commission (ALC) 
 

5. This Bylaw applies to Administrative Fees for the following: 
a. Title Searches 
b. Registration, Amendment or Removal of Charges on Title 
c. Assignment and Change of Address 
d. Mapping Fees 
e. Photocopy Charges 
f. NSF Cheques 
g. Archived Document Retrieval 
h. Property Letters 

 
Application 
 

6. Applications as listed in Section 4 shall be made by the Owner of the land involved, and/or by a 
person authorized by the Owner. 

7. Applications shall be made on the applicable form, as prescribed by the Regional District. 

8. An application shall contain all required information and follow the process in the order    
 prescribed in the following attached Schedules:  
  a. Schedule ‘C’ – Land Use Amendment Procedure 
  b. Schedule ‘D’ – Development Permit Procedure 
  c. Schedule ‘E’ – Development Variance Permit Procedure 
  d. Schedule ‘F’ – Board of Variance Procedure 
  e. Schedule ‘G’ – Temporary Use Permit Procedure 
  f. Schedule ‘H’ – Site Specific Floodplain Exemption Procedure 
  g. Schedule ‘I’ – Soil Removal and Deposit Permit Procedure  
  h. Schedule ‘J’ – Manufactured Home Park Permit Procedure 
  i. Schedule ‘K’ – Strata Title Conversion Procedure 
  j. Schedule ‘R’ – Liquor and Cannabis Retail Licensing Procedure 

9. The Regional District may require a site visit or further information to be provided after the initial  
 application and prior to proceeding to the Regional Board. 

Fees 
 

10. At the time of submission of an application or referral and during the processing of an application 
or referral, the applicant shall pay to the Regional District of Central Kootenay fees in the amount 
as set out in Schedule ‘A’ of this Bylaw. Additional fees may apply, as specified in the applicable 
Schedules to this Bylaw. 
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Delegation of Development Permit Applications 
 

11. The RDCK Board of Directors delegates the authority for the issuance of Development Permits to 
the General Manager of Development and Community Sustainability Services. 
 

12. An applicant may request reconsideration of a delegated decision by the RDCK Board of Directors 
upon written request to the Secretary of the Board. 

 
Delegation of Referral Comments 
 

13. The RDCK Board of Directors delegates the authority to comment on applications referred to the 
RDCK for the purposes of Industry Canada, other Local Government, Accretions, Crown, Forest, 
and Notice of Works to the applicable Local Area Director in which the referral has been 
received.  

14. A Local Area Director may request consideration of a delegated decision by the RDCK Board of 
Directors upon request. Referrals which impact three or more Electoral Areas will be presented 
to the RDCK Board for comment. 

Notification 
 

15. Pursuant to the Local Government Act, a notice, where required, shall be mailed or otherwise 
delivered to owners and any tenants of all parcels subject to application, and within a minimum 
distance of 100 metres (328 feet) or greater from all parcels subject to application. 

Notice of Proposal Sign 
 

16. In the case of applications for Land Use Amendments, Development Permits, Development 
Variance Permits, Temporary Use Permits, Soil Removal and Deposit Permits, and Liquor and 
Cannabis Retail Licensing, the applicant shall be responsible for erecting a notice of proposal sign 
to the specifications outlined in Schedule ‘B’. 
 

17. In the case of block amendment applications put forward by the Regional District of Central 
Kootenay Board of Directors to amend a Comprehensive Land Use Bylaw (CLUB), Official 
Community Plan (OCP), and/or Zoning Bylaw, where a number of properties are proposed to be 
rezoned or re-designated, a development notification sign shall not be required. 

Public Hearing 
 

18. In the case of an application to amend a Zoning Bylaw, where an Official Community Plan is in 
place, a public hearing may be waived subject to meeting the requirements of Section 464(2) of 
the Local Government Act and upon approval from the Regional District of Central Kootenay 
Board of Directors. In instances where a public hearing is waived, public notice must be 
published as required under Section 467 of the Local Government Act. 
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19. In the case of applications to amend a Comprehensive Land Use Bylaw (CLUB), Official 
Community Plan (OCP), and/or Zoning Bylaw, or applications for Temporary Use Permits, public 
hearings are governed by Section 465 of the Local Government Act. In the absence of the public, 
a public hearing may be adjourned after a minimum of 15 minutes from the advertised time of 
commencement of the public hearing. 

20. The RDCK Board of Directors delegates the duty, under Section 469 of the Local Government Act, 
to hold a public hearing subject to availability, with stipend and expenses as follows: 

a. To the Local Area Director where the affected parcel(s) under application are being 
considered; 

b. To the Chair of the Rural Affairs Committee; and/or 
c. To the Chair of the Board 

 
Approval, Issuance or Refusal 
 

21. The Board may, upon receipt of a staff report under Section ‘4 (a)’ of this Bylaw proceed with an 
amendment bylaw, table or reject the application. 

22. The Board may, upon receipt of a staff report under Section ‘4 (b)’ of this Bylaw: 

d. authorize the issuance of the permit; 
e. authorize the issuance of the proposed permit as amended by the Board in its resolution; 

or 
f. refuse to authorize the issuance of the permit. 

 
23. Where an application, amendment bylaw, or a permit has been refused by the Board, RDCK staff 

shall notify the applicant in writing within fifteen (15) days immediately following the date of 
refusal. 

Re-Application 
 

24. Subject to Section 225 of the Local Government Act, re-application for an amendment or permit 
that has been refused by the Board shall not be considered within a six (6) month period 
immediately following the date of refusal. 

Expiry of Application 
 

25. An application under this Bylaw is considered lapsed, if: 

g. The applicant has not communicated or submitted outstanding material to the District 
within a period of six (6) months; or, 

h. A decision on the application has not been made within eighteen (18) months of the date 
of initial application. 

26. An application for an amendment under Section ‘4 (a)’ considered lapsed shall have all readings  
  rescinded by resolution of the Regional Board, if any, at the next available Regular Meeting. 
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27. An application that has lapsed may be offered an extension for a period of six (6) months by  
resolution of the Regional Board upon written request by the applicant received within one (1) 
month after lapsing. 

Severability 
 

28. If any portion of this Bylaw is for any reason held to be invalid by a Court of competent 
jurisdiction, the invalid portion shall be severed and the portion that is invalid shall not affect the 
validity of the remainder of this bylaw. 

Repeal 
 

29. Regional District of Central Kootenay Land Development Applications Procedures Bylaw No. 
2238, 2011 and all subsequent amendments thereto, is hereby REPEALED. 

30. Regional District of Central Kootenay Photocopy Fees and Map Production Bylaw No. 1784, 2005 
and all subsequent amendments thereto, is hereby REPEALED. 

31. Regional District of Central Kootenay Delegation Bylaw No. 1808, 2006 is hereby REPEALED. 

 
 READ A FIRST TIME this 16th day of July, 2015. 
 
 READ A SECOND TIME this 16th day of July, 2015. 
 
 READ A THIRD TIME this 16th day of July, 2015. 
  
 ADOPTED this 16th day of July, 2015. 

 
   “K. Hamling”  “A. Winje” 
          ____________________________                    _______________________________            
 Chair    Secretary 
 

I HEREBY CERTIFY that this is a true and correct copy of Regional District of Central Kootenay 
Planning Procedures and Fees Bylaw No. 2457, 2015. 

 
 DATED this 16th day of July, 2015. 
 
  “A. Winje” 
 ______________________________ 
 Secretary 



 

Page 7 

SCHEDULE ‘A’:  FEE SCHEDULE 
 
1. Land Development Application Fees: 
 

DEVELOPMENT APPLICATION FEE SCHEDULE 
Amendment Application 
(Community Plan, Zoning, or CLUB) $1600.00 plus advertising costs 

Amendment Application (Joint OCP/Zoning) $1800.00 plus advertising costs 
Development Permit/Amendment to Development Permit $500.00 
Development Permit with Variance $600.00 
Development Variance Permit $500.00 
Board of Variance Permit $500.00 
Temporary Use Permit $1000.00 
Site Specific Floodplain Exemption $500.00 
Soil Removal and Deposit Permit $300.00 
Manufactured Home Park Permit $600.00 for application 

$100.00 per unit 
Strata Title Conversion $600.00 for application 

$100 per unit 
Subdivision review including final document subdivision 
applications 

$550.00 for review 
$90.00 per additional lot over 5 lots 

Additional technical review for subdivision (where 
applications have been dormant for greater than 12 
months) 

$150.00 

Liquor and Cannabis Retail Licensing $500 for review and notification 
Surcharge for Development Application Arising from Bylaw 
Enforcement Action $2,000.00 

Innovation, Science and Economic Development Canada 
(ISED) Antenna System Siting Concurrence Request 
without Board Resolution 

$800.00 

Innovation, Science and Economic Development Canada 
(ISED) Antenna System Siting Concurrence Request with 
Board Resolution 

$1300.00 

 
2. In the case of applications to amend a Comprehensive Land Use Bylaw (CLUB), Official Community 

Plan (OCP), and/or Zoning Bylaw, applications for Temporary Use Permits or Soil Removal and 
Deposit Permits, or where applications are required to go before additional public hearings or public 
meetings, the applicant shall pay for the advertising costs plus an additional $300.00 to cover venue 
rental and staffing costs. 

 
3.  In the case of all other development applications, 50% of the application fee listed in Section 1 shall 

be refunded if the application is withdrawn prior to staff preparing their report for the decision 
making authority as indicated: Board of Variance, to the Board, or to the General Manager of 
Development and Community Sustainability Services for consideration.  
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4. Administrative Fees (where LTSA means Land Title and Survey Authority): 
 

SERVICE AND MAPPING FEES FEE SCHEDULE 
Title Search $17.00 per title 
Registration, Amendment or Removal of 
Charges on Title 

Current LTSA Fee 

Administrative Fee to Prepare and Register 
Restrictive Covenant on Title 

$200.00 

Assignment and Change of Address $75.00 per address 
Maps  $25.00  
Photocopy Charges 
                                     Individual Documents 
                                     Bylaw (less than 100 pages) 
                                     Bylaw (over 100 pages) 
Building Drawings – Full Size 

 
$0.25 per page (not to exceed $10.00) 
$10.00 per copy 
$15.00 per copy 
$5.00 per page  

NSF Cheques $50.00 
Archived Document Retrieval $50.00 for initial review (one hour) 

$15.00 per additional half hour 
increment 

Property Letter $50.00 for initial review (one hour) 
$15.00 per additional half hour 
increment 
$15.00 annual renewal fee 
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SCHEDULE ‘B’:  NOTICE OF PROPOSAL SIGN SPECIFICATIONS 
 

Where an application referenced in Section 16 is submitted the applicant shall prepare and post 
notification sign(s) on the subject property(s), and shall: 
 
Location 
 

1. Erect one sign on each street frontage of the site to inform the public about the nature and purpose 
of the application(s). The sign(s) shall be located within 6 metres (20 feet) of the street frontage and 
approximately the mid point of the subject property. The sign(s) shall be clearly visible from the 
street and be securely fixed to the ground. The sign shall be located a minimum 1.2 metres (4 feet) 
above the ground. Signage requirements, such as any additional signs, or for small corner sites will 
be at the discretion of Planning Division staff.   

 
Posting 

 
2. Prepare and post the notification sign in accordance with the sign specifications within 10 days of 

making the application to the Regional District and verify to RDCK planning staff that the sign(s) have 
been erected. 

3. It is the responsibility of the applicant to make, buy, or rent the sign(s) and to post the same.  Failure 
to install the sign(s) according to these requirements will result in a postponement in the processing 
of the application. 

4. Remove the sign(s) within one week of the application being refused or approved, or within one 
week of the application being withdrawn by the applicant. 

 
Specifications 
 

5. The Notice of Development sign(s) shall be a minimum of 1.2 m X 1.2 m (4 feet by 4 feet) in size and 
constructed of 1.3 cm (1/2 inch) plywood or other durable material with a white background and 
black letters.  The Format Sheet specifies the requirements regarding the materials and format of 
the Notice of Development sign(s). 
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NOTICE OF PROPOSAL 
SIGN FORMAT SHEET 

 

NOTICE OF PROPOSAL  
 
RDCK FILE NO.: 
SITE DESCRIPTION:  
Address, Legal Description, Parcel Identifier  
Map and/or rendering (if applicable)  
 
APPLICATION TYPE:  

TO FACILIATE: 

Description of application proposal and details of site development  

 
 
 

FOR FURTHER INFORMATION, PLEASE CONTACT: 
PLANNING DEPARTMENT, REGIONAL DISTRICT OF CENTRAL KOOTENAY 

1-250-352-8165 or 1-800-268-7325 
OR VISIT  

www.rdck.ca > services > land use planning > applications in progress 
 

 
NOTICE OF DEVELOPMENT SIGN SPECIFICATIONS 

 
Sign Material: 1/2” (1.3 cm) plywood or durable 

material 
“NOTICE OF PROPOSAL” 

1. 3” (7.6 cm) black letters 
Sign Size: 48” (122 cm) x 48” (122 cm) 
 
Sign Lettering: Black enamel paint or  
 Black vinyl block lettering 
 (i.e., Helvetica, Switzerland Black) 

“RDCK FILE NO.” (and all wording therein) 
“SITE DESCRIPTION” (and all wording therein) 
“APPLICATION TYPE” (and all wording therein) 
“TO FACILIATE” (and all wording therein) 

2. 1 1/2” (3.8 cm) black letters 
 “FOR FURTHER INFORMATION” (and all 

wording therein) 
3. 1” (2.5 cm) black letters 
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SCHEDULE ‘C’: LAND USE AMENDMENT PROCEDURE 
 
 

1. Prior to application, it is recommended that the applicant confer with the Regional District 
on the proposed amendment, whether for guidance or alternative procedures.  
 

2. Upon receipt of a complete application accompanied by the required fees and documents 
outlined in Table C-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being 
taken. 

 
3. Within ten (10) days of receiving confirmation from staff that the application is complete, 

the applicant is required to erect a Notice of Development Sign in accordance with the 
requirements outlined in Schedule ‘B’ of this Bylaw. 

 
4a.  RDCK planning staff will refer the application to all applicable Regional District 

departments, First Nations, government ministries and agencies and the local Advisory 
Planning Commission (APC) as applicable for a period of thirty (30) days. The proposal will 
also be referred to a municipality if the application could affect that municipality.  

 
4b.  RDCK planning staff will conduct consultation for minor Official Community Plan (OCP) 

amendments in accordance with Policy 400-02-19.  All other OCP amendment applications 
will require Board direction for the desired consultation for that application. 
 

5. Notice of proposal will also be given to owners and tenants of all parcels within a minimum 
distance of 100 metres (328 feet) of the subject property. This distance may be extended 
at the discretion of staff. 
 

6. RDCK planning staff may require the applicant to host a public information meeting based 
on the proximity of the proposal to adjacent residential properties and based on receipt of 
public comments. The applicant will be required to pay the cost of any associated public 
meetings as outlined in Schedule ‘A’ of this Bylaw. Staff members of the Regional District 
may or may not be delegated to attend. 
 

7. Following the referral period, staff evaluation and referral agency comments will be 
incorporated into a technical report to the Rural Affairs Committee (RAC) of the Board. 
 

8. After considering the applicant’s proposal, referral agency comments and staff 
recommendations, RAC will make a recommendation to the Board. 
 

9. The Board will, upon receipt, consider RAC’s recommendation. If the Board decides to 
proceed with the amendment application, an amending bylaw will be prepared and given 
initial readings. The Board may alternatively decide to refer, table, or deny the application. 
 

10. After the amending bylaw receives first and/or second reading, it will be advertised in an 
appropriate newspaper and if required, a public hearing will be held to permit the public 
to comment on the application. Notice of a public hearing will be given pursuant to the 
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Local Government Act to owners and tenants of all parcels within a minimum distance of 
100 metres (328 feet) of the property subject to the bylaw amendment. This distance may 
be extended at the discretion of staff.   
 

11. The minutes of the public hearing will be presented on the next available Board agenda. 
 

12. Following receipt of the public hearing minutes the Board will consider the amendment 
bylaw and may proceed with third reading, table or deny the application. Upon third 
reading, a zoning amendment bylaw may be forwarded to the Province for approvals if 
required before proceeding to the Board for adoption. 
 

13. Once the applicant has adequately addressed all of the conditions identified at third 
reading, the Board will consider the adoption of the bylaw(s). Any required covenants or 
other legal documents required as a condition of approval are the financial responsibility 
of the applicant.  

 
Table C-1 – Required Documents  

 
Documents Notes  
1. Certificate of Title  A copy of the Title, issued not more than 30 days prior to the application date, 

for any parcel of land subject to the application and a copy of all non-financial 
charges registered on the subject property(s).  

2. Agent Authorization   
3. Provincial Site Disclosure Statement   
4. Site Plan  Site plan of the proposed development drawn to scale and showing dimensions. 

The site plan must include: 
− The civic address and full legal description of the property 
− Lot dimensions 
− Existing or required rights-of-way or easements. 
− Location and dimensions (including setbacks) of existing and proposed 

buildings and structures on the site (a recent survey plan is preferable) 
− Detailed drawings of the proposed development, including building 

sections, elevations and floor plans proposed for the site. 
− Location of existing wells or other water sources on property 
− Location of any existing or proposed septic fields 
− Location of any watercourses, steep banks or slopes on or adjacent to the 

property 
− Location of any existing community services of sanitary sewer, water, storm 

drainage and rights-of-way on the site or adjacent to the site 
− Location and width of existing or proposed access(es) to the property, 

driveways, maneuvering aisles and parking layout 
5. Proposal Summary  Document detailing the existing bylaw, its sections and provisions, the proposed 

new or amended wording and the rationale behind the change. This shall include 
the effects, positive or negative, to surrounding property. 

6. Landscape Plan   
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SCHEDULE ‘D’:  DEVELOPMENT PERMIT PROCEDURE 
 

1. Upon receipt of a complete application accompanied by the required fees and documents 
outlined in Table D-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being taken. 

2. Within ten (10) days of receiving confirmation from staff that the application is complete, 
the applicant is required to erect a Notice of Development Sign in accordance with the 
requirements outlined in Schedule ‘B’ of this Bylaw. 

3. RDCK planning staff will refer the application to all applicable Regional District departments, 
government ministries and agencies, the Local Area Director and the local Advisory Planning 
Commission (APC) as applicable for a period of thirty (30) days. The proposal will also be 
referred to a municipality if the application could affect that municipality. 
 

4. For development permit applications designated under LGA S.488(1)(a), staff will notify the 
Ktunaxa Nation Council of receipt of such applications where the proposed development is 
along a segment identified for “enhanced engagement” within the Kootenay Lake Shoreline 
Guidance Document.   

 
5. Following the referral period, staff evaluation and referral agency comments will be 

incorporated into a technical report to the General Manager of Development and Community 
Sustainability Services. 

 
6. To guarantee the performance of the terms of the permit a security deposit may be 

recommended. In the case where security is required, the General Manager will issue the 
permit only upon receipt of deposit in accordance with Schedule ‘Q’. 

 
7. No permit regarding commercial or industrial buildings exceeding 4,500 square metres in 

gross floor area near controlled access highways will be issued unless approved or exempted 
by the Minister of Transportation or his/her delegate. 

 
8. If the applicant is dissatisfied with the decision of the General Manager of Development and 

Community Sustainability Services, the applicant can provide a signed ‘Notice of Appeal’ 
Declaration Form within 14 days to the General Manager of Development and Community 
Sustainability Services for subsequent consideration of the Rural Affairs Committee (RAC). The 
Permit is suspended until the Board renders a final decision. 

 
9. Once the permit becomes effective, a Notice of Permit will be signed and sealed by the 

Secretary and registered against the title of the property(s) at the Land Title Office. 
 

10. RDCK planning staff shall administer any further conditions of the Development Permit as 
specified within each individual permit as required. Planning staff may conduct inspections, 
on an as-required basis, to ensure that the terms of the Development Permit are satisfied. 
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Table D-1 – Required Documents  

Documents Notes  
1.     Certificate of Title   
2.     Agent Authorization   
3.     Provincial Site Disclosure Statement    
4.     Site Plan   
5. Proposal Summary  Written explanation of project conformity to relevant 

guidelines. 
6. Qualified Environmental Professional’s 

Report  
Development Permits for the protection of the natural 
environment, its ecosystems and biological diversity. As per 
RDCK’s prescribed terms of reference 

7. Design Plans Development Permits for the form and character of 
development. Must include elevation drawings, building 
section, floor plans, and coloured rendering of the building 
elevation facing all public roads abutting the site noting all 
exterior elements (e.g. cladding, roofing, trim, etc.) 

8. Landscape Plan  
9. Landscape/restoration plan cost estimate 

 
In accordance with Schedule Q 
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SCHEDULE ‘E’:  DEVELOPMENT VARIANCE PERMIT PROCEDURE 
 

1. Upon receipt of a complete application accompanied by the required fees and documents 
outlined in Table E-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being taken. 

2. RDCK planning staff will review the application to determine whether it is complete and, if 
incomplete, the application will be returned to the applicant. 
 

3. Within ten (10) days of receiving confirmation from staff that the application is complete, 
the applicant is required to erect a Notice of Development Sign in accordance with the 
requirements outlined in Schedule ‘B’ of this Bylaw. 

 
4. RDCK planning staff will refer the application to all applicable Regional District departments, 

government ministries and agencies and the local Advisory Planning Commission (APC) as 
applicable for a period of thirty (30) days. The proposal will also be referred to a municipality 
if the application could affect that municipality.  

 
5. Notice of proposal will also be given to owners and tenants of all parcels within a minimum 

distance of 100 metres (328 feet) of the subject property. This distance may be extended at 
the discretion of staff. 

 
6. Following the referral period, staff evaluation, referral agency comments and public 

comments will be incorporated into a technical report to the Rural Affairs Committee (RAC) 
of the Board.  

 
7. The Board will, upon receipt, consider RAC’s recommendation and may grant the requested 

permit, or may refer, table or deny the application. 
 

8. If a Permit is granted, a Notice of Permit will be signed and sealed by the Secretary and 
registered against the Title of the property(s) at the Land Title Office. 

 
9. To guarantee the performance of the terms of the permit a security deposit may be 

recommended. In the case where security is required, the permit will be issued only upon 
receipt of deposit in accordance with Schedule ‘Q.’ 

 
Table E-1 – Required Documents  

 
Documents Notes  
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary  Document detailing the existing bylaw, its sections and provisions, the variance 

required and the rationale behind the change. This shall include the effects, positive 
or negative, to surrounding property. 
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SCHEDULE ‘F’:  BOARD OF VARIANCE PROCEDURE 
 
 

1. Upon receipt of complete application accompanied by the required fees and documents 
outlined in Table F-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant.  

 
2. RDCK planning staff will review the application to determine whether the application seeks to 

vary a matter within the jurisdiction of the Board of Variance under the Local Government Act 
and whether it is complete and, if incomplete, the application will be returned to the applicant 
prior to a fee being taken. 

 
3. RDCK planning staff will arrange for a hearing of the Board of Variance upon receipt of the 

application in conjunction with the RDCK Board of Variance members. If the application is an 
appeal of a determination of damages to property under Section 531(1) of the Local 
Government Act made pursuant to Section 528 of the Local Government Act, the hearing and 
determination by the Board of Variance must be made within thirty (30) days of receipt. 

 
4. RDCK planning staff will refer the application to all applicable Regional District departments, 

government ministries and agencies, and the Local Area Director as applicable.  
 

5. Notice of proposal will also be given to owners and tenants of all parcels located immediately 
adjacent to the subject property.  

 
6. Following the referral period, staff evaluation, referral agency comments and public 

comments will be incorporated into a technical report to the Board of Variance. 
 
7. The Board of Variance will, upon receipt, consider staff’s recommendation and hold a hearing 

of the Board of Variance, in which they may grant the requested variance, or may refer, table 
or deny the application. The decision of the Board of Variance is final and binding, except in 
those cases where an appeal is provided for in the Local Government Act. 

 
8. Once the hearing minutes have been prepared, the applicant will be notified in writing of the 

outcome within seven (7) days of the decision. 
 

Table F-1 – Required Documents  
 

Documents Notes  
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary  Document detailing the existing bylaw, its sections and provisions, the variance 

required and the rationale for hardship. This shall include the effects, positive or 
negative, to surrounding property.  
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SCHEDULE ‘G’:  TEMPORARY USE PERMIT PROCEDURE 
 

 
1. Upon receipt of a complete application accompanied by the required fees and documents 

outlined in Table G-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being taken. 

 
2. Within ten (10) days of receiving confirmation from staff that the application is complete, the 

applicant is required to erect a Notice of Development Sign in accordance with the 
requirements outlined in Schedule ‘B’ of this Bylaw. 

 
3. RDCK planning staff will refer the application to all applicable Regional District departments, 

government ministries and agencies and the local Advisory Planning Commission (APC) as 
applicable for a period of thirty (30) days. The proposal will also be referred to a municipality 
if the application could affect that municipality.  

 
4. Notice of proposal will also be given to owners and tenants of all parcels within a minimum 

distance of 100 metres (328 feet) of the subject property. This distance may be extended at 
the discretion of staff. 

 
5. Following the referral period, staff evaluation, referral agency comments and public 

comments will be incorporated into a technical report to the Rural Affairs Committee (RAC) 
of the Board. 

 
6. After considering the applicant’s proposal, referral agency comments, staff recommendations 

and draft permit, RAC will make a recommendation to the Board.  
 
7. The Board may require that a public hearing be held.  The applicant will be required to pay 

the cost of any associated public hearing as outlined in Schedule ‘A’ of this Bylaw. 
 

8. Should the Board wish to give consideration to granting the permit, they will direct Staff to 
provide notice of that future meeting in accordance with the requirements of the Local 
Government Act. 

 
9. If a Permit is granted, a Notice of Permit will be signed and sealed by the Secretary and 

registered against the Title of the property(s) at the Land Title Office. Once issued the owner 
of land has the right to put the land to the use described in the permit until the date that the 
permit expires.  Unless otherwise stated, the permit is valid for a period of up to 3 years.  

 
10. A person to whom a Temporary Use Permit has been issued may apply to have the permit 

renewed, subject to the restriction that a temporary use permit may be renewed only once. 
An application to renew will follow the above process.  
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Table G-1 – Required Documents  
 

Documents  
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary  Description of use, its location and length of operation, periodic and holistic. 

Detailed plans for remediation of the property to original state (or bettered) 
including the expected timeframe for start, on-going monitoring and completion, 
if required. 

6. Landscape Plan  
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SCHEDULE ‘H’: SITE SPECIFIC FLOODPLAIN EXEMPTION PROCEDURE 
 
 

1. Upon receipt of a complete application accompanied by the required fees and documents 
outlined in Table H-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being taken. 

 
2. RDCK planning staff will refer the application to all applicable Regional District departments, 

government ministries and agencies and the local Advisory Planning Commission (APC) as 
applicable for a period of thirty (30) days. The proposal will also be referred to a municipality 
if the application could affect that municipality. 

 
3. Following the referral period, staff evaluation and referral agency comments will be 

incorporated into a technical report to the Rural Affairs Committee (RAC) of the Board. 
 
4. After considering the applicant’s proposal, referral agency comments, staff recommendations 

and draft permit, RAC will make a recommendation to the Board. 
 
5. The Board will, upon receipt, consider RAC’s recommendation and may grant the requested 

site specific exemption or amendment, or may refer, table or deny the application. 
 

7. If an exemption or amendment is granted, a restrictive covenant under Section 219 of the 
Land Title Act will be prepared at the expense of the applicant to be signed and sealed by the 
Secretary and registered against the Title of the property(s) at the Land Title Office. 

 
Table H-1 – Required Documents  

 
Documents Notes  
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary  Document detailing the existing bylaw, its sections and provisions, the exemption 

requested and the rationale for hardship.  
6. Qualified Professional Engineers 

Report  
As per RDCK’s prescribed terms of reference  
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SCHEDULE ‘I’:  SOIL REMOVAL AND DEPOSIT PERMIT PROCEDURE 
 
 

1. Upon receipt of a complete application accompanied by the required fees and documents 
outlined in Table I-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being taken. 

 
2. Within ten (10) days of making application, the applicant is required to erect a Notice of 

Development Sign in accordance with the requirements outlined in Schedule ‘B’ of this Bylaw. 
 

3. RDCK planning staff will refer the application to all applicable Regional District departments, 
government ministries and agencies and the local Advisory Planning Commission (APC) as 
applicable for a period of thirty (30) days. The proposal will also be referred to a municipality 
if the application could affect that municipality.  

 
4. Notice of proposal will also be given to owners and tenants of all parcels within a minimum 

distance of 100 metres (328 feet) of the subject property. This distance may be extended at 
the discretion of staff. 

 
5. RDCK planning staff may require the applicant to host a public information meeting based on 

the proximity of the proposal to adjacent residential properties and based on receipt of public 
comments. The applicant will be required to pay the cost of any associated public meetings 
as outlined in Schedule ‘A’ of this Bylaw. 

 
6. Following the referral period, staff evaluation, referral agency comments and public 

comments will be incorporated into a technical report to the Rural Affairs Committee (RAC) 
of the Board. 

 
7. After considering the applicant’s proposal, referral agency comments, staff recommendations 

and draft permit, RAC will make a recommendation to the Board. To guarantee the 
performance of the terms of the permit a security deposit may be recommended.    

 
8. The Board will, upon receipt, consider RAC’s recommendation and chose to issue the permit 

or deny the permit. 
 

9. If a Permit is granted, a Notice of Permit will be signed and sealed by the Secretary and 
registered against the Title of the property(s) at the Land Title Office. Once issued the owner 
of land has the right to put the land to the use described in the permit until the date that the 
permit expires.   

 
 
 
 
 
  



 

Page 21 

Table I-1 – Required Documents  
 

Documents Notes  
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary  Description of use, its location and length of operation, periodic and holistic. 

Detailed plans for remediation of the property to original state (or bettered) 
including the expected timeframe for start, on-going monitoring and 
completion, if required. 

6. Landscape Plan  
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SCHEDULE ‘J’:  MANUFACTURED HOME PARK PERMIT PROCEDURE 
 
1. Upon receipt of a complete application accompanied by the required fees and documents outlined 

in Table J-1, RDCK planning staff will open a file and issue a fee receipt to the applicant. Incomplete 
applications will be returned to the applicant prior to a fee being taken. 

 
2. RDCK planning staff will refer the application to all applicable Regional District departments, 

government ministries and agencies and the local Advisory Planning Commission (APC) as applicable 
for a period of thirty (30) days. The proposal will also be referred to a municipality if the application 
could affect that municipality and to adjacent landowners if the proposal will require consideration 
of a variance. 

 
3. Following the referral period, staff evaluation and referral agency comments will be incorporated 

into a technical report to the Building Manager (Chief Building Official). 
 
4. The staff report, draft Manufactured Home Park Permit and comments from the applicant will be 

provided to the Building Manager (Chief Building Official) for review. If the Building Manager (Chief 
Building Official) approves the permit, the applicant will be notified accordingly. To guarantee the 
performance of the terms of the permit a security deposit may be recommended. In the case where 
security is required, the permit will be issued only upon receipt of deposit in accordance with 
Schedule ‘Q.’ 

 
5. Once any and all relevant conditions have been satisfied notification is provided to the Building 

Department and relevant agencies.  A building permit for the proposed development may be 
considered for issuance by the RDCK Building Department based on the provisions of the 
Manufactured Home Park Permit. 
 

6. RDCK planning staff shall administer any further conditions of the Manufactured Home Park Permit 
as specified within each individual permit as required. Planning staff may conduct inspections, on an 
as-required basis, to ensure that the terms of the Manufactured Home Park Permit are being 
satisfied. 

 
7. If, after the issuance of a permit, construction of the manufactured home park is not commenced 

within six (6) months from the date of issuance of the permit, or if, for any cause other than 
weather conditions, strikes or lock outs, the work is not carried on continuously and in good faith, 
the permit may be revoked by the Building Manager (Chief Building Official). 

 
Table J-1 – Required Documents  

 
Documents Notes  
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary  Description of development including area of property, number of existing and 

proposed mobile home sites.  
6. Landscape Plan   
7. Servicing Requirements   
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SCHEDULE ‘K’:  STRATA TITLE CONVERSION PROCEDURE 
 

1. Upon receipt of a complete application accompanied by the required fees and documents 
outlined in Table K-1, RDCK planning staff will open a file and issue a fee receipt to the 
applicant. Incomplete applications will be returned to the applicant prior to a fee being taken. 

 
2. If it is determined during staff’s review of the application that the proposal does not conform 

to relevant Regional District bylaws and policies, the applicant will be notified. RDCK planning 
staff will discuss with the applicant if the non-conformity can be considered through a land 
use amendment, development variance permit or development permit. The application for 
Strata Title Conversion will not be approved until the non-conformance is addressed.  
 

3. RDCK planning staff will refer the application to The Regional District Building Department 
along with the Structural Engineer or Architect’s Report to verify that the structure(s) meet 
current B.C. Building Code. The applicant will be required to submit plans to bring the 
structure(s) into compliance with the current B.C. Building Code.  
 

4. RDCK planning staff will refer the application to all applicable Regional District departments, 
government ministries and agencies and the local Advisory Planning Commission (APC) as 
applicable for a period of thirty (30) days. The proposal will also be referred to a municipality 
if the application could affect that municipality. 
 

5. If there is no associated plan amendment, or if the proposal is different or more detailed than 
a previously considered amendment application, property owners of land within a minimum 
100 metres (328 ft.) radius of the property subject to the proposed Strata Title Conversion 
will be notified by mail advising of the application. This distance may be extended at the 
discretion of staff. The deadline for receipt of comments shall be consistent with the above 
referenced referral to applicable agencies.   
 

6. Following the referral period, staff evaluation and referral agency comments will be 
incorporated into a technical report to the Rural Affairs Committee (RAC) of the Board. 
 

7. After considering the applicant’s proposal, referral agency comments, staff recommendations 
and draft strata plan, RAC will make a recommendation to the Board. 
 

8. The Board will, upon receipt, consider RAC’s recommendation The Board may approve the 
strata plan, approve the strata plan subject to terms and conditions, refuse to approve the 
strata plan, or refuse to approve the strata plan until terms and conditions are met. The 
Board’s decision is final and cannot be appealed.  

 
9. Once any and all relevant conditions have been satisfied, the Board will issue its endorsement 

of the strata plan. 
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Table K-1 – Required Documents  
 

Documents Notes 
1. Certificate of Title   
2. Agent Authorization   
3. Provincial Site Disclosure Statement  
4. Site Plan   
5. Proposal Summary   
6. Landscape Plan   
7. Qualified Professional Structural 

Engineer or Architect’s Report  
The report will evaluate the condition of the building, compare construction 
methods to the requirements of BC Building Code, and identify any areas where 
the building does not meet the health and safety requirements of the BC Building 
Code.  

8. Servicing Requirements  A current (dated not more than 12 months prior to the date of application) 
Compliance Letter and Septic Report addressing the state of the septic system 
from a Registered Onsite Wastewater Practitioner (ROWP). Where the scope of 
the project is sufficiently large, a community sewage disposal system with the 
appropriate permit from the Province will be required. Additionally, proof of an 
adequate supply of potable water must be submitted.  

9. Relocation of Existing Tenants Plan  A list of the names and mailing addresses of the persons occupying the units, 
together with copies of any lease agreements and the proposal/intentions 
regarding the relocation of persons who may be affected by the proposed Strata 
Title Conversion. 
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SCHEDULE ‘L’:  SUBDIVISION REFERRAL PROCEDURE 
 

1. Upon receipt of an application referral from the Ministry of Transportation and 
Infrastructure (MoTI) accompanied by the required attachments, RDCK planning 
staff will open a file and issue an invoice to the applicant as defined in Schedule ‘A’ 
of this Bylaw. 
 

2. Upon receipt of applicable fees, RDCK planning staff will evaluate the application 
referral for compliance with relevant Regional District bylaws and policies. The 
application referral may also be distributed to other applicable RDCK departments 
for comment. Application referrals that result in the creation of new lots will be 
distributed to the Geographic Information Systems (GIS) Department for comment. 

 
3. If it is determined during staff’s review of the application referral that the proposal 

does not conform to relevant Regional District bylaws and policies, the applicant will 
be notified. RDCK planning staff will discuss with the applicant if the non-conformity 
can be considered through a land use amendment, development variance permit or 
development permit.  
 

4. RDCK planning staff will forward copies of a Notice of Requirements letter to the 
Ministry and Applicant. The Notice of Requirements letter will outline the results of 
the application referral review; identifying any outstanding requirements, areas of 
the application that may conflict with applicable bylaws, and/or required 
amendment(s). 
 

5. As any outstanding requirements are submitted by the Applicant, the RDCK will 
check any additional application materials to verify that the conditions of the Notice 
of Requirements letter have been satisfied. 
 

6. Once all the requirements defined by the RDCK in the Notice of Requirements letter 
have been satisfied by the Applicant, the RDCK will notify the Ministry and the 
Applicant that there are no outstanding issues within the scope of the RDCK’s 
jurisdiction.  

 
7. Final document subdivision applications will follow the process stated in Schedule L. 

Staff will be cognisant of the legislated 60 day time limit when preparing the Notice 
of Requirements letter.   

 
8. Subdivisions approved by the Ministry of Transportation and Infrastructure that 

result in a Notice on Title registered under Section 56 of the Community Charter 
being extinguished from the title to the land require the Notice to be re-registered 
to the newly created title(s). In these circumstances, the applicant for subdivision is 
required to pay the administrative fee to remove a “Notice on Title” pursuant to the 
Building Bylaw. 
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SCHEDULE ‘M’:  INNOVATION, SCIENCE, AND ECONOMIC DEVELOPMENT (ISED) 
CANADA REFERRAL AND CONCURRENCE REQUEST PROCEDURE 

 
1. Upon receipt of an application referral or concurrence request for ISED approval(s) 

accompanied by the required attachments, RDCK planning staff will open a file. For 
Antenna System Siting Concurrence Requests, RDCK planning staff will issue a fee 
receipt to the applicant. 
 

2. RDCK planning staff will evaluate the application referral for compliance with 
relevant Regional District bylaws and policies. The application referral may also be 
distributed to other applicable RDCK departments for comment.  
 

3. If it is determined during staff’s review of the application referral that the proposal 
does not conform to relevant Regional District bylaws and policies, the applicant will 
be notified. RDCK planning staff will discuss with the applicant if the non-conformity 
can be considered through a land use amendment, development variance permit or 
development permit.  
 

4. A referral information package will be compiled by RDCK planning staff for referral to 
applicable Local Area Director(s); information prepared will include notation of any 
relevant land use policy or regulations, general context statements from any relevant 
strategic level plans, a location map (where available) and any associated materials 
provided in support of the application. Draft comments as prepared by planning staff 
will be included in an electronic memo to the applicable Local Area Director(s). 
 

5. Referral information packages will not be sent to local Advisory Planning Commission 
(APC) as it falls outside of their mandate, however a Local Area Director may choose 
to solicit advice from their APC where it is deemed appropriate prior to submitting 
their comments. 

 
6. Following the comment period, planning staff will compile any planning staff 

comments and any comments received by the Local Area Director(s) into any 
associated referral form (generally provided) for submission. 

 
7. For ISED referrals on Crown Land, response will include a corresponding letter of 

concurrence and a notation that the Province’s Land Use Operational Policy – 
Communication Sites satisfies RDCK consultation requirements. RDCK planning staff 
will take into consideration the FCM (Federation of Canadian Municipalities) Antenna 
System Siting Protocol. 

 
8. For ISED referrals located on private lands, planning staff will be required to prepare 

an RDCK Board Report making recommendation for resolution to meet Industry 
Canada Requirements. 
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SCHEDULE ‘N’:  LOCAL GOVERNMENT, PROVINCIAL FOREST, NOTICE OF WORKS 
 REFERRAL PROCEDURE 

 
1. Upon receipt of an application referral from the Province or other applicable 

authority accompanied by the required attachments, RDCK planning staff will open a 
file and forward the referral package for review. 
 

2. RDCK planning staff will evaluate the application referral for compliance with 
relevant Regional District bylaws and policies. The application referral may also be 
distributed to other applicable RDCK departments for comment.  
 

3. If it is determined during staff’s review of the application referral that the proposal 
does not conform to relevant Regional District bylaws and policies, the applicant will 
be notified. RDCK planning staff will discuss with the applicant if the non-conformity 
can be considered through a land use amendment, development variance permit or 
development permit.  
 

4. A referral information package will be compiled by RDCK planning staff for referral to 
applicable Local Area Director(s); information prepared will include notation of any 
relevant land use policy or regulations, general context statements from any relevant 
strategic level plans, a location map (where available) and any associated materials 
provided in support of the application. Draft comments as prepared by planning staff 
will be included in an electronic memo to the applicable Local Area Director(s). 
 

5. Referral information packages will not be sent to local Advisory Planning Commission 
(APC) as it falls outside of their mandate, however a Local Area Director may choose 
to solicit advice from their APC where it is deemed appropriate prior to submitting 
their comments. 

 
6. Referrals which impact three or more Electoral Areas will be presented to the Rural 

Affairs Committee to recommend a resolution for the Regional Board to endorse. 
 

7. RDCK planning will submit planning staff comments, any comments received by the 
Local Area Director(s) and any Board resolutions to the applicable authority. 
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SCHEDULE ‘O’:  ACCRETION REFERRAL PROCEDURE 
 

1. Upon receipt of an application referral from the applicant and/or agent accompanied 
by the required attachments, RDCK planning staff will open a file and forward the 
referral package for review. 

2. Planning staff will conduct a site visit or make use of data available through the RDCK 
mapping and/or property files to verify that the information submitted by the 
applicant and/or agent is complete and correct. 

3. A referral information package will be compiled by RDCK planning staff for referral to 
applicable Local Area Director(s); information prepared will include notation of any 
relevant land use policy or regulations, general context statements from any relevant 
strategic level plans, a location map (where available) and any associated materials 
provided in support of the application. Draft comments as prepared by planning staff 
will be included in an electronic memo to the applicable Local Area Director(s). 
 

4. Referral information packages will not be sent to local Advisory Planning Commission 
(APC) as it falls outside of their mandate, however a Local Area Director may choose 
to solicit advice from their APC where it is deemed appropriate prior to submitting 
their comments. 

 
5. Following the comment period, planning staff will compile any planning staff 

comments and any comments received by the Local Area Director(s) for submission 
to the Surveyor General. 
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 SCHEDULE ‘P’: AGRICULTURAL LAND RESERVE (ALR) APPLICATION PROCEDURE    
 
Upon receipt of an ALR Inclusion, Exclusion, Subdivision of an within ALR, Non-Adhering 
Residential Use, Soil Use for Placement of Fill or Removal of Soil, and Non‐Farm Use 
application from the Agricultural Land Commission, staff will process the application in 
the following manner: 

 
1. Upon receipt of an application from the Agricultural Land Commission accompanied by 

the required attachments, RDCK planning staff will open a file. RDCK planning staff will 
review the application to determine whether it is complete and, if incomplete, will 
inform ALC staff of the required missing information.  
 

2. RDCK planning staff will evaluate the application for compliance with relevant Regional 
District bylaws and policies. 

 
3. If it is determined during staff’s review of the application that the proposal does not 

conform to relevant Regional District bylaws and policies, the applicant will be notified. 
RDCK planning staff will discuss with the applicant if the non-conformity may be 
considered through a land use amendment, development variance permit or 
development permit. 
 

4. RDCK planning staff will refer the application for information and comment to 
applicable RDCK departments, Local Area Director(s), Ministry of Agriculture staff, 
agricultural advisory commission(s), and First Nations for a period of thirty (30) days. 
 

5. Following the referral period, staff evaluation, agency referral comments and public 
comments will be incorporated into a report to the Rural Affairs Committee (RAC) of 
the Board. 
 

6. The applicant is invited to attend the Rural Affairs Committee (RAC) meeting at which 
the amendment application will be considered. After considering the applicant’s 
proposal, referral agency comments and staff recommendations, RAC will make a 
recommendation to the Board. 

 
7. Under the Agricultural Land Commission Act, applications that do not conform to a 

local official community plan or zoning bylaw may not proceed unless authorized by a 
resolution of the local government. 

 
8. For areas subject to an official community plan or zoning bylaw, the Board will consider 

RAC’s recommendation and will pass a resolution to deny or advance the proposal to 
the ALC. The local government resolution may include additional comments for the 
ALC to consider. 

 
9. If the Board refuses the application, the $600 ALC portion of the fee will be returned to 

the applicant.  
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10. For areas not subject to an official community plan or zoning bylaw, the Board will 

consider RAC’s recommendation and will pass a resolution with comments for the ALC 
to consider. 

 
11. Where an application is advanced to the ALC, planning staff will submit the Board 

resolution, Staff Report and other associated materials to the ALC Portal. 
 

12. Upon receipt of a decision by the ALC, the resolution will be placed on the next RDCK 
Board agenda, and forwarded to any applicable RDCK department or Provincial 
agencies impacted by the decision. Resolutions will be saved both electronically and in 
hard copy with the associated ALR File. 
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SCHEDULE ‘Q’: SECURITY DEPOSIT CALCULATION PROCEDURE 

 
1. Under the Local Government Act (S.502), the RDCK Board or delegate may require 

security as condition for the issuance of Development Permits, Development Variance 
Permits and Temporary Use Permits. A local government may require that the applicant 
provide security for the following purposes: 

a. a condition in a permit respecting landscaping has not been satisfied; 
b. an unsafe condition has resulted as a consequence of a contravention in a 

permit; or 
c. damage to the natural environment has resulted as a consequence of a condition 

in a permit (e.g., watercourse setback protection fencing, channel 
reconstruction, riparian replanting). 
 

2. Form of security: Security will be provided in a form chosen by the applicant as either an 
automatically renewing irrevocable letter of credit or security deposit satisfactory to the 
General Manager of Development and Community Sustainability Services. Interest 
earned on the security accrues to the holder of the permit and must be paid to the 
holder immediately on return of the security or, on default, becomes part of the amount 
of the security. 
 

3. Amount: The amount of security must be specified in the permit and will be calculated 
according to the following: (all estimates or quotes will be provided by the applicant at 
the applicant’s expense)Landscaping security. The amount of security will be 125% of an 
itemized estimate or quote of the cost of works submitted by a Landscape Architect, 
Qualified Environmental Professional, landscaping company or other professional 
approved by the General Manager of Development and Community Sustainability 
Services. 
 

a. The itemized estimate or quote must reflect the costs that would be required for 
a third party contractor to complete the works and must be inclusive of all costs 
associated with: planting and soil amendment materials, labour, equipment 
mobilization costs, plant delivery, limits of disturbance (such as, but not limited 
to, snow or silt fencing), irrigation, and monitoring (where required). 

b. Landscaping security may be partially returned when works are partially 
completed or when monitoring for multiple growing seasons is recommended 
for the purposes of survival. 

c. Remediation security may be required to rectify an unsafe condition or damage 
to the natural environment that may result as a consequence or a contravention 
of a condition in a permit. The amount of security will be 125% of an itemized 
estimate or quote of the cost of works reflecting the nature of the permit 
conditions. The estimate must be submitted by a Professional approved by the 
General Manager of Development and Community Sustainability Services. 
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d. In extraordinary circumstances, alternate methodologies to calculate the amount 
of security may be approved by the General Manager of Development and 
Community Sustainability Services. 
 

4. Return of Security: If a permit is cancelled by the applicant and no work has occurred 
related to the security deposit, the security deposit will be returned to the applicant at 
the approval of the General Manager of Development and Community Sustainability 
Services. When required works are completed, the applicant may contact planning staff 
to request an inspection prior to obtaining a refund of the security. 
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SCHEDULE ‘R’: LIQUOR AND CANNABIS LICENSING PROCEDURE 
 
The process for the issuance of retail licensing for Liquor and Cannabis Retail is the sole 
jurisdiction of the Provincial government under the Liquor and Cannabis Regulations 
Branch. Local governments have been provided opportunity to provide recommendation on 
all license applications and must provide opportunity for community feedback prior to 
making formal recommendation of support or non-support. The process requirements are 
similar for both types of licensing and as such the RDCK will process the licensing of both 
liquor and cannabis in a similar manner. This procedure does not apply for Liquor Licensing 
for the purposes of establishments licensed under the Liquor Control and Licensing Act, such 
as food and beverage establishments or special event permits.  
 
1. Upon receipt of a notice of intent to apply for or obtain a license for Liquor or Non-

medical Cannabis Retail Sales, RDCK planning staff will open a file and issue a fee receipt 
to the applicant. 

 
2. Within ten (10) days of making application, the applicant is required to erect a Notice of 

Development Sign in accordance with the requirements outlined in Schedule ‘B’ of this 
Bylaw. 
 

3. If it is determined during staff’s review of the notice of intent that the proposal does not 
conform to relevant Regional District bylaws and policies, the applicant/agent will be 
notified. RDCK planning staff will discuss with the applicant if the non-conformity can be 
considered through a land use amendment, development variance or development 
permit. 

4. A referral information package will be compiled by RDCK planning staff for notification 
to the Local Area Director, local fire department, local law enforcement and adjacent 
property owners. Information prepared will include: notation of any relevant land use 
policy or regulations, general context statements from any relevant strategic level plans, 
a location map (where available) and any associated materials provided in support of 
the application. The referral information package will be provided electronically and by 
mail. 

5. A newspaper notification will also be placed to solicit further public comment. 

6. Referral information packages will not be sent to local Advisory Planning Commissions 
(APCs) as it falls outside of their mandate, however a Local Area Director may choose to 
solicit advice from their APC where it is deemed appropriate prior to submitting their 
comments. 

7. Following the referral period, staff evaluation and referral agency comments will be 
incorporated into a technical report to the Rural Affairs Committee (RAC) of the Board. 
Preference will be provided for applications that take into consideration the following 
guidelines: 

a. Conformance with relevant Regional District bylaw and policies 
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b. Proximity to other specified land uses such as day cares, health care facilities, 
libraries, parks, playgrounds, schools and other liquor or cannabis related 
businesses (recommended minimum distance of 300 metres) 

c. Licenses will not be supported in a dwelling place or as a home based occupation 

8. The applicant is invited to attend the Rural Affairs Committee (RAC) meeting at which 
their application will be considered. After considering the applicant’s proposal, referral 
agency comments and staff recommendations, RAC will make a recommendation to the 
Board. 

9. The RDCK Board will, upon receipt, consider RAC’s recommendation. The Board may 
support the application, not support the application, or request that the applicant 
provide further information. 

10. Once the Board minutes have been prepared, the applicant and the appropriate 
approval authority will be notified in writing of the outcome. 
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